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ANNOUNCEMENT OF OPPORTUNITY 
 

The Association of Universities for Research in Astronomy, Inc. (AURA) / Central Administrative 
Services (CAS) Contracts Office, is soliciting Request for Bids (RFB) from qualified 
Contractors/Bidders to provide audio visual planning and installation in our new corporate space 
at the Rotunda Office Building, 711 West 40th Street, Baltimore City,  Maryland. The space will 
include two conference spaces, a larger board room with a more extensive set and a smaller 
conference room with similar needs.  
 
The formal “Announcement of Opportunity” and pertinent RFB documentation can be found on 
the “AURA Bid Opportunities” webpage: AURA Bid Opportunities – AURA Central Administration 
Services (aura-astronomy.org).  

 
Moving forward, all announcements and/or amendments related to this RFB shall be posted on 
the “AURA Bid Opportunities” webpage. It is the Contractor’s / Bidder’s responsibility to check 
the webpage and obtain copies of announcements and/or amendments related to this RFB. 

 
If your organization is interested in submitting a Bid, complete submittal packages must be 
received no later than February 22, 2024, at 5:00 PM MST. Bids should be submitted to 
jyaccarino@aura-astronomy.org directly.   

 
Please follow the Bidder’s Instructions carefully. Any Bid submittals that do not follow the 
Bidder’s Instructions may be summarily rejected.  

 
 
 
 
 
 
 
 
 
 
 
 

https://auracas.aura-astronomy.org/aura-bid-opportunities/
https://auracas.aura-astronomy.org/aura-bid-opportunities/
mailto:jyaccarino@aura-astronomy.org
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STATEMENT OF WORK 
AV PLANNING & INSTALLATION 

 
The Association of Universities for Research in Astronomy, Inc. (AURA) / Central Administrative 
Services (CAS) Contracts Office, is soliciting Request for Bids (RFB) from qualified 
Contractors/Bidders to provide audio visual planning, design and installation services for newly 
constructed conference spaces. to create two conference rooms that can facilitate various levels 
of in-person and hybrid meetings to include departmental, leadership, Boards/Councils, visitors, 
etc. of up to 30 participants.  
 
PURPOSE:  
AURA seeks an audio visual specialist that can design and install appropriate audio visual 
equipment to facilitate a variety of in-person and hybrid meetings to include departmental, 
leadership, Board & Council meetings of up to 20 participants. The selected vendor must be able 
to secure approval from the landlord, MCB Rotunda Owner LLC to work inside the building.  
 
PROJECT DESCRIPTION:  
AURA will require the installation of an integrated conference room and the associated audio-
visual equipment located in the Rotunda Office Building, 711 West 40th Street, Baltimore City,  
Maryland. This request is for the procurement, installation, configuration and set-up of all 
equipment necessary to meet the requirements described in this solicitation. Draft floor plans 
for the space are included that provide a reference for the two conference spaces. Board room 
marked 301 is approximately 50’ x 20’ and conference room marked 311 is approximately 20’ x 
20’. 
 
OVERVIEW: 
The conference rooms in the Rotunda Building are newly constructed and currently do not have 
any equipment. All equipment will need to be procured and installed by the selected vendor. AURA 
is aware that vendors can and will have unique suggestions as to how best implement an audio-
visual solution that can meet AURA’s needs. Proposal finalists will have the opportunity to visit the 
space in person and make adjustments to their proposal after walking the space. A minimum 
product list has been included. Please ensure your proposal meets the minimum product offering 
with a price for equipment and services at that level. Additional recommended products and 
services, including alternatives and improvements are welcome but please ensure your proposal 
includes pricing for minimum product offering and optional or recommended services.    
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MANDATORY REQUIREMENTS: 
 

• A design that is simple and easy to use, with excellent audio and video quality for all 
participants is critical to a successful implementation. 

• A professional and executive appearance to the room is of the greatest importance. All 
equipment, components, cables, etc. shall be installed in an aesthetic manner and shall be 
discreetly hidden and as unobtrusive as possible. 

• AURA shall review and approve the design documents, installation plan and the associated 
cost prior to installation to ensure it meets our expectations. 

• AURA must approve the location of all hole cuts in any tables, walls or floors prior to the 
holes being cut. 

• Coordinate Equipment Colors with AURA for approval including, but limited to, Table 
Boxes, Speakers, Credenza and Slide out rails and rack, Microphones, Ceiling Mount Poles, 
Floor boxes. 

• AURA shall own all (compiled and uncompiled) source code and programming that is done 
as part of this project. Copies of the source code are a deliverable of this project. 

• All equipment must be fully functional and successfully pass AURA testing before 
installation crew/engineer leaves the site at the end of installation. 

• AURA will perform acceptance, quality and requirement testing. All work must pass the 
testing prior to the system acceptance and final vendor payment. A 1-year functional 
deficiency and “bug” period shall exist for vendor-implemented software errors and 
deficiencies. System acceptance does not preclude follow-up visits to correct and fine-tune 
system operation.  

• Failure of the system to operate successfully after on-site work is completed must be 
addressed within 24 hours during the warranty period. 

• All items must be new with all applicable warranties intact. No refurbished items. 
• All items must be available to complete installation by the specified installation date. They 

must not be discontinued, at “end-of-life” or being phased out. Long-lead products must be 
identified as soon as possible and confirmed to be available before project 
commencement. Status on delayed products must occur weekly. Delayed product arrival 
shall not affect system installation and operation. 

• AURA will not be responsible for costs associated with equipment delays, such as 
expediting orders or shipping, or approved substitution and affiliated programming costs. 

 
MANDATORY FUNCTIONALITY: 
 

• All equipment shall support Ultra High Definition Television (UHDTV) 
• The system shall support the functionality of all input sources being pushed to any 

destination (outputs). 
• The system shall provide functionality for wireless presentation from both Windows and  

Mac systems that minimizes the need for software installation, cables and dongles while 
maximizing the ease of use.  
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• Video presets clearly defined buttons for camera-view presets, with feature to save 4 total 
presets (default, and 3 user-saved presets), with a save/store button. This should be 
compatible with the speaker tracking system preset capabilities, such as configuration 
changes. For speaker-tracking systems, enable the ability to put into fixed-view operation 
for manual preset recall and aiming.  

• The System shall meet all security requirements as outlined in Appendix E.  
• The preferred size of the touch panel is 10 inches.  
• All equipment settings that may cause a sleep or standby mode must be disabled, including 

ECO mode settings. Ensure timeouts do not affect system operation.  
• The room shall provide assisted listening support for individuals that require help with 

hearing audio within the room.  
• Proposal shall include all parts, cables, hardware, software, licensing and installation to 

deliver fully functional conference rooms as described below.  
• System shall be configurable for automatic shutdown at a defined time, as entered into the 

admin page.  
• An admin control page on touch panel for configurable items that include, but are not 

limited to:  
o Static IP addresses and/or links for the video conferencing systems BlueJeans, 

WebEx, MS Teams, and Zoom. (BlueJeans is currently being phased out but is still 
used currently. We will need the option to remove BlueJeans when the transition is 
complete.) 

o System Shut down time, and enable/disable of automatic shutdown  
o System Time Sync and Time Set options  
o Room Mic volume control  
o An admin page ( for example - is reached by pressing the upper right corner of a 

screen for 5 seconds minimum.  
• The audio quality for attendees both in the room and especially for those remote, is of the 

upmost importance. Echo cancellation and all available technology to achieve optimal 
quality should be part of the system. Ceiling microphones are required and should be 
located away from unwanted noise sources and optimize for picking up of the human voice 
throughout the room, taking into account the sensitivity and pickup patterns.  

• The conference room shall allow for a uniform experience for all users, e.g. that they are 
able to see the TV and hear conversation, both internally and through the audio/visual 
conferencing systems regardless of where they are sitting  

• Alpha-numeric Touch Panel keyboard information entry to accommodate Meeting 
information entry, such as Passwords or Passcodes, which is passed back and displayed on 
the dialing page. The symbols # * and period (.) shall be included on every dialing page.  

• Video resolutions used at AURA must be verified on the newly installed system. Common 
video connectivity formats must operate correctly. Video conversion products or format 
converters shall be provided to ensure operation. These include HDMI, DisplayPort, and 
USB-C. Physical adapters are acceptable if appropriate. Ensure video scaling is adequate 
and appropriate for our needs.  
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• The AV pop-up boxes should be located in the tables. They shall provide mechanically 
retractable cables with connections for USB-C, HDMI, Mini-Display port, data and power. 
The “front” box, i.e., the box closest to the primary display shall allow someone giving a 
presentation at the front of the room to connect their laptop and be able to easily reach it 
without leaning over the table or leaving the front of the room.  

• Coordinate Equipment Colors with AURA for approval including, but limited to, Table 
Boxes, Speakers, Credenza and Slide out rails and rack, Microphones, Ceiling Mount Poles, 
Floor boxes.  
 
 

HIGHLY DESIRABLE FUNCTIONALITY: 
The following options are desired for the Boardroom, but AURA recognizes they present trade-offs, 
implementation challenges and potential impacts to costs. Whenever possible, please include 
detailed proposed options to meet the requested functionality. 

• Voice Activated Room Capabilities 
• Integrated Smart Board collaboration system 

 
MINIMUM PRODUCTS/SERVICES REQUESTED: 
Video Conferencing – Polycom G7500  

• Able to make any IP based calls via H323 or SIP to Zoom, WebEx, BlueJeans, MS Teams or 
Google meetings. (BlueJean is being phased out and we will need the option to remove 
BlueJeans once phaseout is complete.)  
 

One Touch Dialing (works with internal calendaring system) 
• Ability to join video conference meetings with the touch of a button 

 

Audio Dialing – (Poly G7500), connected to Call Manager 
• Able to make internal and external audio calls 

 

Voice Tracking Cameras – (1Beyond camera system) – multiple cameras 
• Zooms in to person speaking and shows the entire room if the remote side is doing most of 

the talking 
 

Presentation - 4K laser projector and 3 side TVs 
• Ultra HD 4k resolution presentations 

 

Wireless Screen Sharing (Poly G7500) 
• Available for both Macs and Windows computers at 4k resolution 

 

Smart Board – (Samsung) 
• We need this connected to all screens in room 

 

Central Control System – Poly TC10 
• All the major AV functions are controlled by central touch panel 

 

Assisted Listening 
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• Amplified audio for the hearing impaired; ceiling panels with speakers/microphones 
 

In Table Connections/Plug-ins with retractable cord feature 
 

Electronic meeting announcement plate  
• Located outside of all conference room entrances 

 

Electronic Window Blinds 
• To be controlled through the meeting panel board 

 

Wood Credenza to hold electronic equipment 
• Please identify a credenza that would be appropriate to contain and store the specific 

equipment for this space that provide security and proper ventilation.  
 

ADDITIONAL INFORMATION and FEATURES: 
• Board room marked 301 is approximately 50’ x 20’ and conference room marked 311 is 

approximately 20’ x 20’. 
• There is currently no equipment in either room all proposed equipment must be 

provided.  
• Both rooms will require similar but appropriate audio-visual set-ups for their size. 

 
PROJECT DELIVERABLES: 
 

• Kick Off Planning Meeting: Meeting with AURA staff to review entire project. To be held 
within 1 week of contract award. 

• Approval Drawings: A copy of first revision drawings for approval, including line drawings, 
elevations, device plans, and equipment list. Note that the AURA point of contact “may”, 
without obligation, provide room information and measurements to assist in reducing 
vendor visits and project delays. However, such information is considered “Verify in Field.”  

• Touch Panel Design Meetings: Schedule prior to vendor implementation of source code at 
its facility as to not affect schedule, and to provide enough time for coordination and 
clarifications. AURA needs at 2 weeks advanced notice to coordinate a meeting. AURA shall 
approve the final proposed touch panel design. 

• Project Schedule: Due one week after kick-off meeting. Changes and updates should be 
reported in the weekly communication plan. 

• Weekly project updates: Sent to AURA point of contact. This includes the time prior to 
production and programming, especially as it relates to schedule and scope.  

• Change Orders: ANY cost changes that occur due to vendor preparation and design 
wherein the vendor had the opportunity to view, measure, review, or understand site 
conditions shall not incur a cost to AURA. Cost changes in equipment already designed are 
the responsibility to the vendor. Design and equipment changes during the project must be 
submitted to the point of contact, and this will require a review period by the AV Team, it’s 
manager, financial personnel, and AURA procurement teams.  

• Design document package: Due within 1 week of final acceptance of room, with reviewable 
PDF versions made available upon request.  
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• Explanation and copy of warranty agreement(s): Due within 1 week of contract completion.  
• Explanation and copy of service contract agreement(s): Due within 1 week of contract 

completion.  
• Fully Functional AV systems: Must meet the specifications in this document  
• Tune-up Visit: Vendor shall return 8 weeks post project completion to fine-tune and adjust 

the systems as requested by AURA based on staff experiences and feedback. Critical issues 
and broken functionality shall be addressed within 24 hours during the warranty period.  

• Pre-installation room audio measurement to provide a normalized measurement with 
post- installed microphones that obviate microphone levels in the room. At each position, a 
simulated person represented by an audio speaker will play a section of speech (not a sine 
wave test signal, as they have provided much less value and weren’t indicative of actual 
intelligibility and volume performance). Specific methods shall be discussed, but it is 
expected the vendor will provide a method that is repeatable and is normalized for 
equivalency to pre-installation and post-installation.  

o Locations around the conference table where participants are normally located.  
o Locations along the window side of the wall 
o Locations at the front of room where presenters give talks 
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BIDDER’S INSTRUCTIONS 
 

ARTICLE 1. DEFINITIONS 
 
1.1. All definitions set forth in the General Provisions of the Sample / Draft Contract, 

attachments and appendices are applicable to these Bidder Instructions.  
 

1.2. The “Request for Bid Documents” (hereinafter RFB Documents) consist of the 
following: 

a. Statement of Work 
b. Requirements Document 
c. Bidder’s Instructions (this Document) 

I. Bidder’s Quote 
II. Representations and Certifications 

d. Bidder’s Form, Budget Spreadsheet Template and Budget Justification 
Template 

e. Amendment(s) issued prior to receipt of Bids (if any) 
f. Sample / Draft Contract 

 
1.3. “Amendments” means the written or graphic instruments issued prior to the execution 

of the Contract which modify or interpret the RFB Documents, including 
specifications, by additions, deletions, clarifications or corrections, answers to 
questions posted on the “AURA Bid Opportunities” webpage. 

 
1.4. "Contract Documents" consist of the following: 

a. Contract between AURA and the Contractor 
b. Representations and Certifications 
c. Terms and Conditions 
d. Statement of Work 
e. Drawings 
f. Specifications 
g. Photos of Area of Work 
h. Amendments and all modifications incorporated in the Documents before their 

execution 
 

1.5. “AURA” means the Association of Universities for Research in Astronomy, Inc., an 
Arizona non-profit corporation. The term "AURA" includes its authorized 
representatives.  

 
1.6. “NSF” means the National Science Foundation, an agency of the United States of 

America created under the National Science Foundation Act of 1950. The term 
"Foundation" includes its authorized representatives. 
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1.7. “Bidder” means the person, authorized representative(s), or organization submitting 

a Bid, and if awarded, shall perform the Work described in the Contract as the 
“Contractor.” 

 
1.8. “Contractor” means the person, authorized representative(s) or organization 

responsible for the completion of the Work. If a proposal is submitted on behalf of 
multiple parties, the term “Contractor,” shall apply to the party or parties responsible 
for completion of the Work. 

 
1.9. “Work” means those tasks, requirements, and obligations described in the Statement 

of Work as included in the Contract Documents. 
 

1.10. “Subcontractor” means a person or organization who/that has a direct agreement 
with the Contractor to furnish labor or labor and materials at the site of the work. 
The term also includes lower tier Contractors of a Subcontractor, but it does not 
include suppliers who / that furnish materials not worked to a special design 
according to the drawings and specifications. Nothing contained in the Contract shall 
be deemed or construed to create any contractual relation between AURA and any 
Subcontractor as defined above. 

 
1.11. "Closing Date” means the specified date and time by when all RFB Documents must be 

received by AURA. 
 

ARTICLE 2. BID PROCEDURES 
 

2.1. Bid must be submitted in accordance with these RFB Instructions. Any Bid not 
submitted according or part of a Bid not conforming to the specified formats shall be 
cause to reject the entire Bid. 

 
2.2. Letter of Intent: Bidder is encouraged, but not required, to submit a Letter of Intent as 

outlined in Section II. 
 

2.3. Completion of “Bidder’s Bid Documents:” Bidder must complete in its entirety the 
Bidder’s Form in Section II, as well as the accompanying Bidder’s Budget and 
Justification Spreadsheet to show a breakdown of the cost components to enable 
AURA to complete a cost analysis of Bidder’s Bid. 

 
2.4. Prices 

a. Prices quoted in the Bid(s) shall include all federal, state, and local taxes due 
to tax exempt status. 
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b. Prices quoted in the Bid(s) shall include furnishing of all transportation, 
materials, equipment, tools, supplies, labor, and services necessary or 
proper for performance and completion of the Work, except such as may be 
otherwise expressly provided for in the RFB Documents. 

 
c. All costs must be expressed in US Dollars ($ USD). 

 
2.5. In the event of discrepancy between the prices quoted in the RFB in words and those 

quoted in figures, the words shall control. 
 

2.6. Bids shall be submitted in an electronic version as a PDF (.pdf), not later than the 
scheduled Closing Date. Budgets, schedules, requirement matrix and WBS may be in 
spreadsheet format. Bids must be no longer than 40 pages. Appendices are not 
included in the page limit. Bids shall be doubled spaced, single column printing using 
no smaller than 10-point type, with no smaller than 0.75” margins. All graphics, tables 
and drawings must be high resolution and legible with text no smaller than 8-point 
font. 

 
2.7. A Bid may be deemed non-compliant if the entire RFB submission package has not 

been received by the Closing Date. Bids must be submitted via e-mail to: 
 
   Joel Yaccarino, Contracts Officer 
   Email: jyaccarino@aura-astronomy.org 

 
2.8. Bidder’s may withdraw Bid, by written request, to jyaccarino@aura-astronomy.org at any 

time prior to the Closing Date. If a Bidder submitted a Letter of Intent and later 
determines that it will not submit a Bid, notice of such is requested by AURA. 

 
2.9. Bidder's Bids shall be valid for one hundred eighty (180) days beginning with the 

Closing Date. 
 

2.10. Unless otherwise provided for in any addendum to these Bidder’s Instructions, no Bidder 
may withdraw, modify or cancel its Bid(s) for a period of one hundred twenty (180) days 
after the time designated for receipt of Bids. 

 
2.11. Bidders shall not submit “contingent bids” where the work that is being bid on is 

contingent on the completion of an instrument that is not owned by AURA / NSF. Bids 
received with contingency clauses will be deemed unresponsive. 

 
 
 

mailto:jyaccarino@aura-astronomy.org
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2.12. No other forms of submission of Bids will be considered.  No other forms of submission 
for modifications to Bids will be considered.  Modifications to Bids submitted may be 
made electronically, if the modified Bid Documents are delivered to AURA in accordance 
with the rules set forth in Article 2 above on or before the 5:00 PM MST on the Closing 
Date. 

 
 

ARTICLE 3. COMMUNICATION AND QUESTIONS 
 

3.1. Any questions or requests for clarification of this proposal must be directed to the 
Contracts Officer, at jyaccarino@aura-astronomy.org. Questions must be submitted 
by email and must be received at least five (5) business days before the Closing Date. 
All questions and responses from any Offeror will be provided to all parties via the 
“AURA Bid Opportunities” webpage. Any question not conforming to this format will 
be disregarded. 

 
3.2. Clarification or direction by other persons at AURA is not permitted during the RFB 

process. 
 

ARTICLE 4. REVIEW OF DOCUMENTS 
 

4.1. AURA reserves the right to make additions, deletions, or modifications to the RFP 
Documents in writing by amendment at any time prior to the closing date. If, in the 
opinion of the Contracts Officer (hereinafter CO), any such change causes an increase 
in the time required for submission of Bids, the CO may, at their sole discretion, adjust 
the closing date and time accordingly Date in the form of an amendment posted on the 
“AURA Bid Opportunities” webpage. 

 
4.2. The Bidder shall examine the RFB Documents carefully. Any request for interpretation 

or correction of any ambiguity, inconsistency, or error that the Bidder discovers must 
be made no later than five (5) days prior to the Closing Date. 

 
4.3. All interpretations and corrections shall be issued in writing by the AURA CO in the 

form of an amendment posted on the “AURA Bid Opportunities” webpage. The Bidder 
shall not rely on any interpretation or correction given by any other method. 

 
4.4. Prior to receipt of Bids, addenda, if required, will be posted on the “AURA Bid 

Opportunities” webpage. 
 
 
 

mailto:jyaccarino@aura-astronomy.org.
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4.5. The failure of any Bidder to receive or examine any form, instrument, amendment or 
other Document, or failure to acquaint itself with existing conditions shall not relieve 
the Bidder from obligations and responsibilities with respect to its Bids or to the 
Contract award. The submission of a Bid shall be taken as prima facie evidence of 
compliance with this section. 

 
ARTICLE 5. REPRESENTATIONS 
 

5.1. Bidder, by submitting a Bid, represents that it is familiar with existing conditions under 
which the Work will be performed, including, but not limited to, environmental, 
cultural and operational requirements. 

 
a. The Bidder, by submitting its Bid, represents that it has read and understands 
the Bid Documents, and by submitting a Bid acknowledges acceptance of all of 
the Terms and Conditions of the Bid Documents as defined in 1.2 of these 
Bidder Instructions. 
 
b. Any exceptions to the Contract Documents shall be stated on the 
Contractor’s Letterhead and submitted with its Bid with clear and concise 
justification(s). The Contractor is required to provide alternative wording for 
consideration by the AURA. 

 
c. The Bidder, by submitting a Bid, certifies that the Contract Documents, 
including the General Provisions, the Terms and Conditions and SOW have been 
reviewed and accepted by the contracts representative of The Bidder’s 
organization, or that the Bidder has noted such exception(s) to the Contract 
with its Bid. 
 

5.2. Bidder shall submit a resolution giving evidence of its qualification of corporate 
signature authority. 

 

ARTICLE 6. ALTERNATE PROVISIONS 
 

6.1. Each Bidder represents that its Bid is based upon the Specifications, Terms and 
Conditions, materials and equipment described in the Bid Documents, unless 
substitutions have been expressly permitted. 

 
6.2. A Bid containing an alternate provision(s) shall be accompanied by full and complete 

justification and technical description of the alternate provisions(s) along with a 
detailed cost analysis of the differences between the alternate and original provisions. 
AURA reserves the right to request such other additional information as may be 
required for approval either before or after receipt of Bids. 
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6.3. Failure to provide justification or technical descriptions for approval purposes may be 
cause to reject the Bid. 

 
ARTICLE 7. COMPLETION TIME 
 
7.1. Bidder shall specify in its Bid the time required to complete the work described. The 

time of performance shall be dated from receipt of a Contract, and all costs included 
in the Bid shall be for the Work to be completed within that period. 

 
ARTICLE 8. EVALUATION OF PROPOSAL 
 
8.1. AURA reserves the right to hold any or all Bids for a period of up to one hundred eighty 

(180) calendar days.  
 

8.2. AURA shall have the right to take up to one hundred eighty (180) calendar days to 
evaluate the Bids submitted and to award Contract(s). 

 
8.3. Bids will be opened and evaluated privately by AURA after the Closing Date. 

 
8.4. Bids will be evaluated according to the Source Selection Plan on the following major 

factors: 
a. Technical Criteria 
b. Price 
c. References 
d. Experience 

 
8.5. All Bid Documents received will be considered confidential and will not be released 

except as needed to complete the evaluation and selection process. 
 

8.6. The award of the Contract(s), if any, made by AURA, will be made to the Bidder(s) that 
presents the best value. AURA reserves the right to determine, at its sole and 
exclusive discretion, which Bid, if any, best meets the “best value” requirement and 
whether it is in the best interests of AURA to accept the Bid. Therefore, Bidder shall 
ensure that all requested information is included in its Bid. 

 
ARTICLE 9. REJECTION OF PROPOSALS 

 
9.1. AURA reserves the right to accept or reject any or all Bids or any combination thereof, 

to withhold an award for any reason it may determine, or to waive any irregularities 
or informalities in the Bids or in the submission of Bids. 
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9.2. All submitted Bids shall become the sole and exclusive property of AURA. 
 

ARTICLE 10. DUTY OF BIDDER TO CHECK THE “AURA BID OPPORTUNITIES” WEBPAGE 
 

10.1   AURA has established the “AURA Bid Opportunities” webpage: AURA Bid 
Opportunities – AURA Central Administration Services (aura-astronomy.org) to display 
AURA Bid Opportunities. The “AURA Bid Opportunities” webpage will display all 
pending RFBs, RFPs, etc. issued by the AURA Contracts Office as well as any 
amendments issued to such RFBs, RFPs, etc. 
 
It shall be the Bidder’s obligation to check the “AURA Bid Opportunities” webpage to 
view and obtain copies of amendments and announcements related to the RFB they 
intend to Bid on. 

 
ARTICLE 11. FORM OF CONTRACT 
 

11.1   A Sample / Draft Contract and the Terms and Conditions incorporated by reference into 
said Contract may be found on the “AURA Bid Opportunities” webpage: AURA Bid 
Opportunities – AURA Central Administration Services (aura-astronomy.org). The final 
form of Contract presented to the Contractor selected to perform the work may vary 
from the Sample / Draft Contract attached hereto, depending on the Bid Documents 
submitted by Contractor and other facts and circumstances deemed relevant by AURA.   

 
ARTICLE 12. LAW 
 

12.1 The laws of the state of Arizona shall govern the interpretation of these Bid and Contract 
Documents. 

 
 
 
 
 
 
 
 
 
 
 

https://auracas.aura-astronomy.org/aura-bid-opportunities/
https://auracas.aura-astronomy.org/aura-bid-opportunities/
https://auracas.aura-astronomy.org/aura-bid-opportunities/
https://auracas.aura-astronomy.org/aura-bid-opportunities/


   
 

Audi Visual Planning and Installation  
Page 17 of 27 

RFB# BALTCORPAV 
 
 

LETTER OF INTENT (LOI) 
 
A non-mandatory Letter of Intent (LOI) is due by February 8, 2024, 5:00 PM MST.  

 
The letter shall contain the following information: 

a. Bidder’s Legal Name / Address 
b. Technical Point of Contact 
c. Business Point of Contact 
d. List of key personnel including: 

• Project Manager and all senior personnel expected to be involved in 
the project. 

• List of the proposed project team member organizations 
including all potential subcontractors, collaborators, and 
partnering institutions and their roles in the project. 

e. A maximum of 500 words synopsis of the project to include the following: 
• The team’s relative knowledge and experience in hybrid event 

audio visual. 
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APPENDIX LIST 
 
AURA has included 7 documents as Appendices to this RFB. Please ensure you review each 
appendix and submit all required forms as part of your Bid response.  

BIDDER’S FORM 
 
Please complete the Bidder’s Form attached as Appendix A to this RFB and submit it with your 
Bid.  

BIDDER’S BUDGET AND JUSTIFICATION 
 
Please complete the Bidder’s Form attached as Appendix B to this RFB and submit it with your 
Bid.  

BIDDER’S REPRESENTATIONS AND CERTIFICATIONS 
 
Please complete the Bidder’s Representations and certifications attached as Appendix C to this 
RFB and submit it with your Bid.  

SAMPLE CONTRACT 
 
A sample contract is attached as Appendix D to this RFP.  

SAMPLE TERMS AND CONDITIONS 
 
Sample terms and conditions are attached as Appendix E to this RFB. Appendix E is a PDF 
attachment to the solicitation 

SECURITY REQUIREMENTS 
 
A list of AURA security requirements are attached as Appendix F to this RFB. Appendix F is a PDF 
attachment to the solicitation.  
 

FLOORPLAN 
 
A copy of the Rotunda office floorplan is attached as Appendix G to this RFB. Appendix G is a PDF 
attachment to this solicitation.   
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Appendix A 

BIDDER’S FORM 
 

DATE: [INSERT DATE] 
TO: AURA / CAS 

JOEL YACCARINO, CONTRACTS OFFICER 
CONTRACTS OFFICE 
950 N. CHERRY AVENUE 
P. O. BOX 26732 
TUCSON, AZ 85726-6732 

FROM: [INSERT LEGAL NAME OF CORPORATION, FIRM, OR INDIVIDUAL 
BIDDING] 
[INSERT BUSINESS ADDERSS] 

 
 

In compliance with AURA's Request for Bid (RFB), the Bidder hereby proposes to furnish all labor, 
materials, equipment, and supplies in accordance with the Specifications, pertinent Contract 

Documents and Statement of Work. 
SIGNATURE [IPLEASE SIGN ON BEHALF OF CORPORATION, FIRM, OR INDIVIDUAL 

BIDDING] 
 
1. Bidder’s Bid submittal shall include the following: 

a. A Cover Sheet including a.) RFB number; b.) RFB title; c.) Bidder’s name / address; d.) DUNS 
number; e.) technical and administrative Points of Contact; f.) Teamed Organizations (if any); 
and g.) any other pertinent information 

b. An abstract summarizing the proposed effort 
c. The Technical Proposal, as outlined in the Statement of Work (if applicable) 
d. Bidder’s Bid Form 
e. Bidder’s Budget Spreadsheet and Budget Justification 
f. Other relevant information. 

 
2. In accordance with the above completion schedule and enclosed specifications, the Bidder 

hereby proposes to accomplish the work described above for a total of: [INSERT $] DOLLARS ($) 
a. This amount includes all applicable federal, state and city taxes. 
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APPENDIX B 

BIDDER’S BUDGET AND JUSTIFICATION SPREADSHEET 
 

DATE: [INSERT DATE] 
TO: AURA / CAS 

JOEL YACCARINO, CONTRACTS OFFICER 
CONTRACTS OFFICE 
950 N. CHERRY AVENUE 
P. O. BOX 26732 
TUCSON, AZ 85726-6732 

FROM: [INSERT LEGAL NAME OF CORPORATION, FIRM, OR INDIVIDUAL 
BIDDING] 
[INSERT BUSINESS ADDERSS] 

 
 TIME AND MATERIALS BREAKDOWN 
EQUIPMENT LIST: [LIST PROPOSED EQUIPMENT] 
EQUIPMENT PRICES:  [ITEMIZE EQUIPMENT PRICING] 
LABOR / ACTIVITIES: [LIST LABOR / ACTIVITIES BY ACTIVITY] 
LABOR / ACTIVITIES RATE: [PROVIDE LABOR / ACTIVITIES RATES] 
JUSTIFICATION [JUSTIFY MATERIAL COSTS AND LABOR RATES] 
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APPENDIX C 
REPRESENTATIONS AND CERTIFICATIONS 

 
DATE: [INSERT DATE] 
TO: AURA / CAS 

BRITTANY OCHS, CONTRACTS OFFICER 
CONTRACTS OFFICE 
950 N. CHERRY AVENUE 
P. O. BOX 26732 
TUCSON, AZ 85726-6732 

FROM: [INSERT LEGAL NAME OF CORPORATION, FIRM, OR INDIVIDUAL 
BIDDING] 
[INSERT BUSINESS ADDERSS] 

UEI # [INSERT NUMBER] 
FEDERAL EMPLOYEE ID # [INSERT NUMBER] 
SOCIAL SECURITY # [INSERT NUMBER] 
SAMS REGISTRATION ☐ YES ☐ NO (CHECK ONE) 

 
 

BY CHECKING THE APPROPRIATE BOXES AND / OR SIGNING, THE CONTRACTOR / BIDDER MAKES 
THE FOLLOWING REPRESENTATIONS AND CERTIFICATIONS:  

A. REGULAR DEALER AND / OR MANUFACTURER 
 
The Contractor / Bidder is (Check all that apply):  
☐  A Regular Dealer / Distributor of the item(s) offered 
☐  A Regular Manufacturer of the item(s) offered 

B. SMALL BUSINESS / SMALL DISADVANTAGED BUSINESS SUBCONTRACTING 
 

Pursuant to the terms of our Agreement with the Government and applicable Federal Procurement 
Regulations 1-1.701, AURA is required to maintain a Small Business and Small Disadvantaged Business 
Subcontracting Program. The Contractor / Bidder, is therefore requested to check the appropriate 
blocks below: 
 
Business Size (Check one): 

☐ Small  A domestic concern that is independently owned and operated, is not 
dominant in the field of its operations, qualifies under the criteria covering 
annual receipts set forth in Section 3 of the Small Business Act and does not 
employ more than 500 employees. 

☐ Large  A domestic concern which, including domestic and foreign divisions and 
affiliates, normally employs 500 or more persons, is independently or publicly 
owned or controlled and operated, and which may be a division of another 
domestic or foreign concern. 
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Business Size (Check all that apply): 

☐ Minority  51% of business or stock is owned by one or more socially and economically 
disadvantaged individuals and whose management and daily business 
operations are controlled by one more of such individuals. 

 

Socially and economically disadvantaged individuals including Black 
Americans, Hispanic Americans, Native Americans, Asian-Pacific Americans, 
Asian-Indian Americans and other minorities, or any other individual found 
to be disadvantaged pursuant to Section 8(a) of the Small Business Act. 

Native Americans include American Indians, Eskimos, Aleuts, and native 
Hawaiians. Asian-Pacific Americans includes U. S. citizens whose origins are 
Guam, the U. S. Trust Territories of the Pacific, Northern Marianas, Laos, 
Cambodia, and Taiwan. 

For assistance in determining your business size and socially and economically 
disadvantaged status, contact the nearest office of the Small Business 
Administration. 

☐ Woman-Owned A business that is at least 51% owned, controlled, and operated by a woman 
or women.  

Note: “Controlled” is defined as exercising the power to make policy 
decisions. “Operated” is defined as actively involved in the day-to-day 
management. 

☐ Non-Profit A business or organization that has received non-profit status under IRS 
Regulation 501(c)(3). 

☐ Public                    An agency of the Federal or State Government Sector or municipality.  

☐ Sheltered A sheltered workshop or other equivalent business basically employing the 
handicapped.  

☐ Handicapped A business that is owned, controlled, and operated by a handicapped 
person(s).  

☐ Foreign A concern which is not incorporated in the United States or an unincorporated 
concern having its principal place of business outside the United States. 

 
Business Status for IRS Reporting Requirements (Check one): 

☐ Corporation  A business entity that is registered with a state in the United States as a 
corporation, including non-profit corporations but excluding professional 
corporations. 

☐ Other  An individual, or other business entity that is not a registered corporation.  
This includes corporations, independent contractors, partnerships, and the 
like. 
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 UEI # [INSERT NUMBER] 
FEDERAL EMPLOYER ID # [INSERT NUMBER] 
SOCIAL SECURITY # [INSERT NUMBER] 
SAMS REGISTRATION ☐ YES ☐ NO (CHECK ONE) 

 
WARNING: Failure to provide this information may require that we withhold 20% of your payments 

and may result in fines imposed by the IRS. 

C. DEBAREMENT / SUSPENSION STATUS 
 

Contractor certifies to the best of its knowledge and belief that it and its principals: 
 

a. are not presently debarred, suspended, proposed for debarment, declared ineligible, or 
voluntarily excluded from a covered transaction by any Federal department or agency; 
 

b. have not within a three year period preceding this proposal been convicted of or had a civil 
judgment rendered against them for commission of fraud or a criminal offense in connection 
with obtaining, attempting to obtain, or performing a public (Federal, state or local) transaction 
or contract under a public transaction; violation of Federal or state antitrust statutes or 
commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, 
making false statements, or receiving stolen property; 

 
c. are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 

(federal, State, or local) with commission of any of the offenses enumerated in paragraph b of 
this certification; and 

 
d. have not within a three-year period preceding this proposal for bid had one or more public 

transactions (Federal, state, or local) terminated for cause or default. 
 

The Contractor agrees to provide immediate notice to the AURA Contracting Officer in the event of 
being suspended, debarred, or declared ineligible by any department or Federal Agency, or upon 
receipt of a notice of proposed debarment that is received after the submission of the bid or offer, 
but prior to the award of the purchase order or contract. 
 

 
 
CERTIFICATION 
Contractor certifies or affirms the truthfulness and accuracy of each statement of its certification and 
disclosure, if any. In addition, contractor understands and agrees that the provisions of 31 U.S.C. 
A3801 et seq., apply to this certification and disclosure, if any. 
________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 
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D. QUALIFICATION OF CORPORATE SIGNATURE 
 
To be completed if Contractor is a corporation. 
 

[INSERT CORPORATION NAME] incorporated in the state (country) of [INSERT STATE AND COUNTRY], 
RESOLVE THAT: [INSERT NAME AND TITLE] of this corporation is hereby authorized, empowered and 
directed, for and on behalf of this corporation and its corporate name, to make and execute bids, 
offers and contracts binding upon this corporation for supplies and services required or rendered by 
this corporation in the course of this business in an amount up to: [INSERT ALFA DOLLAR AMOUNT] 
DOLLARS ($INSERT NUMERICAL DOLLAR AMOUNT). 
 
CERTIFICATION 
I hereby certify that I am a duly elected and qualified [INSERT TITLE], of the corporation, that the 
foregoing is a true and correct statement of a resolution adopted at a meeting of the Board of Directors 
of said corporation, and that the foregoing resolution is in full force and effect and has not been 
repealed, amended, or canceled. 
 
IN WITNESS WHEREOF I have hereunto set my hand on behalf of said corporation. 

________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 

E. QUALIFICATION OF LIMITED LIABILITY SIGNATURE 
 

To be completed if Contractor is a limited liability company. 
 

[INSERT LIMITED LIABILITY NAME] organized in the state (country) of [INSERT STATE AND COUNTRY], 
RESOLVE THAT: [INSERT NAME AND TITLE], of this limited liability company is hereby authorized, 
empowered and directed, for and on behalf of this corporation and this limited liability company and 
its limited liability name, to make and execute bids, offers and contracts binding upon this limited 
liability company for supplies and services required or rendered by this limited liability company in the 
course of this business in an amount up to: [INSERT ALFA DOLLAR AMOUNT] DOLLARS ($INSERT 
NUMERICAL DOLLAR AMOUNT). 
 
________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 
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F. BYRD ANTI-LOBBYING AMENDMENT CERTIFICATION 
 

Contractor certifies, to the best of its knowledge and belief that: 
a. No federal appropriated funds have been paid or will be paid, by or on behalf of the 

undersigned, to any person for influencing or attempting to influence an officer or employee 
of an agency, a Member of Congress, an officer or employee of congress, or an employee of 
a Member of congress in connection with the awarding of any Federal contract, the making 
of any Federal grant, the making of any Federal loan, the entering into of any cooperative 
agreement, and the extension, continuation, renewal, amendment, or modification of any 
Federal contract, grant, loan or cooperative agreement. 

 
b. If any funds other than Federal appropriated funds have been paid or will be paid to any person 

for influencing or attempting to influence an officer or employee of any agency, a Member 
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with this Federal contract, grant, loan, or cooperative agreement, the 
undersigned shall complete and submit Standard Form LLL, "Disclosure of Lobbying 
Activities," in accordance with its instructions to the [as amended by "Government wide 
Guidance for New Restrictions on Lobbying, "61 Fed. Reg. 1413 (1/19/96). Note Language in 
paragraph (2) herein has been modified in accordance with Section 10 of the lobbying 
disclosure Act of 1995 (P.L. 104-65, to be codified at 2 U.S. C. 1601 et seq.)]. 

 
c. Contractor shall require that the language of this certification be included in the award 

documents for all sub-awards at all tiers including subcontracts, sub-grants, and contracts 
under grants, loans, and cooperative agreements and that all sub-recipients shall certify and 
disclose accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when this 
transaction was made or entered into. Submission of this certification is a prerequisite for making or 
entering into this transaction imposed by 31 U.S.C. § 1352 (as amended by the Lobbying Disclosure 
Act of 1995). Any person who fails to file the required certification shall be subject to a civil penalty of 
not less than $10,000 and not more than $100,000 for each such expenditure or failure. 

 
CERTIFICATION 
To be signed if Bid or offer exceeds $100,000.00. 
Contractor certifies or affirms the truthfulness and accuracy of each statement of its certification and 
disclosure, if any. In addition, contractor understands and agrees that the provisions of 31 U.S.C. 
A3801 et seq., apply to this certification and disclosure, if any. 
________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 
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G. CONFLICTS OF INTEREST CERTIFICATION 
 

a. Contractor warrants that to the best of its knowledge and belief, and except as otherwise 
disclosed, it does not have any organizational conflict of interest which is defined as a situation 
in which the nature of the work under a proposed contract and the prospective contractor’s 
organizational, financial, contractual, or other interest are such that: 

 
I. Award of the Contract may result in or be the result of an unfair competitive 

advantage; 
 

II. The Contractor’s objectivity in performing the contract work may be impaired; or 
 

III. That the Contractor has disclosed all relevant information and requested AURA to make a 
determination with respect to this Contract. 

 
b. Contractor agrees that if, after award, it discovers an organization conflict of interest with 

respect to this Contract, it shall make an immediate and full disclosure in writing to the AURA 
Contracts Officer which shall include a description of the action which the Contractor has taken 
or intents to take to eliminate or neutralize the conflict. The AURA Contracts Officer may, 
however, terminate the contract for the convenience of AURA, if it would be in the best 
interests of AURA to do so. 

 
c. In the event the Contractor was aware of an organization conflict of interest before the award 

of this contract and intentionally did not disclose the conflict to the AURA Contracts Officer, the 
AURA Contracts Officer may terminate the Contract for default. 

 
d. Contractor shall require a conflict of interest disclosure or representation from subcontractors 

and consultants who may be able to influence the advice or assistance rendered to AURA and 
shall include any necessary provisions to eliminate or neutralize conflicts of interest in such 
consultant agreements or subcontracts involving performance of work under this Contract. 

 
Contractor declares under penalty of perjury that all statements and information contained in this 
document and any accompanying documents are true and correct, with full knowledge that all 
statements made in this document and any accompanying documents are subject to investigation 
and that any false or dishonest answer to any question may be grounds for disqualification from this 
solicitation or termination of any award and expose me and the represented organization to both civil 
and criminal liability. 
 
________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 
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H. DECLARATION  
 

Contractor declares under penalty of perjury that all statements and information contained in this 
document and any accompanying documents are true and correct, with full knowledge that all 
statements made in this document and accompanying documents are subject to investigation and 
that any false or dishonest answer to any question may be grounds for disqualification from this 
solicitation and expose me and the represented organization to both civil and criminal liability. 
 
________________________________________________ 
[INSERT NAME AND TITLE] 
________________________________________________ 
[SIGNATURE OF AUTHORIZED REPRESENTATIVE AND DATE] 
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