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Request for Proposal 

Issued by: 

The Ohio Department of Commerce 

Division of Administration 

Issue Date: 8/10/2018 

Closed Date: 9/3/2018 

 

Communications Software 

RFP Number: COM2019-ADM001 

 

The Ohio Department of Commerce, Division of Administration (“Department”), on behalf of its 

Communications section, requests Proposals from qualified vendors that can provide a software and/or 

web-based application product as described below.  

 

I. Background 

 

The Department is the chief regulatory agency of the State of Ohio.  It is made up of eight (8) Divisions 

that annually regulate nearly 600,000 business, industrial, and professional licenses, permits, registrations, 

and certifications. Through the Divisions, the Department regulates banks, credit unions, mortgage lenders, 

and consumer finance businesses; securities professionals and products; and real estate professionals and 

cable television.  The Divisions also issue liquor permits, oversee fire and building code enforcement, and 

manage the State’s unclaimed funds.  It is the Department’s mission to safeguard the citizens and visitors 

of Ohio, their property, and their resources while ensuring reliable marketplaces conducive to business 

growth and prosperity. 

 

II. Purpose & Nature of Response 

 

The purpose of this Request for Proposal (“RFP”) is to procure for use by the Department’s 

Communications team a software and/or web-application based product (“Product”) from a qualified 

vendor that has all of the features and/or specifications listed in Section III below.  If a vendor has a Product 

that has more than one (1) but less than all of the features/specifications listed in Section III, the Department 

still encourages it to respond to this RFP.  If a vendor finds itself in this situation, it should clearly identify 

in its response to this RFP which of the requested features/specifications its Product does not have and 

explain why, despite the missing features/specifications, the Department should choose its Product.   

 

III. Product Sought 

 

The Department seeks a Product that has the following features and/or meets the following specifications.  

The Product should have the ability to:       

 

• Access a database of media contact information that the vendor will regularly update.  The database 

must include contact information for all print and broadcast U.S. media outlets and include, at a 

minimum, reporter names, outlets, beats, telephone numbers, and e-mail addresses.  The database 

must be searchable by, at a minimum, media outlet, type of media, location of media outlet (state, 

county, city), reporter, subject, and keyword. 

• Create and save targeted lists of reporters based on reporter location, media outlet type, and/or beat.  

• Distribute news releases to the aforementioned targeted lists.  

• Track interactions with reporters and make notes about those interactions.  

• Upload documents to the aforementioned notes. 

• Generate reports based on topic of inquiry, reporter, and/or Department staff member who managed 

an inquiry. 
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• Permit all Department Communication teammates to access the work of other teammates. 

• Monitor media coverage on key topics and Department mentions, and share results via the platform 

and a daily email digest.  The Product should additionally enable the Department to electronically 

send out a compilation of media coverage to a list of email addresses that it determines at its 

discretion.  

• Manage and/or monitor the Department’s reputation and mentions in external spaces, such as social 

media, speeches, and forums that are not specifically print or broadcast. 

 

IV. Contractor Qualifications 

 

A vendor must clearly identify in its responses to this RFP (its “Proposal”) (a) its full business name and 

any other name by which it does business, (b) its primary business address, and (c) the address(es) of the 

office(s) that will service the Department if the vendor is awarded a contract under this RFP.  Additionally, 

a vendor must clearly prove in its response to this RFP that it has and will continue to have for the term of 

any contract awarded under this RFP the following minimum qualifications: 

 

• A primary business address in the United States.  If a vendor’s primary business address is in Ohio, 

that should be clearly stated in its response to this RFP.  The Department reserves the right to give, 

at its sole discretion, Ohio-based vendors preferential consideration.     

• At least five (5) years of experience within the public relations industry.   

• At least five (5) years of experience with products like the Product sought here.    

 

V. Proposal Requirements 

 

In addition to complying with other mandatory elements stated elsewhere, each Proposal must clearly do 

the following:  

 

• Identify and describe which of the Section III features and/or specifications a Product does and 

does not have.   

• Identify whether a Product is web-based or must instead be installed on the Department’s or 

vendor’s server(s).     

• Identify how often a vendor updates its media contacts and what means of redress are in place for 

the Department should a media contact be absent, incomplete, or incorrect.    

• Explain (a) the number of user licenses that are allowed under a single account, (b) what discounts 

are available to the Department based upon the number of users licensed, and (c) whether user 

accounts are concurrent or per-user license.  If there is an option for “per use” availability of a 

Product, that too should be explained. 

• Identify the number of documents that that the Department can upload into a Product and if there 

are any upload restrictions. 

• Identify how a Product issues press releases, including (a) Product capabilities for formatting and 

customizing releases, addressing whether a Product can create/manage multiple release templates, 

and (b) system release tracking and distribution capabilities (e.g. how many releases have been 

sent, to whom, and whether they have been received and/or opened).   

• Describe a Product’s social media monitoring tools and offerings. 

• Describe how accurately a Product tracks and measures the success of its features and/or operations, 

including the scope and nature of a Product’s digital analytics.  

• Address whether a vendor has general customer service representatives or assigns liaisons to each 

client account.   
• Detail the initial training support that a vendor intends to provide to the Department, as well as its 

ongoing training proposals and troubleshooting resources.  
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VI. Cost Proposal 

 

Each vendor must also provide the Department with a cost proposal for its Product.  Cost proposals must 

follow the format below and include descriptions of all expenses that the Department will incur.   

 

Item Description of Item Proposed Cost 

Product1  $_____._____ 

Optional Items in 

addition to Product2 

  

$_____._____ 

Total Proposed Cost $_____._____ 

 
1 Vendors should feel free to add additional “Product” lines to the above chart if their Product offering is easier to understand by 

breaking out its features into multiple products/offerings.  Vendors should remember that clarity is important should it expand the 

chart above with additional “Product” lines.     
2 Vendors may suggest optional features and/or specifications in the box above, which may or may not be accepted by the 

Department after review and evaluation. Such options would be in addition to the requests in Section III. 

 

VII. Cover Letter 

 

Each vendor must include a cover letter with its Proposal.  Cover letters must be formatted as standard 

business letters, signed by individuals authorized to legally bind vendors, and certify receipt and acceptance 

of all terms and conditions in accordance with Section X below.  Cover letters must also provide summaries 

of each vendor’s offer along with a primary and backup point of contact and telephone numbers, e-mail 

addresses, and business addresses for both.  Additionally, the cover letter should include each vendor’s 

federal tax identification number.   

 

If a vendor does not accept all of the terms and conditions stated below in Section X, it must clearly identify 

in a postscript to its cover letter to which of the terms and conditions it objects, why, and what (if any) 

counter-proposals to them it has.  See Section X for more about this.     

 

VIII. Proposal Submission Deadlines and Restrictions 

 

All responses to this RFP must be submitted by 5:00 p.m. on Monday, September 3, 2018 (“Submission 

Deadline”).  If a vendor misses the Submission Deadline, it can only submit a Proposal after it seeks and 

receives written Department permission.  Regardless of receiving that permission, the Department reserves 

the right to reject and not consider any responses submitted after the Submission Deadline. 

 

All vendors responses to this RFP should be submitted electronically in a current PDF format to Agency 

Procurement Officer Joy McKee at Joy.McKee@com.ohio.gov. 

 

IX. Evaluation of Proposals 

 

The Department will evaluate vendor Proposals to this RFP in three (3) phases.  The first phase will examine 

whether each vendor’s Proposal has any automatic disqualifiers.  If a vendor’s response does not clearly 

contain in a readily identifiable manner the information, certifications, letters, and other required elements 

(in the specific formats where applicable) required in Sections IV-VII (“Automatic Disqualifiers”), the 

Department reserves the right to automatically disqualify it from consideration for a contract award under 

this RFP.  If, in such a scenario the Department does not automatically disqualify a vendor, it will contact 

mailto:Joy.McKee@com.ohio.gov
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the vendor by one (1) of the e-mails listed in its cover letter, explain to it what issues its Proposal has, and 

give it forty-eight (48) hours to remedy the issues.       

Those vendors that pass the first phase of review will continue to the second phase.  The second phase will 

consider the value of each vendor’s response.  Many factors go into “value.”  They include but are not 

limited to the value of the price of a vendor’s Product/offering(s), the value of a vendor’s experience, the 

value of a vendor’s reputation, the value of whether a vendor is an Ohio company, the quality of a vendor’s 

Proposal (e.g. clarity, completeness, readability), the quality/responsiveness/usefulness of a vendor’s 

Product/offering(s), and the quality/scope/usefulness of the services supporting and surrounding a vendor’s 

Product/offering(s).  No single factor is assigned any particular weight for Department evaluation purposes.  

Any factor or combination of factors may prove more decisive or more substantial in any vendor’s score 

than any other factor or combination of factors.  Factors can be assigned negative points.  Regardless, the 

value of each vendor’s Proposal will be given a score up to 100.  The vendor (or vendors in the case of a 

tie) that receives the highest score will move onto the third phase. 

 

The third phase will consider whether the Department should recommend to the Director or her delegee 

that she award a contract as a result of the RFP.  Not all RFPs produce a Proposal that merits a contract: 

even if a Proposal has the highest score in Phase 2, that does not mean that it adequately meets Department 

needs and expectations.  If the Department recommends that the Director award a contract, its 

recommendation will be forwarded to the Director or her delegee for a final decision.  The final decision 

may not come until after all contract negotiations with the Department have concluded, a contract has been 

drafted, and the recommended vendor has signed a contract.  In the case where a contract must be signed 

by the vendor before it is submitted to the Director or her delegee for approval, the Department reserves 

the right, should the Director or her delegee not approve of the contract, to cancel it without any liability.  

By submitting a Proposal, vendors agree to the condition in the previous sentence.   

 

In the case of a tie in Phase 2, if the Department recommends awarding a contract, it will either (a) decide 

which of the tied Proposals is best for the Department and forward that Proposal for a decision or (b) 

forward all of the tied Proposals to the Director or her delegee for a decision.   

 

Appendix I contains the scoring matrix that the Department will use to evaluate vendor Proposals under 

this RFP.  The Department reserves the right to make formatting changes to it.  The Department also 

reserves the right to not award a contract to any vendor as a result of this RFP, including the highest scoring 

vendor in the second phase, for any or no reason.   

 

X. Terms and Conditions 

 

By submitting a Proposal, a vendor agrees to the following terms and conditions, terms and conditions that 

may be, at the Department’s sole discretion, added to any contract awarded as a result of this RFP 

(“Awarded Contract”).  If any vendor has any objections to any of these terms and conditions, it must 

specifically raise those objections in its cover letter.  See Section VII above.  If such objections are not 

raised per Section VII, by submitting a response to this RFP each vendor agrees that it waives all objections 

to the terms and conditions both now and in the future in relation to this RFP and any Awarded Contract.  

Each vendor that submits a Proposal also agrees that it will not propose contracts or contract terms to the 

Department that contradict any of the following terms and conditions unless those contradictions are in 

accordance with objections it submitted to the Department per Section VII.  Finally, each vendor that 

submits a Proposal agrees that if it refuses to agree to any of the terms or conditions below after not raising 

objections to them per Section VII, the Department may immediately, without liability or limitation, 

terminate consideration of the vendor’s Proposal regardless of where in the RFP, Proposal evaluation, or 

contract awarding processes the vendor and the Department are.   

 

Nothing in these terms and conditions guarantees that the Department will accept a vendor’s Proposal.   
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The Department’s terms and conditions are: 

 

Proposals are Firm for 90 days.  Unless stated otherwise, once opened all Proposals submitted to the 

Department are irrevocable for ninety (90) days from the date of submission.  After ninety (90) days, unless 

a vendor notifies the Department in writing that it no longer will honor its Proposal, it will continue to do 

so until the Department either accepts or rejects it.  

 

Proposals are Public Record.  After an RFP is issued, each submitted Proposal is a public record as defined 

in Ohio Revised Code (R.C.) § 149.43.  Each vendor that submits a Proposal therefore agrees that (a) it will 

not submit to the Department any Proposal that contains trade secrets or proprietary information and (b), if 

it does submit such a Proposal, that the Department, without liability or limitation, may release any records 

that contain such trade secrets or proprietary information in response to any public records request for such 

records.    

 

Secretary of State. Each vendor that submits a Proposal certifies that it is (a) an Ohio corporation that is 

properly registered with the Ohio Secretary of State or (b) a foreign corporation, not incorporated under the 

laws of the State of Ohio, but registered with the Ohio Secretary of State pursuant to R.C. §§ 1703.01 to 

1703.31 as applicable.   

 

Contract & Work Performed.  All work performed by any vendor as a result of this RFP shall be done in a 

timely and workmanlike manner, consistent with the terms, conditions, and expectations of this RFP and 

any resulting contract.  If a contract is awarded as a result of this RFP, the vendor-party to that Awarded 

Contract shall continue its work thereunder until that work is completed to the satisfaction of the 

Department.   

 

Warranties.  The terms and conditions of any document issued by a vendor to the Department that disclaim 

any express and/or implied warranties (a) have no effect on the issuing vendor’s duty to perform work under 

an Awarded Contract in a workmanlike and (b) do not disclaim the warranties provided in any other 

agreements that the issuing vendor has with the Department or the State of Ohio.   

 

Assignment/Delegation.  If a vendor enters into an Awarded Contract, it will not assign or delegate any of 

its rights or duties thereunder without the written consent of the Department. 

 

Product Recall.  If a vendor enters into an Awarded Contract, it agrees to notify the Department if a product 

purchased by the Department is recalled.    

 

Publicity. If a vendor enters into an Awarded Contract, it agrees that it will not advertise that it is doing 

business with the Department as a marketing or sales tool without the prior written consent of the 

Department. 

 

Governing Law and Jurisdiction.  This RFP, the evaluation of Proposals, and any Awarded Contracts shall 

be governed, construed, and interpreted in accordance with the laws of the State of Ohio.  To the extent that 

the Department is a party to any litigation arising out of or relating in any way to this Agreement or the 

performance thereunder, such an action shall be brought only in a court of competent jurisdiction in Franklin 

County, Ohio. 

 

Payments, Invoices and Interest.  Payments due under any Awarded Contract are due on the 30th calendar 

day after the date of actual receipt of a proper invoice by the Department’s Accounting section at either (a) 

6606 Tussing Road, Reynoldsburg, Ohio 43068 or (b) accounting@com.state.oh.us.  The date of the 

warrant issued in payment will be considered the date payment is made.  R.C. § 126.30 may be applicable 

mailto:accounting@com.state.oh.us
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to this Agreement and, if so, requires payment of interest on overdue payments for proper invoices.  The 

interest charge shall be at a rate per calendar month which equals one-twelfth of the rate per annum 

prescribed by R.C. § 5703.47. 

 

Taxes.  The Department is exempt from federal excise taxes and all state and local taxes, unless otherwise 

provided herein.  The Department does not agree to pay any taxes on commodities, goods, or services 

acquired from any vendor.  The Department is not required to produce a certificate or permit of exemption. 

 

Indemnification, Hold Harmless, Attorney’s Fees, and Representation.  The Department will not indemnify, 

hold harmless, or pay attorney’s fees to a vendor as a result of any Awarded Contract.  Such an arrangement 

would violate State law and is therefore prohibited.  Pursuant to R.C. § 109.02, the Attorney General of 

Ohio represents the Department in all legal matters in which the Department has been named a party. 

  

Liability.  Any vendor that executes an Awarded Contract agrees to indemnify and to hold the Department 

and the State of Ohio harmless and immune from any and all claims for injury or damages arising from an 

Awarded Contract that are attributable to said vendor’s negligent or purposeful actions or omissions or 

those of its trustees, officers, owners, partners, employees, subcontractors, assigns, successors, suppliers, 

third parties utilized by said vendor, joint venturers, or other persons or entities serving in any similar 

capacity while acting under the Awarded Contract.  Such claims shall include any claims made under the 

Fair Labor Standards Act or under any other federal or state law involving wages, overtime, or employment 

matters and any claims involving patents, copyrights, and trademarks. 

 

In no event shall either party be liable to the other party for lost profits or indirect, consequential, incidental, 

special, or punitive damages. 

 

Public Record and Confidentiality Mandate.  Each vendor understands that information and data received 

by the Department may be subject to Ohio’s Public Records Act. See e.g. R.C. § 149.43.   Each vendor also 

understands information and data received by the Department may also be confidential pursuant to various 

sections of the Revised Code.  Applicable confidentiality mandates will survive the termination or 

expiration of any Awarded Contract.  Should a vendor receive a request for confidential information or data 

related to an Awarded Contract or the performance for which it calls, regardless of the source of the request 

and including but not limited to subpoenas, the vendor will immediately notify the Department of the 

request.  Additionally, upon termination or expiration of any Awarded Contract, each vendor agrees to 

return to the Department all confidential information and data (including copies) that each vendor acquired 

as a result of an Awarded Contract.  

 

Term.  Any Awarded Contract shall be effective as of the date of the final signature on it.  It shall terminate 

no later than June 30, 2019.  The Department reserves the right to renew, on the same terms, any Awarded 

Contract into which it enters by written notice, provided to the contracting vendor no less than thirty (30) 

days before its Awarded Contract will expire.  Any such renewals shall operate, unless otherwise 

terminated, until June 30, 2021 or the end of the most relevant State biennium.   

 

Certification of Funds.  In accordance with R.C. § 126.07, an Awarded Contract is not valid or enforceable 

until the director of the Ohio Office of Budget and Management certifies that there is a balance in the 

applicable appropriation not already obligated to pay existing obligations in an amount at least equal to any 

payments the Department agrees to pay under the Awarded Contract. 

 

Non-appropriation.  Performance by the Department under an Awarded Contract is contingent on the 

availability of lawful appropriation of funds by the Ohio General Assembly.  If the Ohio General Assembly 

fails at any time to continue funding for any payments due under the Agreement, the Agreement will 

terminate as of the date that the funding expires without further obligation of Department. 
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Insurance.  The State of Ohio is self-insured. 

 

Ohio Election Law.  Each vendor affirms that it is compliant with R.C. § 3517.13. 

 

Ohio Ethics Law.  Each vendor affirms that it is currently in compliance and will continue to adhere to the 

requirements of Ohio Ethics law as provided by R.C. §§ 102.03 and 102.04. 

 

Contributions to OPERS.  In accordance with R.C. § 145.038, each vendor acknowledges that it is an 

independent contractor and not a public employee or entity.  Further, each vendor acknowledges that the 

Department will not and is not obligated to contribute to the Ohio Public Employees Retirement System 

(OPERS) on behalf of any vendor.   

 

Drug-Free Workplace.  Each vendor will make a good faith effort to ensure that its employees, while 

working on State property, will not have or be under the influence of medical marijuana, illegal drugs, or 

alcohol or abuse prescription drugs in any way. 

 

Equal Employment Opportunity.  Each vendor agrees that it complies with the requirements of R.C. § 

Section 125.111 and that it will comply with all state and federal laws regarding equal employment 

opportunity and fair labor and employment practices. 

 

Workers’ Compensation.  Each vendor shall provide its own workers’ compensation coverage throughout 

the duration of any Awarded Contract and any extensions thereof.  The Department is hereby released from 

any and all liability for injury received by any vendor, its employees, agents, or subcontractors, while 

performing tasks, duties, work, or responsibilities as set forth an Awarded Contract. 

 

Prohibiting the Expenditure of Public Funds on Offshore Services.  Each vendor has read and understands 

Executive Order 2011-12K and shall abide by those requirements in the performance of an Awarded 

Contract.  Notwithstanding any other terms of an Awarded Contract, the Department reserves the right to 

recover any funds paid for services a vendor performs outside of the United States for which it did not 

receive a waiver.  The Department does not waive any other rights and remedies provided to the Department 

in this RFP or any Awarded Contract. 

 

Prohibiting Boycotting.  Each vendor has read and understands R.C § 9.76.  It hereby affirms that it is not 

boycotting any jurisdiction with which the State of Ohio has open trade, including Israel, and will not do 

so during the period that an Awarded Contract is in operation.   

 

State Audit Findings.  Each vendor certifies to the Department that it is not subject to a finding for recovery 

under R.C. § 9.24, or that it has taken the appropriate remedial steps required under R.C. § 9.24, or that it 

otherwise qualifies under that section.  Each vendor agrees that if the Department deems this representation 

to be false, any Awarded Contract shall be void ab initio and a vendor part to an Awarded contract shall 

immediately repay to the Department any monies the Department paid to it under an Awarded Contract. 

 

Termination.  An Awarded Contract may be terminated by the unilateral action of (a) the Department by 

giving 30 days written notice to the vendor party to an Awarded Contract or (b) the Ohio General Assembly 

if it fails to appropriate funds for any part of the work contemplated under the Awarded Contract. 
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Appendix I – Scoring Matrix 

 

Phase 1 – Automatic Disqualifiers 

Is there one (1) or more automatic disqualifier? Y or N 

If so, briefly identify it/them. 

 

 

 

Phase 2 - Value Factor Analysis 
Points 

Awarded 

Value of the price of a vendor’s Product/offering  

Value of a vendor’s experience  

Value of a vendor’s reputation  

Value of whether a vendor is an Ohio company   

Quality of the vendor’s response to the RFP itself (e.g. clarity, completeness, 

readability) 
 

Quality/responsiveness/usefulness of a vendor’s Product  

Quality/scope/usefulness of the services supporting and surrounding a vendor’s 

Product 
 

Previous experience with the vendor that would reduce start up efforts   

Additional Value Factor 1 (if any)  

Additional Value Factor 2 (if any)  

Total  

Phase 3 - Recommendation 

Highest Score from Phase 2? Y or N 

If yes, recommend to the Director for Contract Award? Y or N 

 


