BUYERS GUIDE FOR [INSERT TITLE OF GOOD OR SERVICE]
  Security Cameras Procurement Reference Sheet
Updated 7/28/2022
 WHAT IS AVAILABLE
DAS PS on behalf of DAS Enterprise Asset Management (EAM) (via an Emergency Declaration) performed a Request for Quote/Best Value Analysis (RFQ/BVA) process, for EAM only. DAS PS utilized the state’s existing Statewide Wiring – Low Voltage Structured Wiring, Outside Plant & Coordination Services. EAM has identified Vivotek cameras for their building security cameras system. It will include maintenance, support, and training. Attached is a sample quote received from the vendor for those items. It could be that the actual purchase will result in some, if not all, of the items listed.


Note: Authorized Purchaser for your agency should perform an RFQ/BVA process that satisfies the requirements of your agency. Please refer to the attached buyers guide below for additional details.
 WHERE TO BUY
[bookmark: _Hlk100566844]THIS PURCHASE CAN BE PLACED AGAINST THE MASTERS SERVICES AGREEMENTS 0589, 0588, AND 0587 ENTERED INTO BY THE STATE OF OREGON. FOR FULL PRICE AGREEMENT DETAILS, PLEASE VISIT THE OREGONBUY’S LINK BELOW. 
	CONTRACTOR
	OREGOBUYS 
Link to Master Agreement
	CONTACT
	EMAIL
	PHONE #

	Integrated Solutions, LLC
	0589
	Marty Sockolov
	Martys@integratedsolutionsnw.com
	(503) 576-0327 ext-2080

	T1 Constructions
	0588
	Tim Beltz
	timbeltz@tribal.one
	(970) 219-5442

	IES Communications
	0587
	Josh Thoune
	Josh.thoune@iescomm.com
	(360) 921-5802


 HOW TO BUY, Approval and Ordering Process
1. Please refer to the attached buyers guide for questions regarding “How to Buy”. 


2. Please note that the Vivotek Security Cameras have integrated software that is built into the NVR; therefore, it does not have a dedicated end user license agreement. This software cannot be purchased outside of the NVR. DASPS worked with Enterprise Information Services (EIS), Cyber Security Services (CSS), and the Department of Justice (DOJ) to obtain review and approval of these cameras without a negotiated End User License Agreement. However, an agency that wishes to use the Vivotek camera products must satisfy, in consultation with CSS where appropriate, that the products are suitable for the agency’s intended use. 

The Information Technology Investment Oversight Policy 107-004-130 remains applicable for this investment.
3. Service Order Form Template:
Attached is the mandatory use service order form template.


Note:  Authorized Purchasers must run a RFQ/BVA which is described in Section 8.6 of the contract.  The RFQ/BVA process is further explained in the attached Buyer’s Guide. 
 QUESTIONS CONTRACT ADMINISTRATOR:
DAS PS – Rachel Smith, IT Procurement Strategist
Phone: (971) 707-0263
Email: rachel.r.smith@das.oregon.gov



Page 6 of 6
image1.emf
15651803.pdf


15651803.pdf


RECIPIENT:


Oregon DAS
TBD
Silverton, Oregon


Estimate #620


Sent on __________________


Job: Job


Total $6,681.00


PRODUCT / SERVICE DESCRIPTION QTY. UNIT
PRICE


TOTAL


Scope pricing example for future orders 1 $0.00 $0.00


DAS Contract Voice and
Data Cabling Labor Tech 1


Cabling infrastructure installation labor Oregon
DAS Contract, Journeyman


1 $107.15 $107.15


DAS Contract Voice and
Data Cabling Trip Charge


DAS Contract Voice and Data Cabling Trip Charge 1 $40.82 $40.82


Low Voltage Service Labor Low Voltage Installation/Service
(Outside of DAS contract)


1 $125.00 $125.00


Trip Service call
(outside of DAS contract)


1 $40.00 $40.00*


NS9521 Vivotek 32 Ch NVR  Vast 2 station 1 $2,147.00 $2,147.00


Miscellaneous ND9425P 16 channel NVR 8 k Vast 2 1 $969.23 $969.23*


Miscellaneous 4 TB Purple Drive 1 $140.00 $140.00*


Miscellaneous 2 TB Purple Drive 1 $99.00 $99.00*


Miscellaneous 8 TB Purple Drive 1 $314.00 $314.00*


Single Cat 6 Drop Provide and install singe Cat 6 cable and jack and
terminate.
Standard install


1 $225.00 $225.00


24 port POE switch Trendnet TPE-224WS 24 port+2 POE switch,
unmanaged (or equal).


1 $591.90 $591.90


Miscellaneous Trendnet TPE-216WS 16 port+2 POE switch,
unmanaged (or equal).


1 $556.90 $556.90*


2 MP 3.6 MM Camera Vivotek 5 MP H.265, 30 M IR, 3.6 Indoor/Outdoor
Dome Camera


1 $250.00 $250.00


5 MP Outdoor Bullet
Camera


Vivotek 5 MP Outdoor Bullet Camera w/IR and
WDR


1 $280.00 $280.00


Miscellaneous APC SMC1000-2UC rack mount 1000Va UPS 1 $795.00 $795.00*
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PRODUCT / SERVICE DESCRIPTION QTY. UNIT
PRICE


TOTAL


Covid-19 Disclaimer Please note that due to current volatile pricing and
product availability, material costs and availability
may change. If pricing fluctuates more that 10%
prior to material purchase, Integrated reserves the
right and Customer agrees to renegotiate material
pricing. Integrated also reserves the right to
substitute items for a similar or better quality
product. And that customer agrees not to hold
Integrated responsible for any material
unavailability due to market shortcomings.


1 $0.00 $0.00


* Non-taxable


This quote is valid for the next 30 days, after which values may be subject to
change.


Total $6,681.00
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BUYERS GUIDE FOR [INSERT GOOD OR SERVICE DESCRIPTION]

[image: Picture]BUYER’S GUIDE 

Integrated Solutions MSA #0589

IES Communications, LLC. MSA #0587

T1 Construction, LLC. MSA #0588

 

Statewide Wiring – Low Voltage Structured Wiring,

Outside Plant & Coordination Services

Version [3.0] dated 06/08/2021(Before ordering, check ORPIN for the latest version)

	

	PRICE AGREEMENT DESCRIPTION:

[bookmark: _Hlk37668413]These Statewide Master Services Agreements (MSA)(s) were the result of RFP # DASPS-1620-20 issued 8/4/2020.  The State sought to establish Master Services Agreement(s) (MSA)(s) for low voltage structured wiring (including voice, data, video, audio visual), outside plant, goods, equipment, and related services.  These MSA(s) may be used by agencies of the State of Oregon and the Oregon Cooperative Purchasing Program (ORCPP) (Collectively “Authorized Purchasers”).

	

	WHAT CAN BE PURCHASED USING THESE MASTER AGREEMENTS?

See Exhibit A, Description of Services for additional information. The following category(ies) of Services are available under these MSAs:  

Category I: 	Low voltage structured wiring and related goods and equipment (including voice, data, video audio visual).  *See MSA’s for Integrated Solutions, T1 Construction, IES Communications 

Category II:  	Outside plant services, and related goods and equipment.  *See MSA’s for IES Communications

Category III: 	Coordination services.  *See MSA’s for Integrated Solutions and IES Communications

*Not all contractors bid on, or were awarded, all 3 categories.  See above listed under each category. 



   PRIMARY CONTACTS

		State Contract Administrators

		Title

		Email Address

		PHONE #



		Rachel Smith*

		State Procurement Analyst, DAS Procurement Services, IT Business Center

		rachel.r.smith@oregon.gov 

		(971) 707-0263



		Oscar Parsons

		EIS Shared Services, Program Manager

		oscar.parsons@oregon.gov 

		(503) 378-8054



		Cathy Prinzing

		EIS Shared Services,

Sr. Telecommunications Analyst

		cathy.prinzing@oregon.gov

		(503) 373-7040





*NOTE: State Agencies can contact the DAS Contract Administrator listed above for questions and assistance.  



		CONTRACTORS

		CONTACT

		EMAIL

		PHONE #



		IES Communications  #0587

9500 SW Tualatin Sherwood Rd 

Tualatin, OR 97062

		Josh Thoune, State Account Manager

		Josh.thoune@iescomm.com

		(360) 921-5802



		Integrated Solutions  #0589

7495 Davidson Rd Independence, OR 97351

		Mindy Malone

		mindy@integratedsolutionsnw.com

		(541) 485-7545



		T1 Construction  #0588

3201 Tremont Ave

North Bend, OR 97459



		Tim Beltz, 

Program Manager

		timbeltz@tribal.one

		(970) 219-5442





SPECIAL ORDERING INSTRUCTIONS:

1. Review the services available. See Exhibit A to MSA. You can find a detailed breakdown of services in Exhibit A- Description of Services. 

2. Review Contractors Rates in Attachment A-1, Pricing.  Consult each Contractor’s MSA for their specific hourly rates, travel expenses, etc.  

3. Complete Exhibit B, Service Order Contract Form. Authorized Purchasers must order Services according to Section 8 of the MSA.  Section 8.1 of the MSA identifies the following information needed when requesting a quote:

	Authorized Purchaser must submit a request for quote to all MSA holders providing the requested category of Service *(unless the order is under $10,000).  The request for quote must include:

· Authorized Purchaser name and contact information

· Request date

· Due date(s) for required Service

· Service Description, including

· Description – brief description of Services to be installed;

· Service Location – the location(s) where Services are to be installed;

· Quantity – the amount or level of Service; 

· Remote circuit – the remote circuit for Service (if applicable);

· Site contact(s) – the contact information for each location (if applicable);

· Critical Services notice –whether the Services are “Critical Services”;

· Whether Authorized Purchaser will seek E-Rate funding

· Classification of level of data Contractor may have access to or be exposed to[footnoteRef:1] [1:  Classification of data is set forth in: Statewide Asset Classification Policy 107-004-050 available at https://www.oregon.gov/das/Policies/107-004-050.pdf
] 


· Description of Authorized Purchaser’s network access, facility access, security policies,  procedures, and standards.

· Other special considerations

· If Coordination Services are requested as part of the quote 



*Ordering under $10,000 can be done by direct award to a MSA holder.  Orders $10,001 and over: Agency should utilize a Best Value Analysis (Section 8.6 of MSA) between all Oregon MSA’s to determine which Contractor to select. If Authorized Purchaser requires Certified Payroll information, they need to include in the Request for Quote for each Service Order. 

4.  Security considerations: Authorized Purchaser shall make its security and access policies, rules, procedures, and regulations, available to Contractor prior to commencement of Services for Authorized Purchaser under this MSA or a Service Order Contract.  State Agencies can contact DAS Cyber Security Services to obtain additional guidance and requirements for their specific Service Order. ESO.info@oregon.gov 

5. ORCPP Members should follow Procurement rules and guidelines mandated for your organization. 



UNIQUE CONSIDERATIONS OR HIGHLIGHTS OF MASTER AGREEMENT[S]:

See ORPIN/ORBuys for latest Contract, Amendments and Exhibits. Authorized Purchaser should review notice provisions of Service Order Award in Section 8.6 as well as  Indemnification and Insurance coverage

HELPFUL LINKS:  See attached MSA Service Order documents. 







































EXHIBIT B

SERVICE ORDER CONTRACT FORM



Master Services Agreement #_____			   Services Order Contract #_____ 



This Service Order Contract #_____ (“Service Order” or “Contract”) is entered between       (“Authorized Purchaser” or “AP”)  and        (“Contractor) and is subject to and hereby incorporates by this reference all of the terms and conditions contained in Master Services Agreement #XXXX between the Department of Administrative Services (“DAS PS”) and Contractor effective XXXX, as amended from time to time  (“MSA”).  The parties agree as follows:

 

Term of Contract:



Service Order commences: _________________ (“Effective Date”) and terminates _______________.  No Services shall be performed prior to the Effective Date.  

			

		AUTHORIZED PURCHASER:

		

		BILL TO ADDRESS:

		

		 	



		

		

		Send All Invoices

		

		



		

		

		

		

		



		

		

		



		AP Number :

		

		



		(6 DIGIT)

		

		Requested Due Date:

		

		



		AP Contact:

		

		



		Telephone #:

		

		Work Site Location:

		



		Email address:

		

		

		



		

		



		Onsite Contact:

		

		



		Telephone #:

		

		Alt. Site Contact:

		

		



		Email address:

		

		Telephone #:

		

		



		

		

		

		

		



		Billing Contact:

Billing Address

		________________________________________________________________________________________________



		





		

		



		Telephone #:

		

		

		

		



		Email address:

		

		

		

		







		Special notes:  ___Category I – Low Voltage,  ___Category II – Outside Plant,  ___Category III – Coordination Man Lift required_____  Extra tall ceilings_____ Coordination with other contractors____







		Scope of Work/General Project Description:	



		



		



		



		



		

















		Security Requirements (if applicable):



		







		Compensation and Invoices:

		Not to exceed Amount:

		$







The maximum not-to-exceed compensation payable to Contractor under this Service Order, which includes allowable expenses is xxxxxxxx ($xxxxx).  Authorized Purchaser will not pay Contractor any amount in excess of the not-to-exceed compensation of this Service Order and will not pay for Services performed before Effective Date or after expiration or termination of this Service Order.  If the maximum compensation is increased by amendment of this Service Order, the amendment must be fully effective before Contractor performs the Services subject to the amendment.



Authorized Representatives:



		Authorized Purchaser Representative Name:

		

		Contractor Representative Name:

		



		Title:

		

		Title:

		



		Phone:

		

		Phone:

		



		Email:

		

		Email:

		







Signed:

Contractor:



Signature:



Name & Title: 							Date: 





Authorized Purchaser:



Signature:



Name & Title: 							Date: 



















[bookmark: _Hlk45803537]EXHIBIT B, SAMPLE CONTRACT FORM

ATTACHMENT B-1, LIMITED LETTER OF AGENCY



This Limited Letter of Agency (“LOA”) is entered between _____ (“Authorized Purchaser”) and _____ (“Contractor”), both individually without distinction as “Party” and collectively as “Parties”.  The term of this LOA will commence on the date of execution below and will continue in full force and effect until terminated with thirty (30) days written notice by one party to the other or until expiration or termination of the Service itself.



This LOA hereby authorizes Contractor to act as the Authorized Purchaser’s Agent for the limited purpose of contacting Authorized Purchaser’s designated Local Exchange Carrier (“LEC”), Interexchange Carrier (“IXC”), Internet Service Provider (“ISP”), and/or Customer Premises Equipment (“CPE”) Maintenance Provider in conjunction with wireless management services (“Service”).  Service activities will consist of working with Authorized Purchaser’s LEC, IXC, ISP and/or CPE Maintenance Provider for the purpose of: (a) extracting information concerning transmission data elements carried over Authorized Purchaser’s network connection; (b) identifying Authorized Purchaser’s links or data link connection identifiers (“DLCIs”); (c) opening, tracking, and closing trouble tickets with the LEC, IXC, ISP, or CPE Maintenance Provider on Authorized Purchaser’s transport links or CPE when an alarm or fault has been detected; (d) dispatching CPE Maintenance repair personnel on behalf of Authorized Purchaser to CPE for which a fault has been detected; and (e) discussing fault information with LEC, IXC, or CPE Maintenance Provider on behalf of Authorized Purchaser to facilitate resolution of the problem.



A copy of this LOA will, on presentation to LEC, IXC, ISP, and/or CPE Maintenance Provider, as applicable, be deemed authorization for _____ to proceed on Authorized Purchaser’s behalf.



Authorized Purchaser:



Signature:



Name & Title: 							Date: 














EXHIBIT B, SAMPLE CONTRACT FORM 

ATTACHMENT B-2

[bookmark: _Hlk528850417] 

SCHOOLS AND LIBRARIES FUNDING PROGRAM ADDENDUM



[bookmark: _Hlk528749796]_____________________________ (“Contractor”) and ______________________ (“Authorized Purchaser”) are entering this “Agreement” pursuant to that certain Master Services Agreement between Contractor and the State of Oregon, acting through its Department of Administrative Services, Procurement Services under which state agencies and other public bodies in Oregon may contract with Contractor for the provision of certain services, equipment or both (“Service”). The Service may be eligible for discounts or other benefits under the Universal Service Fund Schools and Libraries Program established by the Telecommunications Act of 1996 (“E-rate Program”) or under the Rural Health Care Program including the Healthcare Connect Fund (“RHC/HCF Programs”) established by the Federal Communications Commission (“FCC”) and administered by the Universal Service Administrative Company (“USAC”) or other administrative body designated by the FCC, or under state or local corollaries to the E-rate and/or RHC/HCF Programs (collectively, the discounts or other benefits are referred to as “Support”). Due to program guidelines, this E-rate and/or RHC/HCF Program Addendum (“Addendum”) must be incorporated into the parties’ underlying Agreement and is binding when acknowledged by Authorized Purchaser or when Authorized Purchaser receives Service. 



1. Precedence and Interpretation. The terms and conditions of this Addendum take precedence over all conflicting terms and conditions in the Agreement. All other terms and conditions of the Agreement remain unchanged.



2.	Term. 

2.1	Agreement Term. The term of the Agreement will commence as set forth in the Participating Addendum and  will continue in accordance with the terms of the Agreement, unless earlier terminated in accordance with the Agreement (“Term”). Upon mutual agreement of the parties, the Term may be extended an additional ___ (  ) years, in one-year increments, for a maximum term not to exceed ___ (  ) years.  Should Contractor continue to provide Service after the expiration of the Term, the Term will continue on a month-to-month basis at the then current month-to-month rates, which may be terminated by either party upon 30 days written notice to the other party. Notwithstanding anything to the contrary elsewhere in the Agreement, while the Agreement is effective on the date the last party signs the Agreement, the Term of the Agreement will begin according to the following option selected by Authorized Purchaser: 



		[bookmark: _Hlk124819793]_____ Option 1.

		The Term will begin on the date the last party signs the Agreement. Authorized Purchaser is requesting Support but agrees that it will obtain Service and be liable for payment regardless of whether it receives Support. 



		_____ Option 2.

		The Term will begin on __________. Authorized Purchaser is requesting Support but agrees that it will obtain Service and be liable for payment regardless of whether it receives Support.



		_____ Option 3.

		After the initial execution of the Agreement by the parties, the Term will not commence until the date that Contractor receives USAC’s Funding Commitment Decision Letter and/or Support Schedule. But if Contractor receives USAC’s Funding Commitment Decision Letter before __________, the Term will begin July 1, 2019. Authorized Purchaser will be responsible for payment for Service throughout the remainder of the Term and for any amounts not covered by the Support, irrespective of the availability of Support for future years.







2.2	Service Term. Notwithstanding any conflicting term defined in a Service Exhibit, Quote, Order, Pricing Attachment or Table, the term of an individual Service begins on the Service Commencement Date or Start of Service Date for that Service and continues for the number of months remaining in the Term of the underlying Agreement (“Service Term”). Service will continue month-to-month at the expiration of the Service Term at the then current month-to-month rates, terminable by either party with 30 days written notice to the other party. Any reference to automatic renewals will have no force or effect.



3.	Applications for Support. Following execution of the Agreement and if Authorized Purchaser chooses to seek Support for Service, Authorized Purchaser will take appropriate steps to ensure that USAC receives an application and any other necessary documentation to request Support for Service. Authorized Purchaser will promptly provide Contractor with a copy of its Funding Commitment Decision Letter, Support Schedule and all other relevant documentation requested by Contractor. Authorized Purchaser will abide by all FCC and USAC rules and obligations for receipt of Support, including but not limited to confirming receipt of Service. 



4.	Payment for Services.



4.1.	Authorized Purchaser Responsibility. At all times during the Term of the Agreement, Authorized Purchaser is responsible for payment for Services in accordance with the payment terms described in the Agreement, including, but not limited to, periods when Authorized Purchaser may not be eligible for Support or if the FCC or USAC fails to reimburse Contractor for Service, or if the FCC or USAC reclaims any portion of Support paid to Contractor on Authorized Purchaser’s behalf. Authorized Purchaser will reimburse Contractor for any Support amounts not reimbursed, or amounts reclaimed, by the FCC or USAC. 



4.2.	Support Payments. Contractor will apply Support to Authorized Purchaser’s billing accounts for the Services when payments are received by Contractor. Authorized Purchaser may elect to pay the portions of its invoices for Services that are not covered by Support and rely on payment for the remainder of the invoice by Support being received by Contractor. If, at any time, Contractor does not receive full payment of an invoice balance by the due date of the invoice, regardless of source, Contractor will charge Authorized Purchaser late payment charges as stated in the Agreement. While Contractor will use commercially reasonable efforts to assist Authorized Purchaser in requesting Support, Contractor is not responsible for Authorized Purchaser’s compliance with FCC or USAC rules and regulations, Authorized Purchaser’s applications for Support, or any decisions or actions by the FCC or USAC with respect to Authorized Purchaser.



4.3.	Invoice Submission. Authorized Purchaser will promptly submit its invoices to USAC along with any necessary forms and related documentation to facilitate payment of Support by USAC. Authorized Purchaser is responsible for any late fees associated with delays on USAC invoice processing unless such delays are directly attributable to Contractor.



5.	Competitive Offer. Any references in the Agreement to Competitive Offers will have no force or effect. Rates cannot change during the Term of the Agreement unless mutually agreed by both parties in writing.



6.	Upgrades; MACDs. For moves, adds or changes, including upgrades, agreed to by Contractor, Authorized Purchaser will pay Contractor’s then current charges which will be based upon the Term remaining in the Agreement. Termination charges will be assessed to any Services disconnected that did not fulfill the applicable required Service Term. A move, add, change or upgrade will not start a new Service Term. The Service Term for any move, add, change or upgrade must be coterminous and cannot exceed the Term of the underlying Agreement.



[bookmark: _Hlk526413249]7.	Title to Equipment. Any equipment for which Authorized Purchaser is not applying for Category Two Support under the E-rate and/or RHC/HCF Programs that is used in the provision of Services under the Agreement, is the property of Contractor. Authorized Purchaser neither owns nor will acquire any right of ownership to any such Contractor-provided equipment. Upon termination or expiration of the Agreement, Authorized Purchaser will surrender and immediately return the Contractor-provided equipment to Contractor or will provide Contractor access to reclaim such equipment.



Acknowledged this ____ day of ______________, 20__.



							________________________________

							Signature



							________________________________

							Print Name



							________________________________

							Title
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EXHIBIT B

SERVICE ORDER CONTRACT FORM



Master Services Agreement #_____			   Services Order Contract #_____ 



This Service Order Contract #_____ (“Service Order” or “Contract”) is entered between       (“Authorized Purchaser” or “AP”)  and        (“Contractor) and is subject to and hereby incorporates by this reference all of the terms and conditions contained in Master Services Agreement #XXXX between the Department of Administrative Services (“DAS PS”) and Contractor effective XXXX, as amended from time to time  (“MSA”).  The parties agree as follows:

 

Term of Contract:



Service Order commences: _________________ (“Effective Date”) and terminates _______________.  No Services shall be performed prior to the Effective Date.  

			

		AUTHORIZED PURCHASER:

		

		BILL TO ADDRESS:

		

		 	



		

		

		Send All Invoices

		

		



		

		

		

		

		



		

		

		



		AP Number :

		

		



		(6 DIGIT)

		

		Requested Due Date:

		

		



		AP Contact:

		

		



		Telephone #:

		

		Work Site Location:

		



		Email address:

		

		

		



		

		



		Onsite Contact:

		

		



		Telephone #:

		

		Alt. Site Contact:

		

		



		Email address:

		

		Telephone #:

		

		



		

		

		

		

		



		Billing Contact:

Billing Address

		________________________________________________________________________________________________



		





		

		



		Telephone #:

		

		

		

		



		Email address:

		

		

		

		







		Special notes:  ___Category I – Low Voltage,  ___Category II – Outside Plant,  ___Category III – Coordination Man Lift required_____  Extra tall ceilings_____ Coordination with other contractors____







		Scope of Work/General Project Description:	



		



		



		



		



		

















		Security Requirements (if applicable):



		







		Compensation and Invoices:

		Not to exceed Amount:

		$







The maximum not-to-exceed compensation payable to Contractor under this Service Order, which includes allowable expenses is xxxxxxxx ($xxxxx).  Authorized Purchaser will not pay Contractor any amount in excess of the not-to-exceed compensation of this Service Order and will not pay for Services performed before Effective Date or after expiration or termination of this Service Order.  If the maximum compensation is increased by amendment of this Service Order, the amendment must be fully effective before Contractor performs the Services subject to the amendment.



Authorized Representatives:



		Authorized Purchaser Representative Name:

		

		Contractor Representative Name:

		



		Title:

		

		Title:

		



		Phone:

		

		Phone:

		



		Email:

		

		Email:

		







Signed:

Contractor:



Signature:



Name & Title: 							Date: 





Authorized Purchaser:



Signature:



Name & Title: 							Date: 






