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OFFEROR’S RFP CHECKLIST 
The 10 Most Critical Things to Keep in Mind When Responding to an RFP for GVB 

 

 
1. _____ 

Read the entire document. Note critical items such as: mandatory requirements; 
supplies/services required; submittal dates; number of copies required for submittal; 
contract requirements.  

 
2. _____ 

Note the procurement officer’s name, address, phone numbers, and e-mail 
address. This is the only person you are allowed to communicate with regarding the 
RFP and is an excellent source of information for any questions you may have. \ 

 
3. _____ 

Attend the pre-proposal conference if one is offered. These conferences provide an 
opportunity to ask clarifying questions, obtain a better understanding of the project, 
or to notify GVB of any ambiguities, inconsistencies, or errors in the RFP. 

 
 
4. _____ 

Take advantage of the “question and answer” period. Submit your written 
questions to the procurement officer by the due date listed in the Schedule of Events 
and view the answers given. Should an addendum be required, GVB will issue a 
formal “addendum” for the RFP. All addenda issued for an RFP are posted on GVB’s 
website. 

 
5. 

_____ 

Follow the format required in the RFP when preparing your response. Provide point-
by-point responses to all sections in a clear and concise manner.  Submitted 
proposal must signed by the person authorized to bind/contract (see page 2 of this 
RFP). 

 
 
6. _____ 

Provide complete answers/description. Read and answer all questions and 
requirements. Don’t assume GVB or evaluation committee will know what your 
company capabilities are or what items/services you can provide, even if you have 
previously contracted with GVB. The proposals are evaluated based solely on the 
information and materials provided in your response. 

7. 
_____ 

Use the forms provided, i.e., cover page, “ALL” Affidavit forms, etc. – NOTE:  all 
affidavits must be notarized. 

 
 
8. 

_____ 

Check the GVB website for RFP addenda. Before submitting your response, check 
the GVB website at www.guamvisitorsbureau.com to see whether any addenda were 
issued for the RFP. If so, you must submit a signed copy of the addendum for each 
addendum issued along with your RFP response. 

 
 
9. 

_____ 

Review and read the RFP document again to make sure that you have addressed all 
requirements. Your original response and the requested copies must be identical and 
be complete. The copies are provided to the evaluation committee members and will 
be used to score your response. 

 
10. _____ 

Submit your response on time. Note all the dates and times listed in the Schedule of 
Events and within the document and be sure to submit all required items on time. 
Late proposal responses are never accepted. 

This checklist is provided for assistance only and should not be submitted with the Offeror’s Response. 



SCHEDULE OF EVENTS 

 

    *GVB response will be provided directly to all  
    registered participants via email and posted on  
    www.guamvisitorsbureau.com. 
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AFFIDAVITS 

1 ~ 7 

 
 

 1: Affidavit Disclosing Ownerships and Commissions 

 2: Affidavit re Non-Collusion 

 3: Affidavit re No Gratuities or Kickbacks 

 4: Affidavit re Ethical Standards 

 5: Declaration re Compliance with U.S. DOL Wage Determination 

 6: Affidavit re Contingent Fees 

 7: Restriction Against Contractors Employing Convicted Sex Offenders from 
Working at Government of Guam Venues 

 

  



1. AFFIDAVIT DISCLOSING OWNERSHIP and COMMISSIONS 
 

Name of Offeror Company:  ______________________________________ 
 
CITY OF ___________________ ) 
                                                ) ss 
COUNTRY_________________ ) 

 
A. I, the undersigned, being first duly sworn, depose and say that I am an authorized representative of 

the offeror and that [please check only one]: 
 
 [  ] The offeror is an individual or sole proprietor and owns the entire (100%) interest in the offering 

business. 
 
 [  ] The offeror is a corporation, partnership, joint venture, or association known as     
  [please state name of offeror company], and the persons, companies, partners, or joint venturers who 
  have held more than 10% of the shares or interest in the offering business during the 365 days 
  immediately preceding the submission date of the proposal are as follows [if none, please state]: 
 

 NAME    ADDRESS     % of Interest  
 
_____________________________ ____________________________  ___________ 
 
_____________________________ ____________________________  ___________ 
 
     TOTAL NUMBER OF SHARES   ___________  
 
B. Further, I say that the persons who have received or are entitled to receive a commission, gratuity 

or other compensation for procuring or assisting in obtaining business related to the bid or proposal 
for which this affidavit is submitted are as follows [if none, please so state]: 

 
 NAME    ADDRESS    Compensation 
 
___________________________ _________________________  ________ 
 
C. If the ownership of the offering business should change between the time this affidavit is made and 

the time an award is made or a contract is entered into, then I promise personally to update the 
discloser required by 5 GCA §5233 by delivering another affidavit to the government.  

 
Date:_____________________   _________________________________________ 
      Signature of one of the following:  
       Offeror, if the offeror is an individual;   
       Partner, if the offeror is a Partnership;  
       Officer, if the bidder is a Corporation. 

 
Subscribed and sworn to before me this________ day of ______________, __________  
       
      _____________________________________ 
      Notary Public       
      My Commission Expires _________________ 
(AG Procurement Form 002 (Rev. Nov. 17, 2005) 



2. AFFIDAVIT re NON-COLLUSION 
 
 

Name of Offeror Company:  ______________________________________ 
 

 
CITY OF ___________________) 
                                               ) ss 
COUNTRY_________________ ) 

 
    [state name of affiant signing below], being first duly sworn, deposes 
and says that: 
 
 1.  The name of the offering company or individual is [state name of company]  
   . 
 
 2.  The proposal for the solicitation identified above is genuine and not collusive or a sham. 
The offeror has not colluded, conspired, connived or agreed, directly or indirectly, with any other 
offeror or person, to put in a sham proposal or to refrain from making an offer.  The offeror has not 
in any manner, directly or indirectly, sought by an agreement or collusion, or communication or 
conference, with any person to fix the proposal price of offeror or of any other offeror, or to fix any 
overhead, profit or cost element of said proposal price, or of any other offeror, or to secure any 
advantage against the government of Guam or any other offeror, or to secure any advantage 
against the government of Guam or any person interested in the proposed contract.  All statements 
in this affidavit and in the proposal are true to the best of the knowledge of the undersigned.  This 
statement is made pursuant to 2 GAR Division 4 § 3126(b).  
 
 3.  I make this statement on behalf of myself as a representative of the offeror, and on 
behalf of the offeror’s officers, representatives, agents, subcontractors, and employees.  
 
 
Date:_____________________   _________________________________________ 
      Signature of one of the following:  
       Offeror, if the offeror is an individual;   
       Partner, if the offeror is a Partnership;  
       Officer, if the bidder is a Corporation. 
 
 
Subscribed and sworn to before me this________ day of ______________, __________  
  
       
      _____________________________________ 
      Notary Public       
      My Commission Expires _________________ 
(AG Procurement Form 002 (Rev. Jul. 12, 2010) 



3. AFFIDAVIT re NO GRATUITIES or KICKBACKS 
 
 

Name of Offeror Company:  ______________________________________ 
 
CITY OF ___________________) 
                                               ) ss 
COUNTRY_________________ ) 

 
     [state name of affiant signing below], being first duly sworn, 
deposes and says that: 
 
 1.  The name of the offering firm or individual is [state name of offeror/company] 
 ____________   .  Affiant is _______________________  [state one 
of the following: the offeror, a partner of the offeror, an officer of the offeror] making the foregoing 
identified bid or proposal. 
 
 2.  To the best of affiant’s knowledge, neither affiant, nor any of the offeror’s officers, 
representatives, agents, subcontractors, or employees have violated, are violating the prohibition 
against gratuities and kickbacks set forth in 2 GAR Division 4 § 11107(e). Further, affiant promises, 
on behalf of offeror, not to violate the prohibition against gratuities and kickbacks as set forth in 2 
GAR, Division 4 § 11107(e). 
 
 3.  To the best of affiant’s knowledge, neither affiant, nor any of the offeror’s officers, 
representatives, agents, subcontractors, or employees have offered, given or agreed to give, any 
government of Guam employee or former government employee, any payment, gift, kickback, 
gratuity or offer of employment in connection with the offeror’s proposal.   
 
 4. I make these statements on behalf of myself as a representative of the offeror, and on 
behalf of the offeror’s officers, representatives, agents, subcontractors, and employees.  
 
 
             
      Signature of one of the following:  
       Offeror, if the offeror is an individual;   
       Partner, if the offeror is a Partnership;  
       Officer, if the bidder is a Corporation. 
 
Subscribed and sworn to before me this________ day of ______________, __________  
  
       
      _____________________________________ 
      Notary Public       
      My Commission Expires _________________   
 
(AG Procurement Form 004 (Rev. Jul. 12, 2010) 
  



4. AFFIDAVIT re ETHICAL STANDARDS 
 
 
 

Name of Offeror Company:  ______________________________________ 
 
 
CITY OF ___________________) 
                                               ) ss 
COUNTRY_________________ ) 

 
 

    [state name of affiant signing below], being first duly sworn, deposes 
and says that: 
 
The affiant is         [state one of the following: the offeror, 
a partner of the offeror, an officer of the offeror] making the foregoing identified bid or proposal. To 
the best of affiant’s knowledge, neither affiant nor any officers, representatives, agents, 
subcontractors or employees or offeror have knowingly influenced any government of Guam 
employee to breach any of the ethical standards set forth in 5 GCA Chapter 5, Article 11.  Further, 
affiant promises that neither he or she, nor any officer, representative, agent, subcontractor, or 
employee of offeror will knowingly influence any government of Guam employee to breach any 
ethical standards set forth in 5 GCA Chapter 5, Article 11.  These statements are made pursuant 
to 2 GAR Division 4 § 11103(b). 
 
 
             
      Signature of one of the following:  
       Offeror, if the offeror is an individual;   
       Partner, if the offeror is a Partnership;  
       Officer, if the bidder is a Corporation. 
 
 
Subscribed and sworn to before me this________ day of ______________, __________  
  
       
      _____________________________________ 
      Notary Public       
      My Commission Expires _________________ 
 
 
 
 
(AG Procurement Form 005 (Rev. Jul. 12, 2010) 



5. DECLARATION RE COMPLIANCE WITH U.S. DOL WAGE DETERMINATION 
 
 

Name of Offeror Company:  ______________________________________ 
 
I,        hereby certifies under penalty of perjury: 
 
(1) That I am _______________________________________[please select one: the offeror, 

a partner of the offeror, an officer of the offeror] making the bid or proposal in the foregoing 
identified procurement; 

 
(2) That I have read and understand the provisions of 5 GCA § 5801 and § 5802 which read: 
 
§ 5801. Wage Determination Established.  
In such cases where the government of Guam enters into contractual arrangements with a sole 
proprietorship, a partnership or a corporation (‘contractor’) for the provision of a service to the government 
of Guam, and in such cases where the contractor employs a person(s) whose purpose, in whole or in part, 
is the direct delivery of service contracted by the government of Guam, then the contractor shall pay such 
employee(s) in accordance with the Wage Determination for Guam and the Northern Mariana Islands issued 
and promulgated by the U.S. Department of Labor for such labor as is employed in the direct delivery of 
contract deliverables to the Government of Guam.  
 
The Wage Determination most recently issued by the U.S. Department of Labor at the time a contract is 
awarded to a contractor by the government of Guam shall be used to determine wages, which shall be paid 
to employees pursuant to this Article.  Should any contract contain a renewal clause, then at the time of 
renewal adjustments, there shall be made stipulations contained in that contract for applying the Wage 
Determination, as required by this Article, so that the Wage Determination promulgated by the U.S. 
Department of Labor on a date most recent to the renewal date shall apply.  
 
§ 5802. Benefits.  
In addition to the Wage Determination detailed in this Article, any contract to which this Article applies shall 
also contain provisions mandating health and similar benefits for employees covered by this Article, such 
benefits having a minimum value as detailed in the Wage Determination issued and promulgated by the U.S. 
Department of Labor, and shall contain provisions guaranteeing a minimum of ten (10) paid holidays per 
annum per employee. 
 

(3) That the Offeror is in full compliance with 5 GCA § 5801 and § 5802, as may be applicable 
to the procurement referenced herein; 
 
(4) That I have attached the most recent wage determination applicable to Guam issued by 

the U.S. Department of Labor. 
 
           
      ___________________________________ 
      Signature        Date 
 
(AG Procurement Form 006 (Rev. Feb. 16, 2010) 



6. AFFIDAVIT re CONTINGENT FEES 
 
 

Name of Offeror Company:  ______________________________________ 
 
CITY OF ___________________) 
                                               ) ss 
COUNTRY_________________ ) 

 
    [state name of affiant signing below], being first duly sworn, deposes 
and says that: 
 
 1.  The name of the offering company or individual is [state name of company]   
   . 
 
 2.  As a part of the offering company’s bid or proposal, to the best of my knowledge, the 
offering company has not retained any person or agency on a percentage, commission, or other 
contingent arrangement to secure this contract.  This statement is made pursuant to 2 GAR 
Division 4 11108(f).  
 
 3.  As a part of the offering company’s bid or proposal, to the best of my knowledge, the 
offering company has not retained a person to solicit or secure a contract with the government of 
Guam upon an agreement or understanding for a commission, percentage, brokerage, or 
contingent fee, except for retention of bona fide employees or bona fide established commercial 
selling agencies for the purpose of securing business.  This statement is made pursuant to 2 GAR 
Division 4 11108(h). 
 
 4.  I make these statements on behalf of myself as a representative of the offeror, and on 
behalf of the offeror’s officers, representatives, agents, subcontractors, and employees.   
 
 
              
      Signature of one of the following: 
       Offeror, if the offeror is an individual. 
       Partner, if the offeror is a partnership. 
       Officer, if the offeror is a corporation. 
 
Subscribed and sworn to before me this________ day of ______________, __________  
  
      _____________________________________ 
      Notary Public       
      My Commission Expires _________________ 
 
 
(AG Procurement Form 007 (Rev. Jul. 15, 2010) 



7. AFFIDAVIT RE RESTRICTION AGAINST CONTRACTORS EMPLOYING CONVICTED SEX 
OFFENDERS FROM WORKING AT GOVERNMENT OF GUAM VENUES 

 
 
Name of Offeror Company:  ______________________________________ 
 
CITY OF ___________________) 
                                               ) ss 
COUNTRY_________________ ) 
 
 

________________________________, being first duly sworn, is __________________________ 
               (NAME OF PERSON)      PLEASE STATE “INDIVIDUAL”  
 

__________________________________________________________________  of ____________________________ 

IIF SOLE PROPRIETOR; “PARTNER” IF A PARTNERSHIP; OR “OFFICER” OF A CORPORATION)                           (NAME OF OFFEROR  

 
_____________________________________.  TEL: ____________________ 
 (MAILING ADDRESS)      (TELEPHONE NUMBER) 

 
and a duly authorized representative of said offeror on whose behalf this affidavit is being submitted. Said 
offeror has affirms that he/she has read and understands the provisions of 5 GCA, CHP 5 §5253 
RESTRICTION AGAINST CONTRACTORS EMPLOYING CONVICTED SEX OFFENDERS FROM 
WORKING AT GOVERNMENT OF GUAM VENUES. 
 
The offeror understands that: 
 

(1)  No person convicted of a sex offense under the provisions of Chapter 25 of Title 9 Guam Code Annotated, or an 
offense as defined in Article 2 of Chapter 28, Title 9 GCA in Guam, or an offense in any jurisdiction which includes, 
at a minimum, all of the elements of said offenses, or who is listed on the Sex Offender Registry, and who is 
employed by a business contracted to perform services for an agency or instrumentality of the government of 
Guam, shall work for his employer on the property of the government of Guam other than a public highway. 

 

Further, the offeror represents: 
 

(1)  that no person providing services on behalf of the contractor has been convicted of a sex offense under the 
provisions of Chapter 25 of Title 9 GCA or an offense as defined in Article 2 of Chapter 28, Title 9 GCA, or an 
offense in another jurisdiction with, at a minimum, the same elements as such offenses, or who is listed on the Sex 
Offender Registry; and;  

 
(2)  that if any person providing services on behalf of the contractor is convicted of a sex offense under the provisions 

of Chapter 25 of Title 9 GCA or an offense as defined in Article 2 of Chapter 28, Title 9 GCA or an offense in 
another jurisdiction with, at a minimum, the same elements as such offenses, or who is listed on the Sex Offender 
Registry, that such person will be immediately removed from working at said agency and that the administrator of 
said agency be informed of such within twenty-four (24) hours of such conviction. 

  
 

             
      Signature 

 
Subscribed and sworn to before me this________ day of ______________, __________  
  
      _____________________________________ 
      Notary Public       

    My Commission Expires _________________ 



APPENDIX B 
GVB RFP 2021-008 

TOUR GUIDE PROGRAM COORDINATOR  

[PROVIDE THIS PPQ TO THOSE ON YOUR PROJECT REFERENCES. REQUEST THAT THEY COMPLETE 
AND SUBMIT DIRECTLY TO GVB ON OR BEFORE THE DEADLINE FOR THIS PROCUREMENT.] 

 
COMPANY NAME: _____________________________ 

      [PLEASE CLEARLY TO IDENTIFY THE COMPANY THIS PPQ IS REFERENCING] 

 
COMPLETE AND RETURN QUESTIONNAIRE BY EMAIL TO  

procurement@visitguam.org 
 

CONTACT DETAILS OF PERSON COMPLETING THIS QUESTIONNAIRE: 
 
Name:__________________________  Telephone Number: ___________________ 

 
Title: ___________________________ Email Address: _______________________ 
 
Name of your company/organization: ______________________________________ 
 
1. Please briefly describe the type of services performed for your organization by the 
 COMPANY. (Name of project, types of services performed -- analysis, training, 
 technical support, etc.): 
 
Comment:____________________________________________________________________
_____________________________________________________________________________ 

 
2.  Were any unique techniques or tools employed for the delivery of the services?  Were 

the tools/techniques employed effectively? 
 

Comment:____________________________________________________________________
_____________________________________________________________________________ 
 
3. How would you rate the COMPANY’S ability to learn/understand your organization or the 

project needs/requirements? 
 
 ___ Excellent       (Score 10 points)  

  ___ Very Good     (Score 8 points)  
  ___ Good  (Score 5 points) 
  ___ Poor  (Score 0 points) 
 
4. How would you rate the COMPANY’S knowledge and experience in providing the 

requested technical services? 

mailto:procurement@visitguam.org


 
 ___ Excellent       (Score 10 points)  

  ___ Very Good     (Score 8 points)  
  ___ Good  (Score 5 points) 
  ___ Poor  (Score 0 points) 
 
5. How would you rate the COMPANY’S ability to identify and recommend resolutions to 

problems or issues? 
 
___ Identified and recommended quickly  (Score 10 points) 
___ Identified and recommended slowly  (Score 8 points) 

 ___ Identified but not recommended   (Score 5 points)  
 ___ Were ignored     (Score -0 points) 
 
6. How would you rate the overall quality of the COMPANY’S technical services? 

 
 ___ Excellent       (Score 10 points)  

  ___ Very Good     (Score 8 points)  
  ___ Good  (Score 5 points) 
  ___ Poor  (Score 0 points) 
 
7. Do you recall the name(s) of the COMPANY’S employees who performed services under 

your contract? If so, please provide names below. 
 
Comment:____________________________________________________________________
_____________________________________________________________________________ 
 
8. Overall Performance:  On a scale of 0 to 10, how would you rate the COMPANY’S 
 OVERALL PERFORMANCE?  (Score based upon # of points – 10 points max) 
 
  ___ Excellent       (Score 10 points)  
  ___ Very Good     (Score 8 points)  
  ___ Good  (Score 5 points) 
  ___ Poor  (Score 0 points) 
 
9.  Would you enter into a contract with this COMPANY again?  If not, why? 
 
Comment:____________________________________________________________________
_____________________________________________________________________________ 
 
10. Are you aware of any other company or organization this COMPANY has done work for?  

If so, do you have a contact name and phone number? 
 
Name: ________________________   Phone Number: ______________ 
 



Other contact information: ____________________________________ 
 
11. Do you have any additional comments that might assist us in evaluating the Bidder’s past 

performance? 
  
Comment:____________________________________________________________________
_____________________________________________________________________________ 
 

PLEASE RETURN COMPLETED QUESTIONNAIRE BY EMAIL 
ON or BEFORE 5:00 PM ChST 

on March 26, 2021 to procurement@visitguam.org. 

Thank you for your cooperation. 
 

mailto:procurement@visitguam.org

