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STATE OF MISSOURI 

OFFICE OF ADMINISTRATION

DIVISION OF PURCHASING

NOTIFICATION OF STATEWIDE CONTRACT

Date:  May 20, 2022
CONTRACT TITLE:


Advertising Services
	CURRENT CONTRACT PERIOD:
	May 1, 2022 through June 30, 2022

	RENEWAL INFORMATION:
	Original Contract Period:
	May 1, 2018 through April 30, 2019

	
	Renewal Options Available:  
	0

	
	Potential Final Expiration:  
	April 30, 2022

	BUYER INFORMATION:
	Amy Raymo
(573) 522-1620
Amy.raymo@oa.mo.gov 



ALL PURCHASES MADE UNDER THIS CONTRACT MUST BE FOR PUBLIC USE ONLY.
PURCHASES FOR PERSONAL USE BY PUBLIC EMPLOYEES OR OFFICIALS ARE PROHIBITED.

THE USE OF THIS CONTRACT IS NOT MANDATORY.

This contract has been established for the convenience of state agencies.  Local Purchase Authority may be used

to purchase supplies/services included in this contract from an alternative source at the discretion of the agency.

The entire contract document may be viewed and printed from the Division of Purchasing's Awarded Bid & Contract Document Search located on the Internet at
http://oa.mo.gov/purchasing.

~ Instructions for use of the contract, specifications, requirements, and pricing are attached ~.
	CONTRACT

NUMBER
	SAM II
VENDOR

NUMBER/

MissouriBUYS SYSTEM ID
	VENDOR INFORMATION
	MBE/

WBE


	COOP

PROCURE-MENT

	CS180542001
	MB00090577
	Bucket Media, Inc.

1123 Wilkes Blvd., Suite 330

Columbia MO  65201

Keri Tipton

Phone:  573-817-2825

Fax:  573-817-2826

ktipton@bucketmediaco.com 
	Yes
Bucket Media is the primary for WBE

Bucket Media did not offer MBE/WBE subcontracting
	Yes


	CONTRACT

NUMBER
	SAM II

VENDOR

NUMBER/

MissouriBUYS SYSTEM ID
	VENDOR INFORMATION
	MBE/

WBE


	COOP

PROCURE-MENT

	CS180542002
	MB00090173
	Elasticity, LLC
1008 Locust Street, 3rd Floor

St Louis MO  63101

Brian Cross

Phone:  314-561-8253 x100

brian@goelastic.com
	5% WBE Research and Market Analysis

5% MBE Research and Market Analysis
	Yes

	CS180542008
(Formerly CS180542003)
	MB00122848
	Hubbard Radio St Louis LLC
11647 Olive Blvd.
St. Louis MO  63141
Linda Sutton
Phone:  314-983-6067
Fax:  314-983-6967
lsutton@hbi.com 
	5% MBE Public Relations

5% WBE Research and Market Analysis and

5% Media Planning and Placement/

Purchase
	Yes

	CS180542009
(Formerly CS180542004)
	MB00140217
	Learfield Communications, Inc.

505 Hobbs Road

Jefferson City MO  65109

K.C. Dahl

Phone:  573-556-1289
Fax:  573-636-8979
kcdahl@learfield.com  
	
	Yes

	CS180542005
	MB00089523
	Missouri Broadcasters Association

1025 Northeast Dr

Jefferson City MO  65109-2579

Frank Forgey

Phone:  573-636-6692

Fax:  573-634-8258

fforgey@mbaweb.org 
	
	Yes

	CS180542007
	MB00107323
	Videonine-Medianine Inc

3655 Olive Street

St Louis MO  63108

Jack Galmiche

Phone:  314-512-9015

Fax:  314-512-9637

jgalmiche@ketc.org 
	
	Yes


STATEWIDE CONTRACT HISTORY

The following summarizes actions related to this Notification of Statewide Contract since its initial issuance.  Any and all revisions have been incorporated into the attached document.

	Contract

Period
	Issue

Date
	Summary of Changes

	5/1/22 – 6/30/22
	5/20/22
	· Updated Buyer Information on Page One.

· As of 5/20/22 the following contract have been extended thru June 30, 2022:  CS180542001, CS180542002, CS180542008, and CS180542009.

	5/1/21 – 4/30/22
	04/23/22
	· All contracts renewed except CS180542006.

	5/1/20 – 4/30/21
	11/19/20
	· Contract CS180542002 has been updated

	5/1/20 – 4/30/21
	10/06/20
	· Contract CS180542002 has been updated

· Updated Buyer Contact Information on Page One from Melissa Sackett to Megan Howser.

	5/1/20 – 4/30/21
	5/7/20
	Contract CS180542002 has been renewed.

	5/1/20 – 4/30/21
	5/1/20
	CS180542001, CS180542005 - CS180542009 renewed

	5/1/20 – 4/30/20
	1/6/20
	Updated buyer contact information from Tammy Michel to Melissa Sackett.

	05/01/19 – 04/30/20
	5/29/19
	Contract CS180542001 Bucket Media, Inc. was changed to reflect WBE.  It is noted that Bucket Media, Inc. is the primary for WBE.  Bucket Media did not offer MBE/WBE subcontracting.

	05/01/19 – 04/30/20
	5/2/19
	Due to a Contract Assignment for Contract CS180542004 (see Amendment #002) from Learfield Communications, Inc.  (900764920 3/MB00093699) to Learfield Communications LLC (4709116480 2/MB00140217) and in order to accommodate the implementation of the State of Missouri’s Statewide eProcurement System, MissouriBUYS, this contract is hereby changed from Contract Number CS180542004 to CS180542009.



	05/01/19 – 04/30/20
	4/30/19
	Renewal of Contracts CS180542001, CS180542002, CS180542008, CS180542004, CS180542005, CS180542006 and CS180542007.

	05/01/18 – 

04/30/19
	1/16/19
	
Changed Buyer Information on page one from Jacqueline Satterlee to Tammy Michel

	05/01/18 –

04/30/19


	05/31/18
	· Due to a Contract Assignment for Contract CS180542003 (see Amendment #001) from Emmis Operating Company (3521410640 1/MB00092028) to Hubbard Radio St. Louis LLC (4114276800 1/MB00122848) and in order to accommodate the implementation of the State of Missouri’s Statewide eProcurement System, MissouriBUYS, this contract is hereby changed from Contract Number CS180542003 to CS180542008.



	05/01/18 –

04/30/19


	05/01/18
	Corrected pricing for Line Item 1 on Contract CS180542001 (Bucket Media, Inc.)



	05/01/18 –

04/30/19


	04/27/18
	Initial issuance of new statewide contract




INSTRUCTIONS TO THE STATE AGENCY

1. This contract is available for use by any state agency having miscellaneous advertising/marketing/public relations needs.  Any state agency utilizing the contractor’s services may:
 a. Require the contractor to develop and perform a complete project/campaign or any part thereof with any size budget ranging from a few thousand to several hundred thousand or more (hereinafter referred to as activity plan), or

 b. Require the contractor to provide services on an as needed, if needed, hourly rate basis, hereinafter referred to as hourly as needed services.  

2. The following are the awarded contractors for each category of service.  The state agency shall utilize the contractor whose service best meets their needs, considering cost and markets.  In addition, the state agency shall have the right to request an activity plan (requirements for activity plan found in section 2.2 of the RFP portion of the contract) from each contractor awarded a specific category of service to determine the contractor who will best meet the needs of the state agency in terms of cost and advertising services, in accordance with the requirements specified herein.  It is understood that a state agency’s needs may be limited to the contractors that overlap categories of service (e.g. creative, media placement, and research).

	Category of Service
	Awarded Vendors

	
	

	

	

	Media Planning and Placement/Purchase
	Bucket Media, Inc.

Elasticity, LLC

Hubbard Radio St. Louis LLC
Learfield Communications LLC
Missouri Broadcasters Association

Sage Communications

	Creative Services
	Bucket Media, Inc.

Elasticity, LLC

Hubbard Radio St. Louis LLC

Learfield Communications LLC
Sage Communications

V-9 Digital

	Media Production
	Bucket Media, Inc.

Elasticity, LLC

Hubbard Radio St. Louis LLC

Learfield Communications LLC
Sage Communications

V-9 Digital

	Non-Traditional Media and High-Tech Marketing
	Bucket Media, Inc.

Elasticity, LLC

Hubbard Radio St. Louis LLC

Learfield Communications LLC
Sage Communications

V-9 Digital

	Promotional/Collateral Material Development and Fulfillment
	Bucket Media, Inc.

Elasticity, LLC

Learfield Communications LLC
Sage Communications

	Public Relations, Image Building Activities, Editorials, Internet Marketing and Publicity
	Bucket Media, Inc.

Hubbard Radio St. Louis LLC

Learfield Communications LLC
Sage Communications

	Research and Market Analysis 
	Bucket Media, Inc.

Elasticity, LLC

Hubbard Radio St. Louis LLC

Learfield Communications LLC


Pricing Information

Media Planning and Placement/Purchase:

	CS180542001-Bucket Media, Inc.


	Item #
	Media Planning and Placement/Purchase
	Firm Fixed Fee in the Form of a Percentage of Actual Media Cost 

	1
	Services related to planning and placing media.
	15%

	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	Media Planning and Placement/Purchase Personnel only billable when media purchases are not made

	2
	Media Strategy/Planning/Buying
	1.  Ashley Troutman

2.  Kori Sands

3.  Erin Parnell
	$100.00

	3
	Media Tracking and Verification
	1.  Ashley Troutman

2.  Kori Sands

3.  Erin Parnell

4.  Emily Price
	$100.00

	4
	Department Management
	1.  Jocelyn Kilgore

2.  Keri Tipton

3.  Erin Parnell

4.  Emily Price

5.  Chris Konrad
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Media Planning and Placement/Purchase
	Firm Fixed Fee in the Form of a Percentage of Actual Media Cost 

	1
	Services related to planning and placing media.
	5.5%

	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	Media Planning and Placement/Purchase Personnel only billable when media purchases are not made

	2
	Media Strategy/Planning/Buying
	1.  Emily Ann Brown

2.  Aaron Anderson
	$125.00

	3
	Media Tracking and Verification
	1.  Emily Ann Brown

2.  Aaron Anderson

3.  Ashton Beck
	$90.00

	4
	Media Coordination
	1.  Aaron Anderson
2.  Emily Kuhlman
	$70.00

	5
	Media Reporting
	1.  Emily Ann Brown

2.  Aaron Anderson
	$90.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Media Planning and Placement/Purchase
	Firm Fixed Fee in the Form of a Percentage of Actual Media Cost 

	1
	Services related to planning and placing media.
	6.5%

	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	Media Planning and Placement/Purchase Personnel only billable when media purchases are not made

	2
	Media Strategy/Planning/Buying
	1.  Cate Worley

2.  Lyndsey Bleckman

3.  Kathy DeHart (Prism Media, LLC,  subcontractor)
	$145.00

	3
	Media Tracking and Verification
	1.  Lyndsey Bleckman

2.  Kathy DeHart (Prism Media, LLC,  subcontractor)

3.  Cate Worley
	$100.00

	4
	Other Media Planning & Placement Personnel
	1.  Kyndall Ogle (Media Tracking and Verification)

2.  Sarah Harris (Media) Strategy/Planning/Buying)

3.  Kristen Schneider (Media Strategy/Planning/Buying)
	$145.00


	CS180542009-Learfield Communications LLC


	Item #
	Media Planning and Placement/Purchase
	Firm Fixed Fee in the Form of a Percentage of Actual Media Cost 

	1
	Services related to planning and placing media.
	5%

	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	Media Planning and Placement/Purchase Personnel only billable when media purchases are not made

	2
	Media Strategy/Planning/Buying
	1.  Jennifer Shinkle

2.  K.C. Dahl

3.  Amy Winder
	$0

	3
	Media Tracking and Verification
	1.  Parker Schulte

2.  Jennifer Shinkle

3.  Amy Winder

4.  Melanie Stockman
	$75.00

	4
	Other Media Planning & Placement Personnel
	1.  Laurie Bonnot, Media Planning

2.  Scott Brandon, Media Planning
3.  Mike Cady, Media Verification
	$75.00


	CS180542005-Missouri Broadcasters Association


	Item #
	Media Planning and Placement/Purchase
	Firm Fixed Fee in the Form of a Percentage of Actual Media Cost 

	1
	Services related to planning and placing media.
	0%


Creative Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	5
	Creative Direction
	1.  Jessica Pelzer
2.  Ben Craig
3.  James Bratten
	$100.00

	6
	Art Direction
	1.  Jessica Pelzer
2.  Ben Craig
3.  James Bratten
	$100.00

	7
	Copywriting
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	8
	Design
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	9
	Annimation 
	1.  Ben Craig
2.  Jessica Pelzer
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	6
	CRM Direction
	1.  Meg Ran
2.  Brian Cross
	$135.00

	7
	Account Management
	1.  Brian Cross
2.  Meg Ryan
	$135.00

	8
	Account Coordination
	1.  Courtney Floresca
2.  Callie Andrews
	$80.00

	9
	Creative Direction
	1.  Brian Cross
2.  Nick Walden
3.  Alex Duplan
	$150.00

	10
	Art Direction
	1.  Nick Walden
2.  Denny Blackwell
	$135.00

	11
	Copywriting
	1.  Meg Ryan
2.  Alex Duplan
3.  Chase Koeneke
	$90.00

	12
	Design
	1.  Denny Blackwell
2.  Patrick Woodling
3.  Mallory Holzhauer
	$120.00

	13
	Event Management
	1.  Derek Stagner

2.  Meg Ryan

3.  AJ Fontana
	$125.00

	14
	Press Check/Pre-Flight
	1.  Mallory Holzhauer
	$70.00

	15
	Proofreading
	1.  Meg Ryan
2.  Eric Motum
	$70.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	5
	Creative Direction
	1.  Cate Worley
2.  Sarah Harris
	$145.00

	6
	Art Direction
	1.  Kristen Schneider
	$125.00

	7
	Copywriting
	1.  Ed Brown (Ed Brown Productions, subcontractor)
2.  Linda Sutton
	$100.00

	8
	Design
	1.  Tony Jordan
2.  Joe Schoenwtter
3.  Krisden Raney
	$100.00

	9
	Other Creative Personnel
	1.  Kyndall Ogle (Art Direction)
2.  Lyndsey Bleckman (Creative Direction)
	$115.00


	CS180542009-Learfield Communications LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	5
	Creative Direction
	1.  LT Tomlin

2.  Jet Ainsworth
3.  K.C. Dahl

4.  Amy Winder
5.  Parker Schulte
	$85.00

	6
	Art Direction
	1.  Laura Isenberg

2.  Elizabeth Landwher
3.  Amy Winder

4.  Parker Schulte
	$85.00

	7
	Copywriting
	1.  LT Tomlin

2.  Parker Schulte
3.  Amy Winder
4.  Andy Azinger
	$85.00

	8
	Design
	1.  Laura Isenberg
2.  Amy Winder
3.  Tish Spencer

4.  Parker Schulte
	$75.00

	9
	Other Creative Personnel
	1.  Austin Elliot (Creative Direction, Art Direction, Copywriting)
2.  Brandon Goodwin (Creative Direction, Art Direction, Copywriting, Design)

3.  Beth Pike (Creative Direction, Art Direction, Copywriting)

4.  Any Azinger (Creative Direction, Art Direction, Copywriting)

5.  Sonny Jullian (Program Manager, Creative Direction, Art Direction, Copywriting)

6.  Kelley Robson (Program Manager, Creative Direction, Art Direction, Copywriting)
	$100.00


	CS180542007-Videonine-Medianine Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	5
	Creative Direction
	1.  Bradley Mudd
2.  Dan O’Saben
3.  Mindy Jefferies
	$135.00

	6
	Art Direction
	1.  Carolyn McMahon
2.  Joe Stephens
3.  Brittany Thebeau
	$115.00

	7
	Copywriting
	1.  Brian Reinhardt
2.  Dan O’Saben
	$95.00

	8
	Design
	1.  Joe Stephens
2.  Brittany Thebeau
	$100.00

	9
	Account Service
	1.  Austin Carlson
2.  Meredith Hanner
	$90.00


MEDIA PRODUCTION Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	10
	Production Management/Traffic
	1.  Jessica Pelzer
2.  Ben Craig
3.  Debbie Parnell

4.  Jay Pelzer – Tag Production Studio, LLC
	$100.00

	11
	Art Direction/Production
	1.  Jessica Pelzer
2.  Ben Craig
	$100.00

	12
	Photo Direction/Production
	1.  Jessica Pelzer
2.  Ben Craig
	$100.00

	13
	Audio/Video Direction/Production
	1.  Jessica Pelzer
2.  Ben Craig
	$100.00

	14
	Graphics Production
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	15
	Other Production Personnel
	1.  Unassigned
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	16
	Art Direction/Production
	1.  Nick Walden
2.  Denny Blackwell
3.  Mallory Holtzhauer
	$135.00

	17
	Photo Direction/Production
	1.  Nick Walden
2.  TJ Ingrassia
3.  Tony Meoli
	$150.00

	18
	Audio/Video Direction/Production
	1.  Nick Walden
2.  Denny Blackwell
3.  TJ Ingrassia

4.  Tony Meoli

5.  Any Likes (TVG)
	$150.00

	19
	Production Management/Traffic
	1.  Meg Ryan

2.  Courtney Floresca

3.  Callie Andrews
	$80.00

	20
	Graphics Production
	1.  Denny Blackwell
2.  Mallory Holzhauer
	$80.00

	21
	Photo/B-Roll Research
	1.  Mallory Holzhauer
2.  Patrick Woodling
3.  Denny Blackwell
	$70.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	10
	Production Management/Traffic
	1.  Lyndsey Bleckman
2.  Kyndall Ogle
3.  Linda Sutton
	$100.00

	11
	Art Direction/Production
	1.  Ed Brown (Ed Brown Productions, subcontractor)
2.  Drew Johnson
	$100.00

	12
	Photo Direction/Production
	1.  Joe Schoenwetter
2.  Cate Worley

3.  Jim Modglin
	$100.00

	13
	Audio/Video Direction/Production
	1.  Jim Modglin
2.  Ben Vogelsang

3.  Drew Johnson
	$100.00

	14
	Graphics Production
	1.  Tony Jordan
2.  Joe Schoenwetter

3.  Krisden Raney
	$100.00

	15
	Other Production Personnel
	1.  Jamie Lambert (Audio/Video Direction/

Production)
2.  Annie Frey (Graphic Production)


	$75.00


	CS180542009-Learfield Communication LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	10
	Production Management/Traffic

*No charge on commercial production for campaign that air on network.
	1.  LT Tomlin 
2.  Shelly Hemmel
3.  Melaine Stockman
4.  Scott Brandon
	$85.00*

	11
	Art Direction/Production
	1.  LT Tomlin
2.  Amy Winder
3.  Laura Isenberg

4.  Elizabeth Landwher
	$75.00

	12
	Photo Direction/Production
	1.  Parker Schulte
2.  Laura Isenberg
3.  Shannon Yokely

4.  K.C. Dahl

5.  Any Azinger
	$75.00

	13
	Audio/Video Direction/Production
	1.  Parker Schulte
2.  Shannon Yokely
3.  Austin Elliot
4.  Brandon Goodwin

5.  Beth Pike

6.  Andy Azinger
7.  Sonny Julian

8.  K.C. Dahl
	$85.00

	14
	Graphics Production
	1.  Laura Isenberg
2.  Amy Winer
3.  Brandon Goodwin

4.  Tish Spencer
	$75.00


	CS180542007-Videonine-Medianine Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	10
	Production Management


	1.  Bill Streeter
2.  Chrys Marlow

3.  Jeff Schaeffer
	$90.00

	11
	Art Direction/Production
	1.  Matt Huelskamp
2.  Jim Kircherr

3.  Ruth Ezell
	$90.00

	12
	Photo Direction/Production
	1.  Matt Huelskamp
2.  Mike Gualdoni
	$90.00

	13
	Audio/Video Direction/Production
	1.  Brian Holder
2.  Mike Gualdoni

3.  Bill Streeter
	$90.00

	14
	Graphics Production
	1.  Christine Bosch
2.  Matt Huelskamp

3.  Brian Holder
	$85.00

	15
	Video Editing
	1.  Brian Holder
2.  Mike Gualdoni

3.  Anne-Marie Moreno
	$90.00

	16
	Script Writer
	1.  Lynanne Feilen
	$65.00

	17
	Account Manager
	1.  Peggy Goodfriend
2.  Megan Grisolano

3.  Allie Magee
	$75.00

	18
	V9 Supervisor
	1.  Whitney Hess
	$85.00

	19
	Videographer/Camera Technician
	1.  Matt Bowman
2.  Seith Donnelly
	$80.00


NON-TRADITIONAL MEDIA & HIGH-TECH MARKETING Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	16
	Multimedia Design
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	17
	Web Site Production Development
	1.  James Bratten
2.  Delta Systems Group
	$100.00

	18
	IT Staff
	1.  Matt Tipton
	$100.00

	19
	Non-Traditional Media
	1.  Gabe George

2.  Stacey Goodchild

3.  Adam Mallette

4.  Jocelyn Kilgore

5.  Chris Konrad
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	22
	Multimedia Design
	1.  Nick Walden
2.  Denny Blackwell

3.  Mallory Holzhauer
	$125.00

	23
	Technical project Lead
	1.  AJ Fontana

	$125.00

	24
	Website Production Development
	1.  Dave Vislosky
2.  Derek Stagner

3.  AJ Fontanan
	$125.00

	25
	Mobile/App Development
	1.  Dave Vislosky
2.  Derek Stagner

3.  AJ Fontana
	$125.00

	26
	IT Support
	1.  AJ Fontana
	$70.00

	27
	Search Marketing Direction
	1.  Andrew Barnett
2.  Zach Kasperski
	$140.00

	28
	Search Marketing Analysis/Coordination
	1.  Zach Kasperski
	$110.00

	29
	Paid Search Strategy
	1.  Andrew Barnett
2.  Zach Kasperski
	$120.00

	30
	Social Media Direction/Strategy
	1.  Brian Cross
2.  Emily Ann Brown
3.  Ashton Beck
4.  Alex Duplan
	$150.00

	31
	Social Media Analytics/Reporting
	1.  Andrew Barnett
2.  Ashton Beck
	$90.00

	32
	Social Media Community Management
	1.  Ryne Eversman
2.  Ashton Beck
3.  Kianna
	$90.00

	33
	Social Media/Brand Conversation Monitoring, Customer Care and Outreach
	1.  Ryne Eversman
2.  Ashton Beck
3.  Kianna
	$80.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	16
	Multimedia Design
	1.  Joe Schoenwetter
2.  Tony Jordan

3.  Annie Frey
	$125.00

	17
	Web Site Production Development
	1.  Joe Schoenwetter
2.  Tony Jordan

3.  Maureen Zwilling, subcontractor
	$100.00

	18
	IT Staff
	1.  Joe Schoenwetter

2.  David Kimbro

3.  Kyndall Ogle
	$75.00

	19
	Other Interactive Personnel
	1.  Cate Worley (Multimedia Design)
2.  Krisden Raney (Multimedia Design)
3.  Kristen Schneider (Multimedia Design)
	$75.00


	CS180542009-Learfield Communications LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	15
	Multimedia Design
	1.  Laura Isenberg
2.  Amy Winder

3.  Parker Schulte
	$75.00

	16
	Web Site Production Development
	1.  Amy Winder
2.  Parker Schulte

3.  Laura Isenberg

4.  Mike Cady
	$95.00

	17
	IT Staff
	1.  Parker Schulte

2.  Amy Winder

3.  Shannon Yokely
	$90.00

	18
	Other Interactive Personnel
	1.  Amy Winder, Analytics Reporting

2.  Parker Schulte, Analytics Reporting
	$90.00


	CS180542007-Videonine-Medianine Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	20
	Multimedia Design
	1.  Mike Gualdoni
2.  Rob Fleming
3.  Stephanie Miles
	$100.00

	21
	Web Site Production Development
	1.  Dale Fisher
2.  Joe Black
3.  Rob Fleming
	$125.00

	22
	IT Staff
	1.  Mark Farber
2.  Stepehen Trimble
3.  Whitney Hess
	$85.00

	23
	Event Production & Management
	1.  Angie Carr
2.  Kallia Harris
3.  Less Haynes
	$125.00


promotional/collateral/material development & fulfillment Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	20
	Promotional 
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	21
	Collateral
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	22
	Material Development
	1.  Jessica Pelzer
2.  James Bratten

3.  Adam Mallette
	$100.00

	23
	Fulfillment
	1.  Jessica Pelzer
2.  James Bratten
	$100.00

	24
	Other Promotional/Collateral/Material Development and Fulfillment Personnel
	1.  Unassigned
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	34
	Promotional 
	1.  Nick Walden
2.  Denny Blackell
3.  Mallory Holzhauer
	$90.00

	35
	Collateral
	1.  Nick Walden
2.  Denny Blackwell

3.  Mallory Holzhauer
	$90.00

	36
	Material Development
	1.  Nick Walden
2.  Denny Blackwell

3.  Mallory Holzhauer
	$90.00

	37
	Fulfillment
	1.  Emily Kuhlman
2.  Courtney Floresca
3.  Callie Andrews
	$70.00


	CS180542009-Learfield Communications LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	19
	Promotional 
	1.  Amy Winder
2.  K.C. Dahl

3.  Laura Isenberg

4.  Elizabeth Lanwher
	$75.00

	20
	Collateral
	1.  Amy Winder
2.  K.C. Dahl

3.  Laura Isenberg

4.  Elizabeth Lanwher
	$75.00

	21
	Material Development
	1.  Amy Winder
2.  K.C. Dahl

3.  Laura Isenberg

4.  Elizabeth Lanwher
	$75.00

	22
	Fulfillment
	1.  Amy Winder
2.  K.C. Dahl

3.  Laurie Bonnot
4.  Laura Isenberg

5.  Shelly Hemme
6.  Elizabeth Lanwherl
	$75.00

	23
	Other Promotional/Collateral/Material Development and Fulfillment Personnel
	1.  Tisha Spencer, Promotional, Collateral, Material Development
	$75.00


Public Relations, Image Building Activities, Editorials, Internet Marketing and Publicity Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	25
	Public Relations Manager
	1.  Unassigned
	$100.00

	26
	Public Relations Coordinator
	1.  Unassigned
	$100.00

	27
	Digital Marketing
	1.  Gabe George
2.  Stacy Goodchild

3.  Adam Mallette

4.  Alyssa Bankus
	$100.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	20
	Public Relations Manager
	1.  Cate Worley

2.  Kristi Carson

3.  Johnny Little (eLittle Communication, subcontractor)
	$145.00

	21
	Public Relations Coordinator
	1.  Lyndsey Bleckman
	$75.00

	22
	Other Public Relations Personnel
	1.  Linda Sutton (Public Relations Coordinator)
2.  Sarah Harris (Public Relations Coordinator)
	$125.00


	CS180542009-Learfield Communications LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	24
	Public Relations Manager
	1.  Amy Winder
2.  LT Tomlin
3.  Parker Schulte
4.  K.C. Dahl

5.  Laurie Bonnot

6.  Kelley Robson
	$85.00

	25
	Public Relations Coordinator
	1.  Amy Winder

2.  Kelley Robson
	$85.00


research and market analysis Services

	CS180542001-Bucket Media, Inc.


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	28
	Research Analyst
	1.  Stacy Goodchild

2.  Adam Mallette

3.  Erin Parnell

4.  Kori Sands
	$100.00

	29
	Market Analyst 
	1.  Stacy Goodchild

2.  Adam Mallette
	$100.00

	30
	Research Strategy
	1.  Keri Tipton
2.  Meagan Schaffner

3.  Debbie Parnell

4.  Chris Konrad
	$100.00


	CS180542002-Elasticity LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	38
	Research Management
	1.  Meg Ryan
2.  Laura Vandiver (TVG)
3.  Patty Olsen (TVG)
	$175.00

	39
	Market Analyst 
	1.  Meg Ryan
2.  Laura Vandiver (TVG)

3.  Patty Olsen (TVG)
	$160.00

	40
	Research Coordination
	1.  Meg Ryan
2.  Courtney Floresca
3.  Callie Andrews
	$70.00


	CS180542008-Hubbard Radio St. Louis LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	23
	Research Analyst
	1.  Sarah Harris

2.  Kelli Smith (Vantage Consultants, subcontractor)

3.  Lyndsey Bleckman
	$145.00

	24
	Market Analyst 
	1.  Lyndsey Bleckman

2.  Kelli Smith (Vantage Consultants, subcontractor)

3.  Kate Worley
	$125.00

	25
	Other Personnel
	1.  

2.  

3.    
	$115.00


	CS180542009-Learfield Communications LLC


	Item #
	Personnel Classification
	Name(s) of all Personnel Proposed who are assigned to

Identified Classification
	Firm, Fixed Price Per Hour

	26
	Research Analyst
	1.  Jennifer Shinkle

2.  Laurie Bonnot

3.  K.C. Dahl
	$75.00

	27
	Market Analyst 
	1.  Jennifer Shinkle

2.  Laurie Bonnot

3.  K.C. Dahl
	$75.00

	28
	Other Personnel
	1.  Ted Haller, Research Analyst
2.  Sonny Jullian
3.   Brett Gordeau
	$75.00


2. CONTRACTUAL REQUIREMENTS

2.1 General Requirements:

2.1.1 The contractor shall provide one or more of the following categories of service, as specified on the Notice of Award issued by the Division of Purchasing, which are customarily performed by a modern, professional marketing/advertising/public relations organization in order to assist any state agency of the State of Missouri in fulfilling goals specified by the state agency.

 a. Media Planning and Placement/Purchase 

 b. Creative Services

 c. Media Production, including television, radio and print

 d. Non-Traditional Media and High-Tech Marketing

 e. Promotional/Collateral Material Development and Fulfillment

 f. Public Relations, Image Building Activities, Editorials, Internet Marketing and Publicity

 g. Research and Market Analysis

2.1.2 For purposes of the contract, a state agency shall be defined as a division, section, bureau, office, program, board, regional/district office, etc., that exists within a department of Missouri State Government.  For the purposes of this document, this shall also include the University of Missouri system and the Judicial and Legislative branches of the State of Missouri.

2.1.3 The State of Missouri does not guarantee any amount of usage of the contract.  The contractor shall understand that the contract shall be available for use by any state agency having miscellaneous advertising/marketing/public relations needs.  However, the contractor shall agree and understand that any state agency of the State of Missouri may participate in the contract, but that the contract does not require mandatory participation by any state agency.  The contractor shall agree and understand that the contract shall not be construed as an exclusive arrangement and if it is in the best interest of the State of Missouri, a state agency may, at its own discretion, obtain alternate services elsewhere.  Any state agency utilizing the contractor’s services may:
 a. Require the contractor to develop and perform a complete project/campaign or any part thereof with any size budget ranging from a few thousand dollars to several hundred thousand dollars or more (hereinafter referred to as activity plan), or

 b. Require the contractor to provide services on an as needed, if needed, hourly rate basis, hereinafter referred to as hourly as needed services.  

2.1.4 Cooperative Procurement Program - The contractor shall participate in the State of Missouri’s Cooperative Procurement Program.  The contractor shall provide advertising services described herein under the terms and conditions, requirements, and specifications of the contract, including prices, to other government entities in accordance with the Technical Services Act (section 67.360, RSMo, which is available on the internet at:  http://www.moga.mo.gov/mostatutes/stathtml/06700003601.html?&me=67.360.)  The contractor shall further understand and agree that participation by other governmental entities is discretionary on the part of that governmental entity and the State of Missouri bears no financial responsibility for any payments due the contractor by such governmental entities.

2.1.5 Unless otherwise specified herein, the contractor shall furnish all material, labor, facilities, equipment, and supplies necessary to perform the services in accordance with the provisions and requirements stated herein and to the sole satisfaction of the state agency.

2.2 Activity Plan Requirements:

2.2.1 Multiple Contracts – In the event that multiple contracts were awarded for a category the service required, the contractor shall agree and understand that the state agency shall utilize the contractor whose service best meets their needs, considering cost and markets.  In addition, the state agency shall have the right to request an activity plan from each contractor awarded a specific category of service to determine the contractor who will best meet the needs of the state agency in terms of cost and advertising services, in accordance with the requirements specified herein.  The contractor shall agree and understand that a state agency’s needs may be limited to the contractors that overlap categories of service (e.g. creative, media placement, and research).

2.2.2 Request for Activity Plan - When requesting an activity plan, the state agency shall provide the contractor with written information regarding the project and shall also advise the contractor of instructions for any comment/discussion period, if any.  The state agency’s request will explain in detail the scope of the project and basic information regarding the tasks the state agency anticipates will be included, including any of the following, as applicable:

 a. Applicable business and technical specifications,

 b. A description of the type and focus of the potential services,

 c. Specific instructions, standards, and requirements applicable to the project, including but not limited to the pricing methodology(ies) that must be used, budget limitations, if any, etc.

 d. Any applicable implementation/completion dates, and

 e. A due date for submission of the activity plan to the state agency. 

2.2.3 Unavailability to Perform - If the contractor is unavailable to provide the services requested or would otherwise be unable to fulfill the requirements of the project requested, the contractor must notify the state agency of such unavailability no later than fifteen (15) calendar days after the initial contact by the state agency or by the activity plan due date, whichever is earlier.  Such notification must be in writing and must include the specific reasons why the contractor is not able to perform the project requested.  
2.2.4 Activity Plan Submission – By no later than the due date specified in writing by the state agency, the contractor shall develop and submit the written activity plan for the project to the state agency.  The contractor must include the following detailed information in the written activity plan, along with any other information required by the state agency, unless the scope of the project renders certain information not applicable.  The activity plan shall (1) be comprehensive for the time period specified by the state agency and (2) include those specific services and requirements specified by the state agency.
 a. The activity plan must include at least the following information:

 1) The contractor’s proposed appropriate mix of activities.

 2) The contractor’s approach for performance and completion of activities including timeframes, deliverables, and the level of effort needed by the contractor, the state agency, and any other designated parties for all planned activities.

 3) The identification of the contractor’s team of personnel who will be assigned to the project.

 4) A detailed line item guaranteed not-to-exceed total price specifically itemizing each activity and the costs and expenses associated with each activity using the hourly prices and percentages specified on the Pricing Page.

 5) A description of how the services and the mix of activities will meet the goals of the state agency.

 6) A description of how results will be measured, what evaluation measures will be used, and the plan for analyzing the outcome data for the campaign to determine its effectiveness in meeting the state agency’s goals.  The contractor shall understand and agree that the state agency shall be an active partner in ensuring appropriate measures are identified in the activity plan and how such measures will be collected and reported.

 b. If media planning and placement services are required by the state agency as part of the project, the contractor shall include a detailed media plan as part of the activity plan that is designed to further the goals of the state agency.  As instructed by the state agency, the contractor shall consider the integration of non-traditional media, social/new-age media, and high-tech marketing activities in the media plan.
 1) For purposes of this document, media shall be deemed to include advertising media, broadcast media, digital media, electronic media, hypermedia, multimedia, new media, news media, print media, published media, social media, etc, which may include, but not necessarily be limited to, the following:

· Television, film, video, radio, movies, CDs, DVDs, etc.

· Newspaper, magazines, brochures, direct mail, newsletters, books, pamphlets, photography etc

· Email, text messages, websites, blogging, etc.

· Billboards, transit signs, placards placed inside and outside buildings or vehicles, flying billboards, blimps, etc.

 2) The contractor shall include recommendations for appropriate media vehicles, market/Designated Marketing Area (DMA) support, product support, flighting, programming, and point levels within the activity plan and guaranteed not-to-exceed total price. 
 3) If required by the state agency, the contractor shall also provide a proposed annual media flow chart that includes a calendar of support by campaign, by medium, by market, by week in a given fiscal year with flighting, rating points, and costs by project/campaign, and total.

 4) The media plan and proposed media buys should reflect trends and research consistent with state agency goals and objectives.

 5) As appropriate for the type of media included in the media plan, the contractor must include all necessary scheduling, markets, stations, programming and/or daypart, time period, target rating points estimated for the project, number of spots, cost per spot, cost per rating point, and total buy costs.  

2.2.5 Oral Presentation of Activity Plan - If required by the state agency, the contractor shall orally present the contractor’s activity plan to the state agency.  If required, such presentation shall be scheduled by the state agency with at least fifteen (15) calendar days’ notice to the contractor, unless otherwise mutually approved by both parties.

2.2.6 Changes to Activity Plan - The contractor shall agree and understand that the state agency will have the right to reject the contractor’s activity plan, or any portion thereof, for any reason and shall have the right to require modifications, changes, and additional elaboration to the activity plan as deemed necessary in order to ensure a comprehensive project and to ensure that the contractor’s proposed services are acceptable and will accomplish the desired objectives.  

2.2.7 Evaluation of Activity Plan - The contractor shall agree and understand that an activity plan for the same project shall also be completed by other contractors awarded a contract.  Therefore, the state agency shall evaluate each completed activity plan and shall determine which activity plan, if any, will be the most advantageous to the State of Missouri.  Such determination shall be based on the quality of the project described in the contractor’s activity plan, timeframe for implementation of the project,  the guaranteed not-to-exceed total price that will be charged by the contractor for performing such project, and the contractor that best meets the needs, considering cost and markets.

2.2.8 Acceptance/Rejection of Activity Plan – After completion of the evaluation, the state agency shall either provide the contractor with a written rejection or with written acceptance of the contractor’s activity plan.  Acceptance of an activity plan by the state agency shall constitute authorization to proceed with the implementation of the activity plan.

2.2.9 Implementation of Activity Plan – After acceptance of the activity plan, the state agency shall contact the contractor to begin the project.  The contractor shall schedule and meet with state agency personnel and other designees specified by the state agency to discuss the project methodology in the activity plan, and the state agency’s goals and objectives, and to obtain any specific information, data, and instructions necessary to prepare and finalize the project required by the state agency.  The meeting shall take place at the state agency office which may be anywhere within the State of Missouri but most commonly Jefferson City, MO.  The contractor shall not invoice nor be paid for attendance at such meeting.

 a. Because the needs of the state agency may change and if requested by the state agency, the contractor shall be required to develop and submit a new or revised activity plan at other times throughout the contract period.  The contractor shall prepare and submit all such future activity plans within a time frame stipulated by the state agency.

2.2.10 After such meeting as stated above, the contractor shall execute, operate, and satisfy all requirements of the activity plan.  The contractor shall perform those requirements assigned to the contractor and shall oversee and manage all other requirements of the activity plan, to ensure all requirements of the activity plan as approved by the state agency, are performed and accomplished.  The contractor shall not change the personnel team members assigned to the project, except in extreme cases and must notify the state agency in writing of the situation and reason any time a substitution of a team member is necessary.  The contractor shall understand and agree that team member changes can be costly in terms of time lost and productivity and may reflect negatively on the contractor’s performance.

2.3 Hourly As Needed Service Requirements:  If the contractor’s services are required on an hourly as needed service basis, the state agency shall contact the contractor and advise the contractor of the extent of the service needs.  The contractor shall provide one or more persons as needed to assist the state agency in the specific temporary advertising, marketing, public relation, etc. hourly services needed per the hourly pricing herein or on the Pricing Page herein.
2.3.1 Multiple Contracts – In the event that multiple contracts were awarded for the category of service required, the contractor shall agree and understand that the state agency shall utilize the contractor whose service best meets their needs, considering cost, qualifications, background, markets, etc. when hourly services are requested.
2.4 Categories of Services:  In the event the contractor was awarded one or more of the following categories of service, the contractor shall perform in accordance with the specified requirements.  The requirements listed under such categories of service may not be all inclusive of the services that may be required in the performance of the contract/execution of the activity plan, nor are the services under a particular category of service exclusive to that category.  
2.4.1 Media Planning and Placement/Purchases – If media planning and placement/purchase are required by the state agency, the contractor shall perform in accordance with any media plan approved by the state agency and as follows:

 a. After authorization by the state agency, the contractor shall order space, time, or other approved media and endeavor to secure the most advantageous rates available.

 1) The contractor shall negotiate for the lowest possible rate on any media purchase on behalf of the state agency and must include negotiated maximum added value/promotional opportunities and bonus spots (if available) with appropriate written information for state agency approval.  The contractor shall meet with media representatives on behalf of the state agency and shall have, if and when requested by the state agency, a written evaluation of each proposal submitted by media representatives.

 2) In making such media buys, the contractor shall agree and understand that the contractor shall not be acting as an agent of the State, and shall not represent itself to be acting as an agent of the State.  The contractor shall inform each media representative supplying space, time, or other advertising means that the contractor is not acting as an agent for the State and that the contractor shall be solely liable for payment to the media representative.  The contractor shall invoice the State for all media placements in accordance with the invoicing requirements of this document.

· The contractor shall only be permitted to invoice the state agency for media placements after the advertising has occurred.  See the Invoicing and Payment Requirements section of this document.
· For CARES Act funding allocated to the Department of Economic Development’s COVID-19 Show Me Strong Recovery Marketing Campaign, the contractor shall be allowed to place media placements before advertising has occurred.  

 3) The contractor shall provide appropriate traffic instructions to each media entity.

 b. The contractor shall properly incorporate approved messages in mechanical or other necessary form and forward it with instructions for the fulfillment of the advertising order, check and verify instructions, displays, broadcasts, or other media to be utilized, to such a degree as normally performed by advertising/marketing agencies and as regarded as good practice.  Even though the state agency approval has been received, the contractor shall be responsible for ensuring that there are no typographical errors or omissions in the final advertisements.

 c. The contractor shall audit and verify the accuracy of all invoices from media outlets to ensure all advertisements were run and correctly billed.  For advertisements not run as requested, the contractor shall either schedule a make good or give credit.  The contractor must maintain and keep all records regarding make goods and credits.

 d. Documentation and Reporting - The contractor shall prepare and maintain the following media documentation and shall submit reports to the state agency as further required in the Administrative and Reporting Requirements section of this document.

 1) The contractor must provide the state agency with copies of all insertion orders, change orders, and purchase orders with media/broadcast suppliers.

 2) Additionally, the contractor shall regularly evaluate media buys, markets, stations, programming and/or daypart, time period rating points, costs, etc. and provide any evaluation with recommendations to the state agency as deemed appropriate.

 e. The state agency shall provide the contractor with a quality master or duplicate of the advertisement that is ready for placement.  

 f. The contractor shall ensure that all broadcast advertisements contain:  (1) the closed captioning of the verbal contents of the advertisement if required by Section 711 of the Communications Act and (2) the sponsorship identification tag required by Section 73.1212 of the FCC’s Rules and such tag shall be in a format that is understandable/readable to the average listener/viewer.  At a minimum, the radio tag shall be aural and the television tag shall be visual.

2.4.2 Creative Services – If creative services are required by the state agency, the contractor shall provide creative services necessary for: (1) the creation branding, tags and logos, (2) the creation of advertisements produced, (3) the creation of or design for production of premium items and permanent, semi-permanent, and non-permanent point-of sale or other collateral materials, and (4) any other creative services customarily performed by an advertising agency.  The contractor shall perform as follows:

 a. Prior to developing and submitting any creative concepts to the state agency, the contractor must have a creative (brainstorming) in-person meeting with the state agency to discuss concepts.  In addition, if required by the state agency, the contractor shall develop a creative strategy document for state agency approval based on information provided regarding the specific project.  The creative strategy document shall be designed to answer specific questions regarding the goals, targets, ideas to be communicated, current thinking, etc.  

 b. In the course of creating, developing, and designing material, advertisements, etc., if such items utilize a theme, the contractor must utilize any current theme of the state agency.  However, if desired by the state agency, the contractor shall develop a new brand, slogan, tagline, or logo.  Such development shall be at the sole direction of the state agency and shall be based on the results of independent market research.

 c. The contractor shall provide a minimum of three alternative creative scripts/storyboards, scripts, ads, layouts, etc. to the state agency for review.  Once presented, the contractor shall make state agency requested changes as quickly as possible.

 d. The contractor shall use images and messages that are at all times commensurate with the dignity of the State of Missouri.

 e. Prior to final development, the contractor must submit all creative concepts to the state agency for review and comments in the form of rough layouts with written copy.  After rough layout, design, and copy is approved by the state agency, the contractor shall prepare and submit comprehensive layouts to the state agency for final review and comments.  The contractor shall not complete a project nor have it produced until the contractor receives final approval of copy and concepts from the state agency.

 f. Once print (including point-of-sale materials) layouts are approved, the contractor’s creative personnel shall take the advertising to a final form for approval including all design, copy, and layout, all within designated deadlines.  Upon approval of the state agency, sub-contractors can be solicited for actual illustration or photography.  

 g. Once final-form advertising is approved, the contractor shall arrange for and/or provide all services necessary to supply the advertising in whatever format is needed for the production process to occur and for the advertising to air or be printed as approved.  

 h. If legal services are necessary to confirm appropriate use of a concept, name, or term that the contractor strongly feels should be used, the contractor shall be responsible for obtaining and paying for the legal services.  However, with prior written approval of the state agency, legal fees connected with trademarking and copyrighting logos, names, or other terms will be reimbursed by the state agency.

 i. Work Products/Materials – If required by the state agency, the contractor shall provide the state agency with electronic files of all finished products or material created, produced, or designed for use under the terms of the contract, including text, graphics, products, or other material or products.

 1) A copy of the text, graphics, products, or material shall be presented in paper format and in medium accessible and/or viewable on personal computers.

 2) The electronic version shall be in PDF format or other format as designated and approved by the state agency.

2.4.3 Media Production – If media production services are required by the state agency, the contractor shall either provide or sub-contract to provide the services required for production of final form approved advertisements within required deadlines as follows:

 a. If television production is approved by the state agency, the contractor shall agree and understand that the state agency may desire to have the television production handled through the production facility operated by the Department of Elementary and Secondary Education (DESE).  Information about DESE Media Production Services can be found on the internet at:  http://dese.mo.gov/comm/mps/.  If the state agency handles the production through the DESE Media Production Services facility, the contractor shall remain involved in the production including creative advice, etc., to the extent deemed necessary by the contractor, the state agency, and DESE Media Production Services personnel.  If not handled through DESE Media Production Services, the contractor shall submit at least three (3) written estimates for television media production to the state agency for approval.

 1) The estimates must include all of the following as applicable for the production.  All estimates must identify all subcontractors or other parties involved in the production work and their full address.

· media production fees,
· director recommendation,
· pre- and post-production costs,
· talent fees,
· costs for audio, music, digital, and film transfer, and
· contractor fees associated with the production.
 2) In the event that the contractor proposes to utilize a television production company or individual located outside the State of Missouri, the contractor must provide the state agency with justification that the services or facilities within Missouri were not adequate to complete the required work or are not competitively priced.  The contractor shall understand that generally, all production should be handled by Missouri firms and individuals, unless there is a substantial reason to go out of state.

 3) Once production is approved by the state agency, if actual charges will exceed ten percent (10%) more than the written estimate, the contractor must provide and receive approval from the state agency for revised estimates and a written justification for the increase.

 b. If radio production is approved by the state agency, the contractor shall, if required by the state agency, obtain and submit at least three (3) written estimates, in either an annual aggregate amount or for each production, for production costs to the state agency for approval.  The estimates shall include studio time, sound effect costs, needledrop music, miscellaneous materials, phone patch costs, CD copies, contractor fees, etc.

 c. If print production is required by the state agency, the contractor shall agree and understand that to the extent possible, the state agency will handle printing through the State Printing Center.  Information about State Printing Services can be found on the internet at: https://oa.mo.gov/general-services/state-printing-center 
 1) If the state agency handles the printing through the State Printing Center, the contractor shall provide the electronic files of the materials along with all graphics and fonts to the state agency in camera-ready format and ready to send electronically to, and compatible with, the State Printing Center; and must include color separations, linked graphics, fonts, and software specifications.  The contractor shall also provide the state agency with printing cost estimates and printing specifications for each printed material.  The state agency will work with the State Printing Center for printing the materials.

 2) However, if required by the state agency, the contractor shall be responsible for the printing production.  In such case, the contractor may be required to submit at least three (3) written estimates for production costs to the state agency for approval. 

 d. As required by the state agency, the contractor shall oversee talent payments/invoices and paperwork necessary for all actors/talent used in state agency productions.  The contractor shall notify the state agency for approval and make recommendations for all continued use/holding fees.

2.4.4 Non-Traditional Media and High-Tech Marketing – If advertising using non-traditional media or high-tech marketing is required by the state agency, the contractor shall integrate non-traditional media and high-tech marketing activities (including but not limited to interactive media, social media, mobile apps, and search engine optimization/marketing).  If requested by the state agency, the contractor shall perform internet site development, management, or analytics of a website.  If required by the state agency, the contractor shall provide artistic direction and site aesthetic design of a state agency’s website.  

 a. The contractor(s) must comply with state and enterprise policies, standards including technology standards, state accessibility standards, and data security standards, and procedures.  Detailed standards can be found on the Approved Standards for Security Domain state websites at: https://oa.mo.gov/information-technology-itsd/it-governance/enterprise-architecture; and https://oa.mo.gov/itsd/it-governance/enterprise-architecture/security-domain.  Additional specific specifications may be included in the activity plan.

 1) The contractor shall understand and agree that the State of Missouri is continuing to develop a technical architecture that defines compliance and product components for State projects.  As architectural components are developed and published, the contractor shall ensure their consulting work complies with the state’s then-current architecture standards.  The state’s architecture information can be found at http://oa.mo.gov/itsd/cio/enterprisearch.htm
 2) All variances from the Missouri Enterprise Architecture Standards must be approved by the State of Missouri’s Chief Information Officer.

 3) If applicable, all programmers provided by the contractor must adhere to and use programming standards and documentation conventions of the State of Missouri.

 b. The contractor shall agree and understand that the contractor may be required to work with the state agency’s IT department through a specific non-traditional media or high-tech marketing.  The state agency’s IT department will play a vital role in the development of any of the website and mobile app development.  Some of the services that may be vital in the development may include: 
 1) Architecture: Assist in the development of technical architecture including the facilitation of discipline and domain discovery workshops, technical research, documentation and writing, technical environment analysis, infrastructure analysis, infrastructure planning, and impact analysis.  

 2) Security, Privacy and Accessibility: Security Expertise related to Information Technology Access Controls; Telecommunications and Networks, Management Practices; Information Technology Policy; Classification and Control; Incident Handling; Awareness and Training; Business Continuity; Compliance; Risk Reviews; Architectures and Models; Laws, Investigations and Ethics; Application and Systems Development; Cryptography; Computer Operations Security; and Physical Controls.  Privacy and accessibility expertise related to the Americans with Disabilities Act and Federal Section 508 compatibility reviews and solution determination; privacy issues surrounding Health Insurance Portability and Accountability Act (HIPAA).  

 3) Mobile Application Development: Application development to support mobile solution implementation.  Work may include business analysis, systems analysis, application design, device testing, user feedback and pilot reviews, application coding/programming, application testing, logical and physical network design, diagnostic activity, load balancing and management reviews, application documentation and technical writing.  All mobile applications developed must include both Apple iOS and Android versions.  All web based applications must incorporate responsive design.  

 4) Accessible to Individuals with Disabilities:  Section 191.863 of the Revised Statutes of Missouri (RSMo) requires state agencies to make information technologies accessible to individuals with disabilities.  The State of Missouri’s Information Technology (IT) Accessibility Standards (https://oa.mo.gov/itsd/it-governance/enterprise-architecture/it-accessibility-standards) provide direction for complying with section 191.863, RSMo.  All products provided by the contractor(s), including enhancements, changes and upgrades to the products, shall comply with the applicable accessibility requirements of the Missouri IT Accessibility Standards, unless the contractor(s)’s awarded proposal contains specific disclosure of product non-conformance in a Voluntary Product Accessibility Template (VPAT); or other comparable document.

· The contractor(s) shall promptly respond to any complaint brought to its attention regarding accessibility of the products provided hereunder that were specified in the contractor’s awarded proposal as compliant products.  The contractor shall resolve such complaints by bringing the product into compliance with the applicable Missouri IT Accessibility Standards at no additional cost to the state.  The contractor shall indemnify and hold harmless the State of Missouri and any Missouri government entity purchasing the contractor(s)’s products from any claim arising out of the contractor’s failure to comply with the aforementioned requirements.

· The contractor must abide by the Missouri Digital Media Developers (DMD) Web Guidelines, which include the mandatory accessibility information for Section 508 and Chapter 191 compliance for any web based systems.  Refer to the following web site:

https://oa.mo.gov/itsd/it-governance/enterprise-architecture/it-accessibility-standards 

 c. The State of Missouri’s information technology environment is composed of a wide variety of hardware, operating systems, development tools and applications.  The Executive Order 06-34 resulted in the consolidation of budget and management of state information technology resources under the Office of Administration Information Technology Services Division (OA-ITSD) for all Executive Branch Departments with the exception of the Missouri State Highway Patrol (MSHP), Department of Conservation (MDC), and the Department of Transportation (MoDOT).   Therefore, the current and future IT Consulting contracts require and will continue to require prior approval of OA-ITSD on the projects issued under the contract except for MSHP, MDC, and MoDOT.  Additionally, the Judicial Branch and Legislative Branch do not require OA-ITSD prior approval on projects since they are not a part of the consolidated agencies.

2.4.5 Promotional/Collateral Material Distribution and Fulfillment – If required by the state agency, the contractor shall perform any of, but not necessary be limited to, the following services:

 a. Distribution of Materials – If required by the state agency, the contractor shall distribute collateral material such as brochures, posters, informational mailings, and other similar marketing materials such as specialty advertising items, video multimedia presentations, etc., as approved by the state agency.

 b. Fulfillment Activities – If required by the state agency, the contractor shall perform fulfillment activities in order to further the goals of the state agency or otherwise encourage economic development in the State of Missouri.

 c. Merchandising Program – If required by the state agency, the contractor shall administer a merchandising sales program.  Such program may include wholesale and retail sale of advertising specialties of the state agency.  

2.4.6 Public Relations, Image Building Activities, Editorials, Internet Marketing, and Publicity – If required by the state agency, the contractor shall perform public relations activities designed to assist in reaching the state agency goals.  As approved by the state agency, the contractor’s activity shall include but not be limited to:

 a. Write editorials for publication and perform other publicity and image building activities on behalf of the state agency.  The contractor must coordinate any news release in advance with the state agency and must obtain the state agency’s approval for all news releases, printed materials, and publications issued by the contractor on behalf of the state agency.

 b. The contractor shall apply leverage to its media contacts to cover and use stories about the state agency or the state agency’s project.

 c. Assist with promotions using the internet or other existing or new electronic marketing methods.

2.4.7 Research and Market Analysis – If required by the state agency, the contractor shall perform any of, but not necessarily be limited to, the following research and market analysis:

 a. The contractor shall employ research techniques to measure: (1) the impact and effectiveness of messages, creative designs, and media placement, (2) the opinions of target audience members, and (3) decision trends in the state agency project subject matter, including any or all of the following:

 1) Assisting the state agency in gathering public input.  Such public input shall include, but not necessarily be limited to public forums, phone or mail surveys, in person interviewing (formal or informal), and statistical research, as necessary.

 2) Assisting the state agency in publicizing market research and any conclusions drawn from market research.

 3) Compiling information from standard published surveys conducted by other organizations.

 4) Conducting market research and analysis, customer surveys, product surveys, etc.

 5) Providing a Library and Reference Service which may include obtaining reference material, video, CD-ROM, and photographs needed for work assigned by the state agency.

 6) The contractor shall develop a metrics for setting quantifiable goals for use in measuring the contractor’s success.

2.5 Administrative and Reporting Requirements:  The contractor shall not invoice nor be paid for personnel time spent performing the administrative duties required in the following paragraphs nor for preparing and submitting the required reports.
2.5.1 Customer Satisfaction Survey – Following completion of each project or hourly services, the contractor must provide the state agency contact person with a customer satisfaction survey questionnaire to complete and return regarding the contractor’s performance related to such completed project/services.

2.5.2 State Agency Reports – If required by the state agency, the contractor shall provide any or all of the following reports, depending on the activity plan or hourly as needed services, required by the state agency.  For each report specified below, the contractor must obtain the prior written approval of the state agency on the format and design of the report prior to its first submission. As required by the state agency, the contractor shall comply with the following:
 a. Progress Report – If required by the state agency for an activity plan or for individual activities included in the activity plan, the contractor shall provide the state agency with a progress report for review and approval on a monthly basis unless a different reporting schedule is required by the state agency.  The progress report should outline the following information:

 1) The specific accomplishments achieved during the reporting period,

 2) The specific tasks completed pursuant to the provision of the activity plan and the completion dates of such tasks,

 3) The specific tasks for the next reporting period, and an itemized list of anticipated expenditures and costs for such tasks,

 4) The specific tasks completion date(s) remaining to be completed pursuant to the provisions of the activity plan,

 5) A specific editorial and public relations evaluation which must include publication profiles, tear sheets, and clippings, as appropriate.

 6) Any other pertinent information and accomplishments from the reporting period.

 b. Budget Information:

 1) Budget Assessment Report - On a monthly basis unless a different reporting schedule is required by the state agency, the contractor shall submit a written spreadsheet report to the state agency that details the status of the approved activity plan budget.  The report shall include documentation of the activity approval by the state agency, each approved budget item by activity, billed verses committed amounts, and the remaining balance.

 2) Project Estimate Changes - Any time the actual costs and expenses change, or if an estimate for a specific activity changes, by more than ten percent (10%) from the estimated amount previously approved by the state agency, the contractor must provide revised estimates to the state agency for approval and must include written justification for any increase.  The contractor must not proceed with execution of the activity until notification by the state agency of approval to proceed based on the new estimates.

 c. Usage Report - The contractor shall submit a usage report to any state agency requesting such report in a frequency requested by such state agency.  The contractor shall submit the usage report to the state agency for only those services provided for the specific state agency.  The contractor must submit the report electronically, in an analysis-ready format specified by the state agency, such as Microsoft Excel or Access. 
 d. Annual Report – If required by the state agency, the contractor shall submit a report containing documentation measuring the results of the activity plan performed.

 e. Ad Hoc Reports - The contractor shall develop and provide ad hoc reports as required and requested by any state agency at no additional cost to the state agency.  The contractor must submit the ad hoc reports electronically in an analysis-ready format specified and approved by the state agency.

2.5.3 Traffic - The contractor shall provide all traffic services necessary for the timely completion of state agency activity plan.

2.5.4 The contractor must maintain financial and accounting records and evidence pertaining to the contract in accordance with generally accepted accounting principles and other procedures specified by the state agency.
 a. The contractor shall make all such records, books, and other documents relevant to the contract available to the state agency and its designees and the Missouri State Auditor in a format acceptable to the state agency at all reasonable times during the term of the contract.
 b. The contractor shall retain all such records according to the state agency’s retention period or the completion of an independent audit, whichever is later.  If any litigation, claim, negotiation, audit, investigation, or other actions involving the records has been started before the expiration of the retention period, the contractor shall retain such records until completion of such action and resolution of all issues that arise from it.
 c. The contractor shall permit the state agency, governmental auditors, and authorized representatives of the State of Missouri to audit or examine, copy, or investigate any of the contractor’s records, procedures, books, documents, papers, and records recording receipts and disbursements of any of the funds paid to the contractor.  Failure to retain adequate documentation for any service billed may result in recovery of payments for services not adequately documented.  Any audit exception noted by governmental auditors shall not be paid by the state agency and shall be the sole responsibility of the contractor.  However, the contractor may contest any such exception by any legal procedure the contractor deems appropriate.  The state agency will pay the contractor all amounts which the contractor may ultimately be held entitled to receive as a result of any such legal action.
2.5.5 Contract Monitoring - The state agency reserves the right to monitor the contract throughout the effective period of the contract to ensure financial and contractual compliance.  If the state agency determines the contractor to be at high-risk for non-compliance, the state agency shall have the right to impose special conditions or restrictions.  Written notification will be provided to the contractor of the determination of high-risk and of any special conditions or restrictions to be imposed.  The special conditions or restrictions may include, but not limited to, those conditions specified below:

 a. Withholding authority to proceed to the next phase of the project until the state agency receives evidence of acceptable performance within a given contract period;

 b. Requiring additional, more detailed financial reports or other documentation;

 c. Additional contract monitoring;

 d. Requiring the contractor to obtain technical or management assistance; and/or

 e. Establishing additional prior approvals from the state agency.
2.5.6 Coordination of Services - The contractor shall cooperate and coordinate services with the state agency and designees of the state agency in order for a coordinated message to be presented.  The contractor shall understand that the state agency may have additional contracts with other entities for similar or related services.  The contractor shall work with any such other entity to the extent required by the state agency.  The contractor shall base all services and activity ideas with the coordinated input of appropriate state agency staff and designees including research information obtained by the state agency or its various programs/contracts.  

2.6 Invoicing and Payment Requirements:

2.6.1 The State of Missouri shall submit contract payments to the contractor at the remittance address listed in the contractor’s MissouriBUYS vendor registration.  However, the contractor shall understand and agree the state reserves the right to make contract payments to the contractor through electronic funds transfer (EFT).  Therefore, prior to any payments becoming due under the contract, the contractor must verify and update, if applicable, their vendor registration with their current remittance address and ACH-EFT payment information at https://MissouriBUYS.mo.gov.

 a. The contractor must submit invoices on the contractor’s original descriptive business invoice form unless the contractor is submitting an integrated electronic invoice (eInvoice) in MissouriBUYS.  Each invoice submitted must contain a unique invoice number and the remittance address included in the contractor’s MissouriBUYS vendor.  The invoice number will be listed on the State of Missouri’s EFT addendum record to enable the contractor to properly apply the state agency’s payment to the invoice submitted.  The contractor may obtain detailed information for payments issued for the past 24 months from the State of Missouri’s central accounting system (SAM II) on the Vendor Services Portal at:

https://www.vendorservices.mo.gov/vendorservices/Portal/Default.aspx
2.6.2 The contractor shall agree and understand that the State of Missouri does not make advanced payments to the contractor for any services performed or goods purchased or provided.
 a. Therefore, the contractor must ensure that all services have been provided prior to submitting an invoice to the state agency for payment/reimbursement from the state agency. 

 b. From the time of approval of the contractor’s invoice by the state agency, the state agency estimates that payment may take an average of approximately thirty (30) calendar days.  The contractor shall pay all suppliers, media, production facilities, vendors, subcontractors, etc., no later than two (2) calendar weeks after the date of the payment transaction from the State of Missouri.  

2.6.3 By no later than the 10th of each month, or by a date otherwise agreed between the state agency and the contractor, the contractor shall prepare and deliver to the using state agency an invoice with an accounting of the expenditures for the prior month, itemized by project, and an accumulative total for performance of all services for the project to-date.

 a. The invoice  must identify the project by name, the associated product, description of each expenditure, approved activity plan, dates and all charges associated with the expense, along with appropriate attached estimates.  The contractor must attach a detailed listing of personnel time and activities for each project, as well as the personnel classification and the person’s name for each person whose hours of service are included on the invoice.  Failure to submit sufficient documentation shall result in rejection of the invoice until acceptable documentation of all invoiced amounts is received.

 b. For all advertisement insertions included on the invoice when media planning and placement/purchases were provided, the contractor must submit tear sheets, publishers affidavit of publication or broadcast, and/or electronic equivalent (such as Novus) noted with the date of publication.

 c. The contractor shall be paid and reimbursed: (1) after the successful completion of all the contractor’s responsibilities related to the invoiced services, (2) after receipt and approval of an itemized invoice for services actually provided and all required reports , (3) only for services and expenses which were previously approved by the state agency as part of the activity plan , and (4) as set forth below. 

2.6.4 Media Planning and Placement/Purchases - The contractor must provide an invoice to the state agency itemizing all media expenditures for the month by project and which must include (1) documentation itemizing each media purchase where the advertisement ran, (2) the date the advertisement ran in each media, and (3) the price being charged to the state agency in compliance with the following:

 a. Media Costs - The invoice shall identify the actual price charged by the media for the advertisement space/time. If the media purchase included the standard agency discount of fifteen percent (15%) afforded to advertising agencies, the contractor must deduct the standard agency discount of the entire fifteen percent from the amount invoiced.  The state agency shall pay the contractor such reduced media costs.

 b. Contractor’s Fee - For each project, the state agency shall also pay the contractor the firm, fixed percentage fee of the actual media cost, as specified on the Pricing Page for Media Planning and Placement/Purchase.  The contractor’s fee shall be calculated from the final total of each invoice for actual media costs (as described above), including the reduction of the standard agency discount of fifteen percent (15%) from the rates charged by the media for advertising projects.  The contractor’s fee shall constitute the contractor’s compensate for handling the placement of the advertisement.

2.6.5 Creative Services, Media Production, Non-Traditional Media and High-Tech Marketing, Promotional/Collateral Material Development and Fulfillment, Public Relations, Image Building Activities, Editorials, Internet Marketing and Publicity, and Research and Market Analysis – The contractor shall submit an invoice itemizing all costs and expenses incurred.  The contractor shall submit receipts  The contractor shall be paid and reimbursed for the actual cost incurred by the contractor as follows:

 a. Subcontracted Costs/Expenses - The contractor shall be reimbursed the actual subcontracted costs/expenses including, but not necessarily be limited to talent costs, music/jingles/tunes/lyrics costs, video/audio/production costs, personnel, royalties, special fees, rights, property/scenery/materials, haulage, audio/visual studios, stages, tele-transcriptions, artwork, photography, photostats, etc.

 b. Contractor’s Personnel - The contractor shall that depending on the activity plan or hourly as needed services required by the state agency be paid for the contractor’s personnel time spent performing direct services, except for time spent performing media planning and placement/purchase services,  at the firm, fixed price per hour stated on the Pricing Page.

 1) However, if the contractor develops a media plan but the state agency elects not to proceed with the media buy, the contractor shall be paid for the contractor’s personnel time involved in the planning at the firm, fixed price per hour as stated on the Pricing Page.  

 2) In addition, the contractor may invoice for the time the contractor’s media personnel provide services not directly related to planning and placing media.

 3) Upon receipt of an itemized invoice and verification of services actually provided by the contractor’s personnel, the contractor shall be paid the applicable firm, fixed, per hour price shown on the Pricing Page for each personnel classification.

 c. Personnel time spent performing indirect, support, and supervisory duties shall not be invoiced nor paid, unless such personnel provide a direct service for the state agency.  The contractor shall not invoice nor be paid for the time spent performing the Administrative and Reporting Requirements or the Invoicing and Payment Requirements specified herein.
 1) The contractor shall not be paid for personnel time spent traveling unless specifically approved by the state agency as part of the advertising/marketing campaign.

· For example, the time the contractor’s personnel spends traveling from the contractor’s official domicile to Jefferson City or any other state agency meeting location shall not be billable.

· However, as another example, if the activity plan requires the contractor’s personnel travel on an outing, the state agency may approve payment of the hourly prices for the time the person is traveling. 

 d. Reimbursement for Specific Expenses - The contractor shall be reimbursed for the following expenses incurred by the contractor in the development and implementation of the approved activity plan or in the provision of hourly as needed services:

 1) Postage/Delivery Expenses:

· The state agency will reimburse the contractor for delivery charges, including, but not limited to: postage charges, overnight charges, copying, etc., for shipments from the contractor to state agency representatives, suppliers, publishers, or broadcasters.  In addition, all delivery charges for point-of-sale delivery from the printer to the state agency will be reimbursed by the state agency.  The state agency will reimburse the contractor for distribution of final-form advertisements to media outlets and if applicable point-of-sale.

· The state agency will reimburse the contractor for postage that was required for direct mail advertisement, brochures, letters, etc., to the general public or a specialized market group under the following conditions:

· If such correspondence is mailed in the name of or over the signatures of the state agency as part of the approved activity plan, and/or

· If such correspondence has the prior written approval of the state agency.

 2) Travel Reimbursement - Except for travel required for the contractor to service the state agency account, the contractor shall be reimbursed as specified below only for travel expenses incurred within the geographic boundaries of the State of Missouri when contractor personnel are required to travel away from the contractor’s official domicile in order to fulfill the requirements of the contract.  The contractor shall agree and understand that travel and travel related expenses for account service personnel shall not be reimbursed under most circumstances, including expenses incurred to attend meetings with state agency personnel and any travel expenses incurred outside the geographic boundaries of the State of Missouri.  The contractor must obtain the written approval of the state agency prior to incurring any travel expenses.  The contractor must provide the state agency with the amount of detail on the travel request as required by the state agency in order for the state agency to review the appropriateness of travel and estimated travel charges.
· Mileage – The contractor shall be reimbursed for travel mileage at the current per mile reimbursement rate ordered by the commissioner of administration pursuant to section 33.095, RSMo.  The current per mile reimbursement rate can be found at the following website:  http://oa.mo.gov/accounting/state-employees/travel-portal-information/mileage.

· Lodging – If overnight lodging is approved by the state agency, the contractor shall be reimbursed for actual lodging expenses incurred subject to the maximum amounts specified in the Contiguous US Per Diem Rates (CONUS) which can be accessed from http://oa.mo.gov/travel-portal by clicking on CONUS Rates (lodging only) on the left hand side of the page or by clicking on the link for “Per Diem Rates” at the following internet address:  http://www.gsa.gov.  If contractor’s lodging costs will exceed the limits specified in CONUS, the contractor must obtain the prior written approval of the state agency for an exception to CONUS.  The decision to approve or deny the exception request shall rest solely with the state agency and shall be based on the situation.

· Meals – The contractor shall be reimbursed for the actual cost of meals subject to the most current maximum meal per diem found under the Travel Resources tab at http://oa.mo.gov/travel-portal by clicking on the “State Meals Per Diem Rates and Information” link.

· Other Miscellaneous Travel Expenses – The contractor shall be reimbursed the actual amount of other travel expenses incurred, provided the state agency approved the possibility for and estimates of such expenses in advance and that the actual expenses incurred are reasonable for the location in which the travel occurred.

 3) Telephone Expenses:

· The contractor shall be reimbursed the actual net cost of long distance telephone calls that must be made to complete a special project assigned to the contractor by the state agency such as:

· A required high impact mailing that requires extensive product research gathering,

· A required special phone surveys, and/or

· Arranging business calls.

· Other than the specific instances listed above, the contractor will not be reimbursed and shall be responsible for all other telephone expenses including, but not necessarily limited to:

· Expenses occurring in the normal conduct of business between the contractor and the state agency

· The cost of a leased wire, if any, 

· Expenses occurring as a result of normal business calls between the contractor and suppliers/subcontractors, including calls for placement of media, to find suppliers, etc.,

· The cost for Internet access and usage, and
· Any other such telephone expenses.

 4) Copyright Expenses - In the event the contractor is required to obtain a copyright and/or register a logo, etc., in the name of the State of Missouri, the contractor shall be paid the actual net cost associated with obtaining such copyrights and registrations.

2.6.6 The contractor shall understand that each state agency utilizing the contractor’s services shall be solely responsible for payment for only those services requested by that state agency.

2.6.7 Other than the payments and reimbursements specified above, no other payments or reimbursements shall be made to the contractor for any reason whatsoever including, but not limited to taxes, insurance, interest, penalties, termination payments, attorney fees, liquidated damages, etc.
2.6.8 Notwithstanding any other payment provision of the contract, if the contractor fails to perform required work or services, fails to submit reports when due, or is indebted to the United States, the state agency may withhold payment or reject invoices under the contract.

2.6.9 Final invoices are due by no later than thirty (30) calendar days of the expiration of the contract.  The state agency shall have no obligation to pay any invoice submitted after the due date.

2.6.10 If a request by the contractor for payment or reimbursement is denied, the state agency shall provide the contractor with written notice of the reason(s) for denial.

2.6.11 If the contractor is overpaid by the state agency, upon official notification by the state agency, the contractor shall provide the state agency (1) with a check payable as instructed by the state agency in the amount of such overpayment at the address specified by the state agency or (2) deduct the overpayment from the monthly invoices as requested by the state agency.

2.7 Missouri Statewide Contract Quarterly Administrative Fee:  (See RFP for Requirements)

2.8 Missouri Statewide Contract Quarterly Administrative Fee Report:  (See RFP for Requirements)
2.9 Missouri Statewide Contract Quarterly Usage Report:  (See RFP for Requirements)
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