Attachment A — Special Terms and Conditions

RFx No.: 3000022633 Title: Online Hotel Portal Services

Bid Delivery Instructions for State Procurement:

Bidders are hereby advised that the Office of State Procurement (OSP) must receive the bid at its
physical location by the date and time specified in the Calendar of Events section of this bid and
page 1 of the Invitation to Bid.

Bids may be mailed or delivered by hand or courier service to the Office of State Procurement’s
physical location as follows:

Office of State Procurement
Claiborne Building — Suite 2-160
1201 N. Third Street

Baton Rouge, LA 70802

Or bids may be submitted online by accessing the link on page 1 of the Invitation to Bid.

Bidder should be aware of security requirements for the Claiborne Building and allow time to be
photographed and presented with a temporary identification badge.

Bidder is solely responsible for ensuring that its courier service provider makes inside deliveries
to the Office of State Procurement’s physical location. The Office of State Procurement is not
responsible for any delays caused by the bidder’s chosen means of bid delivery. Bidder is solely
responsible for the timely delivery of its bid. Failure to meet the bid opening date & time shall
result in rejection of the bid.

Note: Bidders who choose to respond to this bid online via the vendor portal are encouraged to
not submit a written bid as well.

Bidders are hereby advised that due to the nature of the Internet, the State of Louisiana cannot
guarantee that access to the LaGov or LaPAC websites will be uninterrupted or that e-mails or
other electronic transmissions will be sent to you or received by us. The Office of State
Procurement is not responsible for any delays caused by the bidder’s choice to submit their bid
online. Bidder is solely responsible for the timely delivery of its bid. Failure to meet the bid
opening date and time shall result in rejection of the bid.

**Attention**
Receipt of a solicitation or award cannot be relied upon as an assurance of receiving future
solicitations. In order to receive notifications of future solicitations from this office, you must

register and enroll in the proper category in LaGov at the following website:

https://lagoverpvendor.doa.louisiana.gov/irj/portal/anonymous?guest_user=self reg

Enrollment in LaGov provides LaPAC email notification of bid opportunities based upon
commodities that you select.
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CALENDAR OF EVENTS

Deadline to Receive Written Inquiries: April 29, 2024

Deadline to Answer Written Inquiries: May 8, 2024

Bid Opening Date and Time: May 15, 2024, 10:00 AM CT

NOTE: The State of Louisiana reserves the right to revise this calendar. Revisions before
the bid opening date and time, if any, will be formalized by the issuance of an addendum to
this ITB.

Bidder Inquiries:

The State shall not and cannot permit an open-ended inquiry period, as this creates an unwarranted
delay in the procurement cycle and operations of our agency customers. The State reasonably
expects and requires responsible and interested bidders to conduct their in-depth bid review and
submit inquiries in a timely manner.

An inquiry period is hereby firmly set for all interested bidders to perform a detailed review of the
ITB documents and to submit any written inquires relative thereto. Without exception, all inquiries
MUST be submitted in writing by an authorized representative of the bidder, clearly cross-
referenced to the relevant ITB section. All inquiries must be received by the Inquiry Deadline date
set forth in the Calendar of Events of this bid. Only those inquiries received by the established
deadline shall be considered by the State. Inquiries received after the established deadline shall
not be entertained.

Inquiries concerning this bid shall be delivered by mail, express courier, e-mail, hand, or fax to:

Office of State Procurement
Attention: Krystal Frank

1201 North Third Street
Claiborne Building, Suite 2-160
Baton Rouge, LA 70802

E-mail: krystal.frank@la.gov
Phone: (225) 342-4672
Fax: (225) 342-9756

Only the person identified above or their designee has the authority to officially respond to bidder’s
questions on behalf of the State. Any communications from any other individuals are not binding
to the State.
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An addendum will be issued and posted at the Office of State Procurement’s LaPAC* website, to
address all inquiries received and any changes or clarifications to the bid. Thereafter, all
biddocuments, including but not limited to the specifications, terms, conditions, plans, etc., will
stand as written and/or amended by any addendum. No negotiations, decisions, or actions shall be
executed by any bidder as a result of any oral discussions with any state employee, or state
consultant. Itis the Bidder’s responsibility to check the LaPAC website frequently for any possible
addenda that may be issued. The Office of State Procurement is not responsible for a bidder’s
failure to download any addenda documents required to complete the bid.

*Note: LaPAC is the State’s online electronic bid posting and notification system resident on the
Office of State Procurement’s website: https://www.doa.la.gov/doa/osp/. In that LaPAC provides
an immediate e-mail notification to subscribing bidders that a solicitation and any subsequent
addenda have been let and posted, notice and receipt thereof is considered formally given as of
their respective dates of posting.

To receive the e-mail notification, Vendors must register in the LaGov portal. Registration is
intuitive at the following link:
https://lagoverpvendor.doa.louisiana.gov/irj/portal/anonymous?guest_user=self reg.

Help scripts are available on the Office of State Procurement’s website under Vendor Resources:
https://www.doa.la.gov/doa/osp/vendor-resources/.

Terms and Conditions:

This solicitation contains all terms and conditions with respect to the commodities herein. Any
vendor contracts, forms, terms, or other materials submitted with bid may cause bid to be
rejected.

Vendor's Forms:
The purchase order is the only binding document to be issued against the contract. Signing of
vendor's forms is not allowed.

Acceptance:
Unless otherwise specified, bids on this contract will be assumed to be firm for acceptance for a
minimum of 60 days. If accepted, prices must be firm for the specified contract period.

Method of Award:

Award will be made on an all-or-none basis to the responsive, responsible bidder meeting all
specifications and offering the greatest rebate percentage to the State of Louisiana. The State
reserves the right to reject individual line items from the award.

Contractual Period:

The State of Louisiana intends to award all items for an initial period, not to exceed 12 months.
Delays in awarding, beyond the anticipated starting date, may result in a change in the contract
period. If this situation occurs, an award may be made for less than 12 months.
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Renewals:

At the option of the State of Louisiana and acceptance by the Contractor, the contract may be
extended for two additional 12 month periods at the same rebate percentages, terms and conditions.
Contract time may not exceed 36 months.

Non-Exclusivity Contract:

The contract is non-exclusive and shall not in any way preclude the State from entering into similar
contracts and/or arrangements with other vendors or from acquiring similar, equal or like goods
and/or services from other entities or sources.
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