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THE DEPARTMENT OF BEHAVIORAL HEALTH AND 

DEVELOPMENTAL SERVICES (DBHDS) 
1220 BANK STREET 

RICHMOND, VA 23219 
 

SET-ASIDE FOR DSBSD CERTIFIED MICRO/SMALL BUSINESS 
 

UNSEALED REQUEST FOR 
PROPOSAL (URFP)# 720-5253 

ISSUE DATE: June 18, 2026 

TITLE: 
Virginia Behavioral Health Advisory Council Administrative and 
Fiscal Agent Services 

COMMODITY CODE(S): 91806, 91820, 91821, 91832, 94649, 96156 

ISSUING AGENCY: 
Commonwealth of Virginia 
Department of Behavioral Health and Developmental Services 

Using Agency and/or location(s) where 
work will be performed: Statewide 

 
 
Period of Contract: One year from date of DBHDS execution and renewable in accordance with Special Terms and 
Conditions Renewal of Contract clause. 
 
DBHDS will only accept proposals electronically through eVA.  Electronic unsealed proposals will be received 
until July 9, 2026 at 2:00PM, local prevailing time, for furnishing the goods/services described herein.                                                  
 
If an offeror has questions about the solicitation, questions shall be emailed to Nicholas Sloane, VCO at 
nick.sloane@dbhds.virginia.gov . Nicholas Sloane is the single point of contact for this procurement.  
Communication, regarding this solicitation, with anyone else may result in disqualification of the Offeror(s). 
See General Terms and Conditions – Clarification of Terms clause for further information. 
 
 
Note: This public body does not discriminate against faith-based organizations in accordance with the Code of Virginia, § 2.2-4343.1 or against a 
bidder or offeror because of race, religion, color, sex, national origin, age, disability, sexual orientation, gender identity, political affiliation, or veteran 
status, status as a military family, or any other basis prohibited by state law relating to discrimination in employment. Faith-based organizations may 
request that the issuing agency not include subparagraph 1.e in General Terms and Condition C.  Such a request shall be in writing and explain why 
an exception should be made in that invitation to bid or request for proposal. 
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I. PURPOSE:  The purpose of this URFP is to solicit unsealed proposals from qualified offerors to establish a 
contract through competitive negotiations to provide Fiscal and Administrative services in support of the 
Virginia behavioral Health Advisory Council (VBHAC), a federally mandated planning and advisory board 
comprised of stakeholders of the Virginia public behavioral health system by the Virginia Department of 
Behavioral Health and Developmental Services (DBHDS or “The Agency”). 
 

II. BACKGROUND: The Department of Behavioral Health and Developmental Services (DBHDS) is required 
under federal law to maintain and support a stakeholder advisory council comprised of current and/or former 
recipients of behavioral health services, family members of service recipients, service providers, and 
representatives of relevant advocacy organizations and state agencies. The Virginia Behavioral Health 
Advisory Council (VBHAC) serves as this mandated council to provide stakeholder input regarding the 
Commonwealth's plan for expending federal block grant dollars. These block grant dollars fund mental health 
and substance abuse prevention and treatment services.  

 
In order to support VBHAC’s work, DBHDS allocates federal funding each year to cover the cost of required 
meetings, educational and other expenses.  
 

III. STATEMENT OF NEEDS: 
A. The Contractor shall: 

1. Provide administrative services to the VBHAC that include: 
 Serving as the administrative agent of VBHAC.  
 Serving as the primary point of contact for VBHAC and its Executive Committee.   
 Responding to phone and email inquiries from the public about VBHAC and its activities and 

membership. 
 Accepting and processing physical and online applications through a VBHAC online portal for 

membership in partnership with the Membership Committee. 
 Maintaining membership lists and rosters for VBHAC and DBHDS and share those with DBHDS 

for block grant reporting and auditing purposes. 
 Maintaining historical documents and files for VBHAC and DBHDS and share those with DBHDS 

for block grant reporting and auditing purposes. 
 Maintaining a shared drive that provides central repository for VBHAC documents 
 Supporting the President of VBHAC in their elected duties including planning for meeting topics 

and meeting structure. 
 Processing and paying for any individual member trainings, council-wide trainings, and council 

strategic planning retreats agreed upon by the Council, that fit with the Council’s purpose and 
mission and are in accordance with Commonwealth of Virginia regulations. 

 Familiarity with §300x–3. State mental health planning council. 
 

2. Update and maintain a Board Access Portal for the Behavioral Health Advisory Council which provides general 
information about the council to include: 
 Purpose and mission of VBHAC. 
 Information about becoming a member. 
 Dates/times and information to access the council meetings. 
 Link to the corresponding DBHDS VBHAC page. 
 Provide a representative to serve as treasurer on the VBHAC executive committee as well as 

participate in all council-wide meetings in addition to serving on committees as appropriate. 
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3. Set up and coordinate VBHAC meetings as needed. Meeting coordination includes: 
 Identify meeting dates and times of VBHAC meetings in advance. Meetings are to be held virtually 

unless the Council votes to hold in-person meetings periodically. 
 Distribute agendas and meeting materials by e-mail in advance of meetings 
 Arrive at the meeting site in advance of the meeting start time to set up the meeting site and break 

down the meeting site after the meeting has been concluded. 
 Attend the meeting, take minutes, make changes and distribute to full council roster within two 

weeks of the meeting as instructed by VBHAC leadership 
 

B. The Purchasing Agency will:   
1. Upon contract execution, designate an individual(s) as an authorized representative, the Contract 

Administrator (CA), to administer all services performed in conjunction with an awarded 
contract(s). DBHDS will provide the CA’s contact information to the Contractor upon contract 
execution. 

2. Process and pay travel reimbursements and conference registration fees for VBHAC members in 
accordance with https://www.doa.virginia.gov/reference/CAPP/CAPP_Topics_Cardinal/20335-
2014.pdf -State Travel Regulations. 

3. Manage the VBHAC operational budget and report to VBHAC on revenues and expenses at each 
bimonthly meeting 

 
IV. PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS: 

 
A. GENERAL INSTRUCTIONS:  

 
1. OFFEROR SUBMISSION REQUIREMENTS: 

This solicitation is a URFP; DBHDS will only accept proposals electronically through eVA.  Proposals 
will be received until the closing date and time specified in the solicitation.  It is the Offeror’s 
responsibility to ensure that proposals are received timely.  The eVA system allows for the secured and 
sealed electronic submission of proposals. The Offeror shall make no other distribution of the proposal. 
Proposals submitted elsewhere, including to other state or federal agencies, will not be accepted.   
Mailed, faxed or emailed proposals will not be accepted.   
 
Offerors are solely responsible for reviewing, complying, and returning a complete and responsive 
proposal. Changes to the solicitation’s forms or formats are prohibited except where clearly instructed 
and permitted.  In order to be considered for selection, Offerors should submit a complete response to 
this URFP. There must be: 

 
 One signed original proposal in pdf format, including all Attachments. 
 One signed copy of proposal in pdf format, including all Attachments, redacting any proprietary 

information, if applicable (must be labeled REDACTED COPY). 
 A redlined version of this URFP using track changes in Microsoft Word showing revisions 

requested of the entire URFP document, if applicable.  In order to obtain this document in 
Microsoft Word; (1) select File, (2) select Export To and (3) select Microsoft Word. 

 
Offerors must be registered in eVA in order to submit an electronic proposal.  For more information 
on how to respond to a solicitation:   
1. Go to www.eva.virginia.gov; 
2. Click on “Supplier Training”, 
3. Click on “Viewing and Responding to Solicitations Video” under Sourcing. 
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If an Offeror needs assistance submitting an electronic response, the Offeror must contact eVA 
Customer Care prior to the closing date and time.  The contact information for eVA Customer Care 
is located at www.eva.virginia.gov under the “Get Help-Customer Care” tab. 

 
Prior to the due date, Offerors should: 
 Check the status of the solicitation on eVA at www.eva.virginia.gov by clicking on Business 

Opportunities and then click on Virginia Business Opportunities (VBO) for any updates, changes, 
amendments, cancellations, etc.; and  

 Complete all attachments, amendments, exhibits, product information, etc. and attach electronically to 
the Offeror’s electronic submission. 

 Always ensure that the proposal response is to the latest version of the solicitation. 
 

If DBHDS issues an addendum to the solicitation, Offerors must submit their proposal after the 
addendum is issued.  Any proposal(s) submitted before an addendum is issued the offeror will need to 
resubmit their proposal in order to be considered or evaluated. 

 
2. PROPOSAL PREPARATION: 

a. Proposals shall be signed by an authorized representative of the offeror.  All information 
requested should be submitted.  Failure to submit all information requested may result in the 
purchasing agency requiring prompt submission of missing information and/or giving a lowered 
evaluation of the proposal.  Proposals which are substantially incomplete or lack key information 
may be rejected by the purchasing agency.  Mandatory requirements are those required by law 
or regulation or are such that they cannot be waived and are not subject to negotiation. 

 
b. Proposals should be prepared simply and economically, providing a straightforward, concise 

description of capabilities to satisfy the requirements of the URFP.  Emphasis should be placed 
on completeness and clarity of content. 

 
c. Proposals should be organized in the order in which the requirements are presented in the URFP.  

All pages of the proposal should be numbered.  Each paragraph in the proposal should reference 
the paragraph number of the corresponding section of the URFP.  It is also helpful to cite the 
paragraph number, subletter, and repeat the text of the requirement as it appears in the URFP.  If 
a response covers more than one page, the paragraph number and subletter should be repeated at 
the top of the next page.  The proposal should contain a table of contents which cross-references 
the URFP requirements.  Information which the offeror desires to present that does not fall within 
any of the requirements of the URFP should be inserted at an appropriate place or be attached at 
the end of the proposal and designated as additional material.  Proposals that are not organized 
in this manner risk elimination from consideration if the evaluators are unable to find where the 
URFP requirements are specifically addressed. 

 
d. As used in this URFP, the terms "must", "shall", "should" and “may” identify the criticality of 

requirements.  "Must" and "shall" identify requirements whose absence will have a major 
negative impact on the suitability of the proposed solution.  Items labeled as "should" or “may” 
are highly desirable, although their absence will not have a large impact and would be useful, 
but are not necessary.  Depending on the overall response to the URFP, some individual "must" 
and "shall" items may not be fully satisfied, but it is the intent to satisfy most, if not all, "must" 
and "shall" requirements.  The inability of an Offeror to satisfy a "must" or "shall" requirement 
does not automatically remove that Offeror from consideration; however, it may seriously affect 
the overall rating of the Offerors’ proposal. 
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e. Proposals font should be Times New Roman, the font size should be 12, the ink color should be 

black, and the spacing should be single. 
 
f. Ownership of all data, materials, and documentation originated and prepared for the State 

pursuant to the URFP shall belong exclusively to the State and be subject to public inspection in 
accordance with the Virginia Freedom of Information Act.  Trade secrets or proprietary 
information submitted by an offeror shall not be subject to public disclosure under the Virginia 
Freedom of Information Act; however, the offeror must invoke the protections of § 2.2-4342F of 
the Code of Virginia, in writing, either before or at the time the data or other material is submitted.  
The written notice must specifically identify the data or materials to be protected and state the 
reasons why protection is necessary (see Proprietary/Confidential Information Identification 
Attachment).  The proprietary or trade secret material submitted must be identified by some 
distinct method such as highlighting or underlining and must indicate only the specific words, 
figures, or paragraphs that constitute trade secret or proprietary information.  The classification 
of an entire proposal document, line item prices, and/or total proposal prices as proprietary or 
trade secrets is not acceptable and will result in rejection of the proposal.  If, after being given 
reasonable time the offeror refuses to withdraw an entire classification designation, the proposal 
will be rejected.  

 
3. ORAL PRESENTATION: Offerors who submit a proposal in response to this URFP may be required 

to give an oral presentation of their proposal to the agency.  This provides an opportunity for the 
offeror to clarify or elaborate on the proposal.  This is a fact finding and explanation session only 
and does not include negotiation. The issuing agency will schedule the time and location of these 
presentations.  Oral presentations are an option of the purchasing agency and may or may not be 
conducted. 

 
B. SPECIFIC PROPOSAL INSTRUCTIONS:  

 
Proposals should be as thorough and detailed as possible so that the DBHDS may properly evaluate your 
capabilities to provide the required goods/services.  Offerors are required to submit the following items as 
a complete proposal: 
 
1. A written narrative statement to include:  

a. Background information about the Offeror including: size, number of employees, and annual 
volume of business.  

b. Experience in providing the services described herein. 
 

2. A plan of operation to achieve the objectives as defined in Section III. Statement of Needs.   
 

3. Description of the specific features that distinguish the Offeror from other Offerors in the field and 
state how the Offeror evaluates the effectiveness of its services. 

 
4. A list of all clients lost within the last three (3) years and include a contact name, title and telephone 

number.  In addition, state the length of service at the account and reason for loss. 
 
5. Description of the Offeror’s method for dealing with problems and complaints presented by the 

Department of Behavioral Health and Developmental Services employees detailing at what point the 
problem would escalate to the next level of supervision/management. 
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6. Attachments    

Attachment A – Offeror Information 
Attachment B – State Corporation Commission Form 
Attachment C – Proprietary/Confidential Information Identification 
 

7. Key Performance Indicators (KPI).  The Offeror shall identify metrics that will be used in measuring 
the Contractor’s performance against the resulting contract.  The KPIs must be: 

i. Specific 
ii. Measurable 

iii. Attainable 
iv. Reportable 
v. Trackable 

 
V. EVALUATION AND AWARD CRITERIA: 

 
A. EVALUATION CRITERIA: Proposals shall be evaluated by the DBHDS using the following criteria: 

  

EVALUATION CRITERIA POINT VALUE 
Specific plans or methodology to be used to provide 
the services 35% 
Price 15% 
Experience and qualifications of personnel assigned to 
perform the services 35% 
References 15% 

Total 100% 
 

 
B. AWARD: Selection shall be made of two or more DSBSD-certified micro business offerors deemed to be 

fully qualified and best suited among those submitting proposals on the basis of the evaluation factors 
included in the URFP, including price, if so stated in the URFP, provided that the price proposal is up to 
and including $10,000.  Negotiations shall be conducted with the offerors so selected.  Price shall be 
considered but need not be the sole determining factor.  After negotiations have been conducted with each 
offeror so selected, the agency shall select the offeror which, in its opinion, has made the best proposal, and 
shall award the contract to that offeror.  The Commonwealth may cancel this URFP or reject proposals at 
any time prior to an award and is not required to furnish a statement of the reasons why a particular proposal 
was not deemed to be the most advantageous (Code of Virginia, § 2.2-4359D).  Should the Commonwealth 
determine in writing and in its sole discretion that only one DSBSD-certified micro business offeror is fully 
qualified, or that one such offeror is clearly more highly qualified than the others under consideration, a 
contract may be negotiated and awarded to that offeror.  Any award to a DSBSD-certified micro business 
offeror pursuant to the above process may be made only if the price as negotiated remains under $10,000.  
The award document will be a contract incorporating by reference all the requirements, terms and conditions 
of the solicitation and the contractor’s proposal as negotiated.  If the agency in its sole discretion determines 
that the above criteria for limiting the negotiation to micro businesses are not present, the agency shall 
follow the same process as specified above, but restricting the negotiation instead to DSBSD-certified small 
business offerors, provided that the price proposal is not more than $100,000.  If the agency determines that 
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the above criteria for limiting the negotiation to small businesses are not present, the agency shall follow 
the same process as specified above, but without restricting the negotiation to small or micro business 
offerors. 

 
VI. GRANT INFORMATION: 

Appendix II to Part 200—Contract Provisions for Non-Federal Entity Contracts Under Federal Awards 
 
(A) Contracts for more than the simplified acquisition threshold currently set at $150,000, which is the 
inflation adjusted amount determined by the Civilian Agency Acquisition Council and the Defense 
Acquisition Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must address administrative, 
contractual, or legal remedies in instances where contractors violate or breach contract terms, and provide 
for such sanctions and penalties as appropriate. 
 
(B) All contracts in excess of $10,000 must address termination for cause and for convenience by the non-
Federal entity including the manner by which it will be effected and the basis for settlement. 
 
(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that 
meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the 
equal opportunity clause provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, 
“Equal Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as 
amended by Executive Order 11375, “Amending Executive Order 11246 Relating to Equal Employment 
Opportunity,” and implementing regulations at 41 CFR part 60, “Office of Federal Contract Compliance 
Programs, Equal Employment Opportunity, Department of Labor.” 
 
(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, 
all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a 
provision for compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as 
supplemented by Department of Labor regulations (29 CFR Part 5, “Labor Standards Provisions Applicable 
to Contracts Covering Federally Financed and Assisted Construction”). In accordance with the statute, 
contractors must be required to pay wages to laborers and mechanics at a rate not less than the prevailing 
wages specified in a wage determination made by the Secretary of Labor. In addition, contractors must be 
required to pay wages not less than once a week. The non-Federal entity must place a copy of the current 
prevailing wage determination issued by the Department of Labor in each solicitation. The decision to award 
a contract or subcontract must be conditioned upon the acceptance of the wage determination. The non-
Federal entity must report all suspected or reported violations to the Federal awarding agency. The contracts 
must also include a provision for compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as 
supplemented by Department of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors on 
Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States”). 
The Act provides that each contractor or subrecipient must be prohibited from inducing, by any means, any 
person employed in the construction, completion, or repair of public work, to give up any part of the 
compensation to which he or she is otherwise entitled. The non-Federal entity must report all suspected or 
reported violations to the Federal awarding agency. 
 
(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts 
awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or 
laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704, as supplemented by 
Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must 
be required to compute the wages of every mechanic and laborer on the basis of a standard work week of 
40 hours. Work in excess of the standard work week is permissible provided that the worker is compensated 
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at a rate of not less than one and a half times the basic rate of pay for all hours worked in excess of 40 hours 
in the work week. The requirements of 40 U.S.C. 3704 are applicable to construction work and provide that 
no laborer or mechanic must be required to work in surroundings or under working conditions which are 
unsanitary, hazardous or dangerous. These requirements do not apply to the purchases of supplies or 
materials or articles ordinarily available on the open market, or contracts for transportation or transmission 
of intelligence. 
 
(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of 
“funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a 
contract with a small business firm or nonprofit organization regarding the substitution of parties, 
assignment or performance of experimental, developmental, or research work under that “funding 
agreement,” the recipient or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights 
to Inventions Made by Nonprofit Organizations and Small Business Firms Under Government Grants, 
Contracts and Cooperative Agreements,” and any implementing regulations issued by the awarding agency. 
 
(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-
1387), as amended—Contracts and sub grants of amounts in excess of $150,000 must contain a provision 
that requires the non-Federal award to agree to comply with all applicable standards, orders or regulations 
issued pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act 
as amended (33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and the 
Regional Office of the Environmental Protection Agency (EPA). 
 
(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 
180.220) must not be made to parties listed on the government wide exclusions in the System for Award 
Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement Executive 
Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), “Debarment 
and Suspension.” SAM Exclusions contains the names of parties debarred, suspended, or otherwise 
excluded by agencies, as well as parties declared ineligible under statutory or regulatory authority other than 
Executive Order 12549. 
 
(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award 
exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not 
and has not used Federal appropriated funds to pay any person or organization for influencing or attempting 
to influence an officer or employee of any agency, a member of Congress, officer or employee of Congress, 
or an employee of a member of Congress in connection with obtaining any Federal contract, grant or any 
other award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with non-Federal funds 
that takes place in connection with obtaining any Federal award. Such disclosures are forwarded from tier 
to tier up to the non-Federal award. 
 
(J) See §200.322 Procurement of recovered materials. 
 
[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75888, Dec. 19, 2014] 

 
VII. METHOD OF PAYMENT: 

A. Payment: DBHDS will make payments, in accordance with the Prompt Pay Act after receipt and 
acceptance of goods/services and an accurate invoice.  Payment will be made based on the Contractor’s 
CARDINAL account.  CARDINAL is the Commonwealth of Virginia’s (COV) State Accounting 
System.  Contractor’s can select to be paid via EPAY, via EDI/check or via VISA (the Commonwealth’s 
small purchase or gold card charge card). 
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 EPAY – when a Contractor is set-up for EPAY, payments will go onto a Virtual Credit/Debit Card. 

 
 EDI/CHECK - when a Contractor is set-up for EDI/check, payment will be made by check or 

electronic payment.   Checks will be mailed 30 calendar days after the receipt of the goods, services, 
or invoice, whichever is later; therefore, there could be a 7 – 10 day delay before the vendor receives 
the check.  If EDI is selected, payments will show up in the Contractor’s selected bank account on 
the due date.  

 
 VISA - VISA is the Commonwealth’s purchase charge card (pcard).  When a Contractor is set-up 

for pcard payment, he/she will receive an encrypted email with the pcard holder's card information.  
When VISA is the payment of choice, the Contractor shall be responsible for eVA Transaction and 
Credit Card Merchant Processing Fees; fess shall not be applied to any invoice issued to the COV. 

 
B. Invoices - All invoices must include the unique contract and/or purchase order number. Failure to 

include required elements from the invoices may result in the invoice being returned for correction.  The 
Contractor shall submit their invoice to the following address by the 10th day of the month following 
the month in which services were rendered.  Invoices shall be sent to: 
 
DBHDS – Accounts Payable 
1220 Bank Street 
PO 1797 
Richmond, VA 23218-1797 
Attn: Shelia Parsley 
 
If transmitting an invoice through an email system, the document needs to be sent to: 
AccountsPayable@DBHDS.Virginia.GOV.  The Contract Administrator should also be copied in the email. 

 
VIII. GENERAL TERMS AND CONDITIONS: 

 
A. VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia 

Vendors Manual and any changes or revisions thereto, which are hereby incorporated into this contract in their 
entirety.  The process for filing a complaint about this solicitation is in section 7.13 of the Vendors Manual. 
(Note section 7.13 does not apply to protests of awards or formal contractual claims.) The procedure for filing 
contractual claims is in section 7.19 of the Vendors Manual.  A copy of the manual is normally available for 
review at the purchasing office and is accessible on the Internet at eva.virginia.gov under “I Sell To Virginia”.   

 
B. APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be governed in all 

respects by the laws of the Commonwealth of Virginia, without regard to its choice of law provisions, and any 
litigation with respect thereto shall be brought in the circuit courts of the Commonwealth.  The agency and the 
contractor are encouraged to resolve any issues in controversy arising from the award of the contract or any 
contractual dispute using Alternative Dispute Resolution (ADR) procedures (Code of Virginia, § 2.2-4366).  
ADR procedures are described in Chapter 9 of the Vendors Manual.  The contractor shall comply with all 
applicable federal, state and local laws, rules and regulations. 

 
C. ANTI-DISCRIMINATION: By submitting their proposals, offerors certify to the Commonwealth that they 

will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair 
Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the 
Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA).  If the award 
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is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, 
services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, 
refusal to participate in a religious practice, or on the basis of race, age, color, gender sexual orientation, gender 
identity, or national origin and shall be subject to the same rules as other organizations that contract with public 
bodies to account for the use of the funds provided; however, if the faith-based organization segregates public 
funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit 
by the public body. (Code of Virginia, § 2.2-4343.1E). 

 
In every contract over $10,000 the provisions in 1. and 2. below apply: 
 
1. During the performance of this contract, the contractor agrees as follows: 
 

a. The contractor will not discriminate against any employee or applicant for employment because of 
race, religion, color, sex, sexual orientation, gender identity, national origin, age, disability, veteran 
status, status as military family, or any other basis prohibited by state law relating to discrimination 
in employment, except where there is a bona fide occupational qualification reasonably necessary to 
the normal operation of the contractor.  The contractor agrees to post in conspicuous places, available 
to employees and applicants for employment, notices setting forth the provisions of this 
nondiscrimination clause. 

 
b. The contractor, in all solicitations or advertisements for employees placed by or on behalf of the 

contractor, will state that such contractor is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation 
shall be deemed sufficient for the purpose of meeting the requirements of this section. 

 
d. If the contractor employs more than five employees, the contractor shall (i) provide annual training 

on the contractor's sexual harassment policy to all supervisors and employees providing services in 
the Commonwealth, except such supervisors or employees that are required to complete sexual 
harassment training provided by the Department of Human Resource Management, and (ii) post the 
contractor's sexual harassment policy in (a) a conspicuous public place in each building located in the 
Commonwealth that the contractor owns or leases for business purposes and (b) the contractor's 
employee handbook. 

 
e. The requirements of these provisions 1. and 2. are a material part of the contract.  If the Contractor 

violates one of these provisions, the Commonwealth may terminate the affected part of this contract 
for breach, or at its option, the whole contract.  Violation of one of these provisions may also result 
in debarment from State contracting regardless of whether the specific contract is terminated. 

 
f. In accordance with Executive Order 61 (2017), a prohibition on discrimination by the contractor, in 

its employment practices, subcontracting practices, and delivery of goods or services, on the basis of 
race, sex, color, national origin, religion, sexual orientation, gender identity, age, political affiliation, 
disability, or veteran status, is hereby incorporated in this contract. 

 
2. The contractor will include the provisions of 1. above in every subcontract or purchase order over $10,000, 

so that the provisions will be binding upon each subcontractor or vendor. 
 

D. ETHICS IN PUBLIC CONTRACTING: By submitting their proposals, offerors certify that their proposals 
are made without collusion or fraud and that they have not offered or received any kickbacks or inducements 
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from any other offeror, supplier, manufacturer or subcontractor in connection with their proposal, and that they 
have not conferred on any public employee having official responsibility for this procurement transaction any 
payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, 
present or promised, unless consideration of substantially equal or greater value was exchanged. 

 
E. IMMIGRATION REFORM AND CONTROL ACT OF 1986: Applicable for all contracts over $10,000:  
 By entering into a written contract with the Commonwealth of Virginia, the Contractor certifies that the 

Contractor does not and shall not during the performance of the contract for goods and services in the 
Commonwealth, knowingly employ an unauthorized alien as defined in the federal Immigration Reform and 
Control Act of 1986. 

 
F. DEBARMENT STATUS: By participating in this procurement, the vendor certifies that they are not currently 

debarred by the Commonwealth of Virginia from submitting a response for the type of goods and/or services 
covered by this solicitation. Vendor further certifies that they are not debarred from filling any order or 
accepting any resulting order, or that they are an agent of any person or entity that is currently debarred by the 
Commonwealth of Virginia. 

 
 If a vendor is created or used for the purpose of circumventing a debarment decision against another vendor, 

the non-debarred vendor will be debarred for the same time period as the debarred vendor. 
 
G. ANTITRUST: By entering into a contract, the contractor conveys, sells, assigns, and transfers to the 

Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter 
acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the 
particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract. 

 
H. MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS: 

Failure to submit a proposal on the official state form provided for that purpose may be a cause for rejection of 
the proposal.  Modification of or additions to the General Terms and Conditions of the solicitation may be 
cause for rejection of the proposal; however, the Commonwealth reserves the right to decide, on a case by case 
basis, in its sole discretion, whether to reject such a proposal. 

 
I. CLARIFICATION OF TERMS: If any prospective offeror has questions about the specifications or other 

solicitation documents, the prospective offeror should contact the buyer whose name appears on the face of the 
solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made 
only by addendum issued by the buyer. 

 
J. PAYMENT: 
 

1. To Prime Contractor: 
 

a. Invoices for items ordered, delivered and accepted shall be submitted by the contractor directly to the  
 payment address shown on the purchase order/contract.  All invoices shall show the state contract 

number and/or purchase order number; social security number (for individual contractors) or the 
federal employer identification number (for proprietorships, partnerships, and corporations).  

 
b. Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 

days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for 
payment in less than 30 days, however. 
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c. All goods or services provided under this contract or purchase order, that are to be paid for with public 
funds, shall be billed by the contractor at the contract price, regardless of which public agency is being 
billed. 

 
d. The following shall be deemed to be the date of payment: the date of postmark in all cases where 

payment is made by mail, or when offset proceedings have been instituted as authorized under the 
Virginia Debt Collection Act. 

 
e. Unreasonable Charges.  Under certain emergency procurements and for most time and material 

purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, 
contractors should be put on notice that final payment in full is contingent on a determination of 
reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be 
resolved in accordance with Code of Virginia, § 2.2-4363 and -4364.  Upon determining that invoiced 
charges are not reasonable, the Commonwealth shall notify the contractor of defects or improprieties 
in invoices within fifteen (15) days as required in Code of Virginia, § 2.2-4351.,.  The provisions of 
this section do not relieve an agency of its prompt payment obligations with respect to those charges 
which are not in dispute (Code of Virginia, § 2.2-4363). 

 
2. To Subcontractors:   

 
a. Within seven (7) days of the contractor’s receipt of payment from the Commonwealth, a contractor 

awarded a contract under this solicitation is hereby obligated: 
 

(1) To pay the subcontractor(s) for the proportionate share of the payment received for work 
performed by the subcontractor(s) under the contract; or 

 
(2) To notify the agency and the subcontractor(s), in writing, of the contractor’s intention to withhold 

payment and the reason. 
 

b. The contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month 
(unless otherwise provided under the terms of the contract) on all amounts owed by the contractor that 
remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for 
amounts withheld as stated in (2) above.  The date of mailing of any payment by U. S. Mail is deemed 
to be payment to the addressee.  These provisions apply to each sub-tier contractor performing under 
the primary contract.  A contractor’s obligation to pay an interest charge to a subcontractor may not 
be construed to be an obligation of the Commonwealth. 

 
3. Each prime contractor who wins an award in which provision of a SWaM procurement plan is a condition 

to the award, shall deliver to the contracting agency or institution, on or before request for final payment, 
evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls arising 
from subcontractor default) with the SWaM procurement plan.  Final payment under the contract in 
question may be withheld until such certification is delivered and, if necessary, confirmed by the agency 
or institution, or other appropriate penalties may be assessed in lieu of withholding such payment. 
 

4. The Commonwealth of Virginia encourages contractors and subcontractors to accept electronic and credit 
card payments. 

 
K.  PRECEDENCE OF TERMS: The following General Terms and Conditions VENDORS MANUAL, 

APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN PUBLIC CONTRACTING, 
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IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, 
MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF 
TERMS, PAYMENT shall apply in all instances.  In the event there is a conflict between any of the other 
General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms 
and Conditions shall apply. 

 
L. QUALIFICATIONS OF OFFERORS: The Commonwealth may make such reasonable investigations as 

deemed proper and necessary to determine the ability of the offeror to perform the services/furnish the goods 
and the offeror shall furnish to the Commonwealth all such information and data for this purpose as may be 
requested.  The Commonwealth reserves the right to inspect offeror’s physical facilities prior to award to satisfy 
questions regarding the offeror’s capabilities.  The Commonwealth further reserves the right to reject any 
proposal if the evidence submitted by, or investigations of, such offeror fails to satisfy the Commonwealth that 
such offeror is properly qualified to carry out the obligations of the contract and to provide the services and/or 
furnish the goods contemplated therein. 

 
M. TESTING AND INSPECTION: The Commonwealth reserves the right to conduct any test/inspection it 

may deem advisable to assure goods and services conform to the specifications. 
 
N. ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the contractor in whole or in part 

without the written consent of the Commonwealth. 
 
O. CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following ways: 
 

1. The parties may agree in writing to modify the terms, conditions, or scope of the contract.  Any additional 
goods or services to be provided shall be of a sort that is ancillary to the contract goods or services, or 
within the same broad product or service categories as were included in the contract award.  Any increase 
or decrease in the price of the contract resulting from such modification shall be agreed to by the parties 
as a part of their written agreement to modify the scope of the contract. 

 
2. The Purchasing Agency may order changes within the general scope of the contract at any time by written 

notice to the contractor.  Changes within the scope of the contract include, but are not limited to, things 
such as services to be performed, the method of packing or shipment, and the place of delivery or 
installation.  The contractor shall comply with the notice upon receipt, unless the contractor intends to 
claim an adjustment to compensation, schedule, or other contractual impact that would be caused by 
complying with such notice, in which case the contractor shall, in writing, promptly notify the Purchasing 
Agency of the adjustment to be sought, and before proceeding to comply with the notice, shall await the 
Purchasing Agency's written decision affirming, modifying, or revoking the prior written notice.  If the 
Purchasing Agency decides to issue a notice that requires an adjustment to compensation, the contractor 
shall be compensated for any additional costs incurred as the result of such order and shall give the 
Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the 
following methods: 

 
a. By mutual agreement between the parties in writing; or 

 
b. By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can 

be expressed in units, and the contractor accounts for the number of units of work performed, subject 
to the Purchasing Agency’s right to audit the contractor’s records and/or to determine the correct 
number of units independently; or 
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c. By ordering the contractor to proceed with the work and keep a record of all costs incurred and savings 
realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same 
markup shall be used for determining a decrease in price as the result of savings realized.  The 
contractor shall present the Purchasing Agency with all vouchers and records of expenses incurred 
and savings realized.  The Purchasing Agency shall have the right to audit the records of the contractor 
as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this 
provision must be asserted by written notice to the Purchasing Agency within thirty (30) days from 
the date of receipt of the written order from the Purchasing Agency.  If the parties fail to agree on an 
amount of adjustment, the question of an increase or decrease in the contract price or time for 
performance shall be resolved in accordance with the procedures for resolving disputes provided by 
the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of 
the Commonwealth of Virginia Vendors Manual.  Neither the  existence of a claim nor a dispute 
resolution process, litigation or any other provision of this contract shall excuse the contractor from 
promptly complying with the changes ordered by the Purchasing Agency or with the performance of 
the contract generally. 

 
P. DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and conditions, 

the Commonwealth may terminate this agreement after verbal or written notice without penalty. Upon 
termination the Commonwealth may procure the goods or services contracted for from other sources and hold 
the contractor responsible for any resulting additional purchase and administrative costs. This remedy shall be 
in addition to any other remedies which the Commonwealth may have. 

 
T. INSURANCE: By signing and submitting a proposal under this solicitation, the offeror certifies that if awarded 

the contract, it will have the following insurance coverage at the time the contract is awarded.  For construction 
contracts, if any subcontractors are involved, the subcontractor will have workers’ compensation insurance in 
accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of Virginia.  The offeror further certifies that the 
contractor and any subcontractors will maintain these insurance coverages during the entire term of the contract 
and that all  coverage will be provided by companies authorized to sell insurance in Virginia by the Virginia 
State Corporation Commission. 

 
MINIMUM INSURANCE COVERAGES AND LIMITS: 
 
1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for employers of 

three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of 
increases in the number of employees that change their workers’ compensation requirements under the 
Code of Virginia during the course of the contract shall be in noncompliance with the contract. 

 
2. Employer’s Liability - $100,000. 

 
U. ANNOUNCEMENT OF AWARD: Upon the award or the announcement of the decision to award a contract 

as a result of this solicitation, the purchasing agency will publicly post such notice in eVA (eva.virginia.gov) 
for a minimum of 10 days. 

 
V. DRUG-FREE WORKPLACE: Applicable for all contracts over $10,000:  
 

During the performance of this contract, the contractor agrees to (i) provide a drug-free workplace for the 
contractor's employees; (ii) post in conspicuous places, available to employees and applicants for employment, 
a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or 
use of a controlled substance or marijuana is prohibited in the contractor's workplace and specifying the actions 
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that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or 
advertisements for employees placed by or on behalf of the contractor that the contractor maintains a drug-free 
workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of 
over $10,000, so that the provisions will be binding upon each subcontractor or vendor.  

 
 For the purposes of this section, “drug-free workplace” means a site for the performance of work done in 

connection with a specific contract awarded to a contractor, the employees of whom are prohibited from 
engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled 
substance or marijuana during the performance of the contract. 

 
W. NONDISCRIMINATION OF CONTRACTORS: An offeror, or contractor shall not be discriminated 

against in the solicitation or award of this contract because of race, religion, color, sex, sexual orientation, 
gender identity, national origin, age, disability, faith-based organizational status, any other basis prohibited by 
state law relating to discrimination in employment or because the offeror employs ex-offenders unless the state 
agency, department or institution has made a written determination that employing ex-offenders on the specific 
contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an 
individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract 
objects to the religious character of the faith-based organization from which the individual receives or would 
receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable 
period of time after the date of his objection, access to equivalent goods, services, or disbursements from an 
alternative provider. 

 
X. eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION, CONTRACTS, AND ORDERS: 

The eVA Internet electronic procurement solution, web site portal eva.virginia.gov, streamlines and automates 
government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct 
business with state agencies and public bodies.  All vendors desiring to provide goods and/or services to the 
Commonwealth shall participate in the eVA Internet e-procurement solution by completing the free eVA 
Vendor Registration.  All offerors must register in eVA and pay the Vendor Transaction Fees specified below; 
failure to register will result in the proposal being rejected. 

 
Vendor transaction fees are determined by the date the original purchase order is issued and the current fees 
are as follows: 

 
a. For orders issued July 1, 2014, and after, the Vendor Transaction Fee is: 

(i) DSBSD-certified Small Businesses: 1%, capped at $500 per order. 
(ii) Businesses that are not DSBSD-certified Small Businesses: 1%, capped at $1,500 per order. 

 
b. Refer to Special Term and Condition “eVA Orders and Contracts” to identify the number of purchase orders 

that will be issued as a result of this solicitation/contract with the eVA transaction fee specified above 
assessed for each order. 

 
For orders issued prior to July 1, 2014, the vendor transaction fees can be found at eva.virginia.gov. 
The specified vendor transaction fee will be invoiced, by the Commonwealth of Virginia Department of 
General Services, typically within 60 days of the order issue date.  Any adjustments (increases/decreases) 
will be handled through purchase order changes. 

 
Y. AVAILABILITY OF FUNDS: It is understood and agreed between the parties herein that the agency shall 

be bound hereunder only to the extent that the legislature has appropriated funds that are legally available or 
may hereafter become legally available for the purpose of this agreement. 
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Z. SET-ASIDES IN ACCORDANCE WITH THE SMALL BUSINESS ENHANCEMENT AWARD 

PRIORITY:  This solicitation is set-aside for award priority to DSBSD-certified micro businesses or small 
businesses when designated as “Micro Business Set-Aside Award Priority” or “Small Business Set-Aside 
Award Priority” accordingly in the solicitation.  DSBSD-certified micro businesses or small businesses also 
includes DSBSD-certified women-owned and minority-owned businesses when they have received the 
DSBSD small business certification.  For purposes of award, offerors shall be deemed micro businesses or 
small businesses if and only if they are certified as such by DSBSD on the due date for receipt of proposals. 

  
AA. PROPOSAL PRICE CURRENCY: Unless stated otherwise in the solicitation, offerors shall state offer 

prices in US dollars. 
 
BB. AUTHORIZATION TO CONDUCT BUSINESS IN THE COMMONWEALTH:  A contractor organized 

as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or registered 
as a registered limited liability partnership shall be authorized to transact business in the Commonwealth as a 
domestic or foreign business entity if so required by Title 13.1 or Title 50 of the Code of Virginia or as 
otherwise required by law. Any business entity described above that enters into a contract with a public body 
pursuant to the Virginia Public Procurement Act shall not allow its existence to lapse or its certificate of 
authority or registration to transact business in the Commonwealth, if so required under Title 13.1 or Title 50, 
to be revoked or cancelled at any time during the term of the contract. A public body may void any contract 
with a business entity if the business entity fails to remain in compliance with the provisions of this section. 

 
CC. CIVILITY IN STATE WORKPLACES:  The contractor shall take all reasonable steps to ensure that no 

individual, while performing work on behalf of the contractor or any subcontractor in connection with this 
agreement (each, a “Contract Worker”), shall engage in 1) harassment (including sexual harassment), bullying, 
cyber-bullying, or threatening or violent conduct, or 2) discriminatory behavior on the basis of race, sex, color, 
national origin, religious belief, sexual orientation, gender identity or expression, age, political affiliation, 
veteran status, or disability.   

 
The contractor shall provide each Contract Worker with a copy of this Section and will require Contract 
Workers to participate in agency training on civility in the State workplace if contractor’s (and any 
subcontractor’s) regular mandatory training programs do not already encompass equivalent or greater 
expectations.  Upon request, the contractor shall provide documentation that each Contract Worker has 
received such training. 
 
For purposes of this Section, “State workplace” includes any location, permanent or temporary, where a 
Commonwealth employee performs any work-related duty or is representing his or her agency, as well as 
surrounding perimeters, parking lots, outside meeting locations, and means of travel to and from these 
locations.  Communications are deemed to occur in a State workplace if the Contract Worker reasonably should 
know that the phone number, email, or other method of communication is associated with a State workplace 
or is associated with a person who is a State employee. 
 
The Commonwealth of Virginia may require, at its sole discretion, the removal and replacement of any 
Contract Worker who the Commonwealth reasonably believes to have violated this Section. 
    
This Section creates obligations solely on the part of the contractor.  Employees or other third parties may 
benefit incidentally from this Section and from training materials or other communications distributed on this 
topic, but the Parties to this agreement intend this Section to be enforceable solely by the Commonwealth and 
not by employees or other third parties. 
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DD. CONTRACT EXTENSIONS: In the event that the original term and all renewals of this contract expire prior 

to the award for a new contract for similar goods and/or services, the Commonwealth of Virginia may, with 
written consent of the Contractor, extend this contract for such a period as may be necessary to afford the 
Commonwealth of Virginia a continuous supply of the identified goods and/or services. 

 
EE. FORCED OR INDENTURED CHILD LABOR: Applicable in all solicitations and contracts over $10,000:   

During the performance of this contract the use of forced or indentured child labor is prohibited.  Any Prime 
Contractor shall include such prohibition in every subcontract that exceeds $10,000 and shall be binding upon 
each subcontractor or vendor.  For the purposes of this section, “ forced or indentured child labor” means all 
work or service exacted from any person younger that 18 years of age under the menace of any penalty for the 
nonperformance of such work or service and for which such person does not offer himself voluntarily or 
performed by any person younger than 18 years of age pursuant to a contract the enforcement of which can be 
accomplished by process or penalties. 

 
IX. SPECIAL TERMS AND CONDITIONS: 

 
A. AUDIT: The contractor shall retain all books, records, and other documents relative to this contract for five 

(5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The 
agency, its authorized agents, and/or state auditors shall have full access to and the right to examine any of 
said materials during said period. 
 

B. RENEWAL OF CONTRACT: This contract may be renewed by the Commonwealth upon written 
agreement of both parties for four (4) successive one-year periods, under the terms of the current contract, 
and at a reasonable time (approximately 90 days) prior to the expiration. 
 

C. CANCELLATION OF CONTRACT: The purchasing agency reserves the right to cancel and terminate 
any resulting contract, in part or in whole, without penalty, upon 60 days written notice to the contractor.  
Any contract cancellation notice shall not relieve the contractor of the obligation to deliver and/or perform 
on all outstanding orders issued prior to the effective date of cancellation.  

 
D. eVA ORDERS AND CONTRACTS: The solicitation/contract will result in purchase orders with the 

applicable eVA transaction fee assessed for each order.  
 
Vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA 
eProcurement Program and agree to comply with the following:  If this solicitation is for a term contract, 
failure to provide an electronic catalog (price list) or Punch-Out Catalog for items awarded will be just cause 
for the Commonwealth to reject your bid/offer or terminate this contract for default.  The format of this 
electronic catalog shall conform to the eVA Catalog and/or Punch-Out Catalog Specification.  For further 
information and details please email eVA-catalogmanager@dgs.virginia.gov.  

 
E. PRIME CONTRACTOR RESPONSIBILITIES: The contractor shall be responsible for completely 

supervising and directing the work under this contract and all subcontractors that he may utilize, using his 
best skill and attention.  Subcontractors who perform work under this contract shall be responsible to the 
prime contractor.  The contractor agrees that he is as fully responsible for the acts and omissions of his 
subcontractors and of persons employed by them as he is for the acts and omissions of his own employees. 

 
F. SUBCONTRACTS: No portion of the work shall be subcontracted without prior written consent of 

DBHDS.  In the event that the contractor desires to subcontract some part of the work specified herein, the 
contractor shall furnish the purchasing agency the names, qualifications and experience of their proposed 
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subcontractors.  The contractor shall, however, remain fully liable and responsible for the work to be done 
by its subcontractor(s) and shall assure compliance with all requirements of the contract. 

 
If the contract is supported in whole or in part with federal funds, the contractor shall not subcontract to any 
subcontractor that is excluded from Federal Procurement and Non-procurement Programs.  In no event shall 
contractor subcontract to any subcontractor that is debarred by the Commonwealth of Virginia or who owes 
back taxes to the Commonwealth of Virginia and has not arranged for payment of such back taxes. 

 
If the contractor subcontracts the provision of any performance obligation under the contract to any other 
party, the contractor shall (i) act as prime contractor and shall be the sole point of contact with regard to all 
obligations under any subsequent contract; and (ii) represent and warrant that any authorized subcontractors 
shall perform in accordance with the terms, conditions, including warranties, set forth in any contract. 

 
G. STATE CORPORATION COMMISSION IDENTIFICATION NUMBER: Pursuant to Code of 

Virginia, §2.2-4311.2 subsection B, an offeror organized or authorized to transact business in the 
Commonwealth pursuant to Title 13.1 or Title 50 is required to include in its proposal the identification 
number issued to it by the State Corporation Commission (SCC). Any offeror that is not required to be 
authorized to transact business in the Commonwealth as a foreign business entity under Title 13.1 or Title 
50 or as otherwise required by law is required to include in its proposal a statement describing why the 
offeror is not required to be so authorized.   Indicate the above information on the SCC Form provided.  
Contractor agrees that the process by which compliance with Titles 13.1 and 50 is checked during the 
solicitation stage (including without limitation the SCC Form provided) is streamlined and not definitive, 
and the Commonwealth’s use and acceptance of such form, or its acceptance of Contractor’s statement 
describing why the offeror was not legally required to be authorized to transact business in the 
Commonwealth, shall not be conclusive of the issue and shall not be relied upon by the Contractor as 
demonstrating compliance.  

 
H. E-VERIFY PROGRAM: EFFECTIVE 12/1/13.  Pursuant to Code of Virginia, §2.2-4308.2., any employer 

with more than an average of 50 employees for the previous 12 months entering into a contract in excess of 
$50,000 with any agency of the Commonwealth to perform work or provide services pursuant to such 
contract shall register and participate in the E-Verify program to verify information and work authorization 
of its newly hired employees performing work pursuant to such public contract.  Any such employer who 
fails to comply with these provisions shall be debarred from contracting with any agency of the 
Commonwealth for a period up to one year.  Such debarment shall cease upon the employer’s registration 
and participation in the E-Verify program. If requested, the employer shall present a copy of their Maintain 
Company page from E-Verify to prove that they are enrolled in E-Verify. 

 
I. FEDERALLY IMPOSED TARIFFS: In the event that the President of the United States, the United States 

Congress, Customs and Border Protection, or any other federal entity authorized by law, imposes an import 
duty or tariff (a “tariff”), on an imported good that results in an increase in contractor’s costs to a level that 
renders performance under the Agreement impracticable, the Commonwealth may agree to an increase to 
the purchase price for the affected good. No increase in purchase price may exceed 25% of the additional 
tariff imposed on the goods imported or purchased by the contractor that are provided to the Commonwealth 
under this Agreement. 

 
Prior to the Commonwealth agreeing to a price increase pursuant to this Section, the contractor must provide 
to the Commonwealth the following documentation all of which must be satisfactory to the Commonwealth: 
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Evidence demonstrating: (i) the unit price paid by contractor as of the date of award for the good or raw 
material used to furnish the goods to the Commonwealth under this Agreement, (ii) the applicability of the 
tariff to the specific good or raw material, and (iii) contractor’s payment of the increased import duty or 
tariff (either directly or through an increase to the cost paid for the good or raw material). The evidence 
submitted shall be sufficient in detail and content to allow the Commonwealth to verify that the tariff is the 
cause of the price change. 
A certification signed by contractor that it has made all reasonable efforts to obtain the good or the raw 
materials comprising the good procured by the Commonwealth at a lower cost from a different source 
located outside of the country against which the tariff has been imposed. 
A certification signed by contractor that the documentation, statements, and any other evidence it submits 
in support of its request for a price increase under this Section are true and correct, and that the contractor 
would otherwise be unable to perform under this Agreement without such price increase. 
As requested by the Commonwealth, written instructions authorizing the Commonwealth to request 
additional documentation from individuals or entities that provide the good or the raw materials to verify 
the information submitted by contractor. 

 
If the Commonwealth agrees to a price increase pursuant to this Section, the parties further agree to add the 
following terms to this Agreement: 
During the Term and for five (5) years after the termination of this Agreement, contractor shall retain, and 
the Commonwealth and its authorized representatives shall have the right to audit, examine, and make copies 
of, all of contractors books, accounts, and other records related to this Agreement and contractor’s costs for 
providing goods to the Commonwealth, including, but not limited to those kept by the contractor’s agents, 
assigns, successors, and subcontractors.   
Notwithstanding anything to the contrary in this Agreement, the Commonwealth shall have the right to 
terminate this Agreement for the Commonwealth’s convenience upon 15 days’ written notice to contractor. 

 
In the event the import duty or tariff is repealed or reduced prior to termination of this Agreement, the 
increase in the Commonwealth’s contract price shall be reduced by the same amount and adjusted 
accordingly. 
Any material misrepresentation of fact by contractor relating in any way to the Commonwealth’s payment 
of additional sums due to tariffs shall be fraud against the taxpayers of the Commonwealth and subject 
contractor to treble damages pursuant to the Virginia Fraud Against Taxpayers Act. 

 
J. CONTINUITY OF SERVICES: 

 
a.) The Contractor recognizes that the services under this contract are vital to the Agency and must be 

continued without interruption and that, upon contract expiration, a successor, either the Agency or 
another contractor, may continue them. The Contractor agrees:  
 
i. To exercise its best efforts and cooperation to affect an orderly and efficient transition to a successor 

 
ii. To make all Agency owned facilities, equipment, and data available to any successor at an 

appropriate time prior to the expiration of the contract to facilitate transition to successor. 
 

iii. The Agency Contracting Officer shall have final authority to resolve disputes related to the 
transition of the contract from the Contractor to its successor. 
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b.) The Contractor shall, upon written notice from the Contract Officer, furnish phase-in/phase-out 
services for up to ninety (90) days after this contract expires and shall negotiate in good faith a plan 
with the successor to execute the phase-in/phase-out services. This plan shall be subject to the Contract 
Officer’s approval.  
 

c.) The Contractor shall be reimbursed for all reasonable, pre-approved phase-in/phase-out costs (i.e., 
costs incurred within the agreed period after contract expiration that result from phase-in, phase-out 
operations) and a fee (profit) not to exceed a pro rata portion of the fee (profit) under this contract.  All 
phase-in/phase-out work fees must be approved by the Contract Officer in writing prior to 
commencement of said work. 
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NOTE TO OFFEROR: 
The following must be completed, signed (when applicable) and submitted with your 
proposal; failure to submit a complete proposal may result in you receiving lower 
evaluation scores. 
 
 
ATTACHMENT A Offeror Information 
ATTACHMENT B State Corporation Commission Form 
ATTACHMENT C Proprietary/Confidential Information Identification  
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ATTACHMENT A:  OFFEROR INFORMATION 
 

The offeror must have the capability and capacity in all respects in order to fully satisfy all of the contractual requirements. 
1. OFFEROR/COMPANY NAME:        
 
2. YEARS IN BUSINESS:    years    months (providing this type of service) 
 
3. eVA VENDOR ID #:          
 
4. DSBSD CERTIFICATION #:      Type   Expiration 
 
5. DUNS #:             
 
6. PERFORMANCE/DELIVERY DATE: State your earliest firm delivery date/performance start date:  . 
 
7. REFERENCES: Provide a list of at least two recent references where similar goods and/or services have been provided. 

Each reference shall include the name of the organization, the complete mailing address, the name of the contact person, 
email address and telephone number.  

ORGANIZATION ADDRESS CONTACT 

PERSON 

EMAIL ADDRESS TELEPHONE 

1. 

 

    

2. 

 

    

3. 

 

    

4. 

 

    

 
 
 
 
8. SUBSIDIARY FIRM:  Are you a subsidiary firm? ☐YES  ☐NO 
 

If yes, list the name and location of your parent affiliation:        
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PRICING/FEE SCHEDULE 
 

 
 

CONTRACTOR’S REPRESENTATIVE:  The Contractor shall assign a representative to be in contact with DBHDS 
for any resulting contract from this solicitation.  The Contractor’s representative shall handle and resolve all issues 
including but not limited to billing and reporting. 
Name:          

Telephone:         

Email:          

 
In compliance with this Request For Proposals (URFP) and all conditions imposed in this URFP, the undersigned 
firm hereby offers and agrees to furnish all goods and services in accordance with the attached signed proposal or 
as mutually agreed upon by subsequent negotiation, and the undersigned firm hereby certifies that all information 
provided below and in any schedule attached hereto is true, correct, and complete. 
 

Name of Firm:  

Address of Firm: 
 

Printed Name:  

Signature:  

Email Address:  

Date:  

 
  

 URFP#: 

QTY UOM DESCRIPTION UNIT COSTS TOTAL COSTS 

12 Monthly 
Administrative Services for the VBHAC as specified in 

Section III. Statement of Needs 
$ $ 

12 Monthly 
Website/Board Portal Administrative and Maintenance 

Services for the VBHAC as specified in Section III. 
Statement of Needs 

$ $ 

12 Monthly 
Meeting Coordination Services for the VBHAC as specified 

in Section III. Statement of Needs 
$ $ 

TOTAL COSTS:  $ 
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ATTACHMENT B: STATE CORPORATION COMMISION FORM 
 

Virginia State Corporation Commission (SCC) registration information.  

 

The Offeror:               

  

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 is a corporation or other business entity with the following SCC identification number: ____________ 

 
is not a corporation, limited liability company, limited partnership, registered limited liability partnership, or business 
trust 

 

is an out-of-state business entity that does not regularly and continuously maintain as part of its ordinary and 
customary business any employees, agents, offices, facilities, or inventories in Virginia (not counting any employees 
or agents in Virginia who merely solicit orders that require acceptance outside Virginia before they become contracts, 
and not counting any incidental presence of the offeror in Virginia that is needed in order to assemble, maintain, and 
repair goods in accordance with the contracts by which such goods were sold and shipped into Virginia from offeror’s 
out-of-state location) 

 

is an out-of-state business entity that is including with this proposal an opinion of legal counsel which accurately and 
completely discloses the undersigned offeror’s current contacts with Virginia and describes why those contacts do not 
constitute the transaction of business in Virginia within the meaning of § 13.1-757 or other similar provisions in Titles 
13.1 or 50 of the Code of Virginia. 

 

**NOTE** >> Check the following box if you have not completed any of the foregoing options but currently 
have pending before the SCC an application for authority to transact business in the Commonwealth of 
Virginia and wish to be considered for a waiver to allow you to submit the SCC identification number after the 
due date for proposals (the Commonwealth reserves the right to determine in its sole discretion whether to 
allow such waiver):   
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ATTACHMENT C: PROPRIETARY/CONFIDENTIAL INFORMATION IDENTIFICATION 
 

Trade secrets or proprietary information submitted by an Offeror shall not be subject to public disclosure under the Virginia 
Freedom of Information Act; however, the Offeror must invoke the protections of § 2.2-4342F of the Code of Virginia, in 
writing, either before or at the time the data or other material is submitted. The written notice must specifically identify the 
data or materials to be protected including the section of the proposal in which it is contained, as well as the page numbers, 
and must state the reasons why protection is necessary. The proprietary or trade secret material submitted must be identified 
by some distinct method such as highlighting or underlining and must indicate only the specific words, figures, or paragraphs 
that constitute trade secret or proprietary information. In addition, a summary of proprietary information submitted shall be 
submitted on this form. The classification of an entire proposal document, line item prices, and/or total proposal prices as 
proprietary or trade secrets is not acceptable. If, after being given reasonable time, the Offeror refuses to withdraw such a 
classification designation, the proposal will be rejected.  
 
 
Name of Firm/Offeror: ______________________________, invokes the protections of § 2.2-4342F of the Code of 
Virginia for the following portions of my proposal submitted on __________ (Date).  
 
Signature:         

Title:          

 

DATA/MATERIAL TO BE PROTECTED SECTION & PAGE # REASON WHY PROTECTION IS 
NECESSARY 

   

   

   

   

   

   

 


