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VIRGINIA COMMONWEALTH UNIVERSITY 
REQUEST FOR PROPOSALS (RFP)  

Bleacher, Curtain, and Basketball Goal Maintenance and Repairs  
#147497681CH  

 
                  OFFER FORM 

 
In compliance with this request for proposals and to all conditions imposed therein and hereby incorporated by reference, the 
undersigned offers and agrees to furnish the services described herein in accordance with the attached signed proposal or as mutually 
agreed upon by subsequent negotiation.  Furthermore, the undersigned agrees not to start any work relative to this particular solicitation 
until a resulting formal Purchase Order is received by the Contractor from University Purchasing.  Any work relative to this solicitation 
performed by the Contractor prior to receiving a formal Purchase Order shall be at the Contractor's own risk and shall not be subject to 
reimbursement by the University.  Signature below constitutes acknowledgement of all information contained through links 
referenced herein. 
 
A. GENERAL INFORMATION: 

Name & Address of Firm: 
 
  Date:  

  By (Signature In Ink):  

 Zip Code   Name Typed:   

E-Mail Address:    Title:  

Telephone:  (  )   Fax Number: (  )  
Toll-free, if available Toll-free, if available 
DUNS NO.:    FEI/FIN NO.:  
 
B. SMALL, MINORITY & WOMAN OWNED BUSINESS INFORMATION 
 
MINORITY-OWNED BUSINESS: (  ) YES (  ) NO WOMEN-OWNED: (  ) YES (  ) NO 
REGISTERED WITH eVA: (  ) YES (  ) NO SMALL BUSINESS: (  ) YES (  ) NO 
VIRGINIA DSBSD CERTIFIED: (  ) YES (  ) NO VIRGINIA DSBSD CERTIFICATION#:  
 
C. PROPRIETARY OR CONFIDENTIAL INFORMATION 

 Check the box to the left if your proposal contains proprietary or confidential information. If so, 
add an attachment sheet to this form with details.  

See Paragraph XIII for more information 

 
D. ACKNOWLEDGEMENT OF ADDENDA: Acknowledge your receipt of any addenda that may have been issued under this solicitation.  

See Paragraph VIII for more information 

Addendum #   Addendum #  

Addendum Date ____/____/____  Addendum Date ____/____/____ 

Addendum #   Addendum #  

Addendum Date ____/____/____  Addendum Date ____/____/____ 

 
 
 
 

Affix this Form as the FIRST PAGE of your proposal.  
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A. The intent and purpose of this Request for Proposals (RFP) is to solicit sealed proposals for for 
the provision of Maintenance, Preventive Maintenance, and Repairs of Bleachers, Curtains, and 
Basketball Goals at Virginia Commonwealth University’s (VCU’s) Siegel Center in Richmond, 
Virginia. 

Term:  The initial contract term shall be (2) year(s), with the option of up to three (3) - (1) year 
renewals, to be exercised upon mutual signed agreement by authorized representatives of both 
parties. 

B. COOPERATIVE PROCUREMENT:  It is the intent of this solicitation and resulting contract(s) to 
allow for cooperative procurement at the Contractor’s discretion.  Accordingly, any public body, 
public or private health, or educational institution, or lead-issuing institution's affiliated 
foundations may access any resulting contract(s) if authorized by the Contractor.  

C. OPTIONAL-USE CONTRACT: The resulting contract(s) will be an optional use contract.  VCU is 
in no way required to make purchases from the Contractor and may in its sole discretion 
purchase the identical and/or similar goods/services from other sources.  Any 
estimates/quantities contained herein do not represent a purchase commitment by VCU.   

II. THE UNIVERSITY 
Located on two downtown campuses in Richmond, VCU enrolls more than 31,000 students in 217 
certificate and degree programs in the arts, sciences and humanities. Thirty-eight of the programs are 
unique in Virginia, and VCU is one of just 28 public universities nationwide with an academic medical 
center to receive Carnegie Foundation designations of “Highest Research Activity” and “Community 
Engaged.” As one of the nation’s top research universities, VCU attracts more than $275 million a year 
in sponsored research funding. 

The VCU Health brand represents the health sciences schools of VCU, the VCU Massey Cancer Center and 
the VCU Health System, which comprises VCU Medical Center (the only academic medical center and 
Level I trauma center in the region), Community Memorial Hospital, Children’s Hospital of Richmond at 
VCU, MCV Physicians (a practice of more than 750 physicians) and Virginia Premier Health Plan.  

The university and its medical center are the largest-single employer in the Richmond area, with more 
than 22,000 employees, including more than 2,000 full-time instructional faculty — many of them 
nationally and internationally recognized in their fields. VCU’s total economic impact on Virginia is 
nearly $6 billion, with more than $3 billion in annual spending that supports more than 63,000 jobs. 

VCU’s 17 varsity sports compete at the NCAA Division I level as members of the Atlantic 10 Conference. 
In recent years, VCU has participated in NCAA Tournaments in men’s and women’s basketball, baseball, 
golf, men’s soccer and men’s and women’s tennis, including the VCU men’s basketball team’s run to the 
Final Four in 2011, the A10 championship wins in 2021 by women’s field hockey, men’s tennis, women’s 
tennis and women’s track and field. 

III. PRE-PROPOSAL CONFERENCE 
An optional pre-proposal conference will be held at VCU Siegel Center (1200 W. Broad Street, Richmond, 
VA 23284) on December 7, 2021 at 10:30 A.M. 

The purpose of the conference is to allow Offerors an opportunity to ask questions and obtain 
clarification relative to any facet of this solicitation.  Offerors are strongly encouraged to submit 
questions in advance by emailing them to Chunt3@vcu.edu prior to the conference. 
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While attendance at this conference is optional, Offerors who intend to submit a proposal are highly 
encouraged to attend and to have a copy of this solicitation to reference.  Any questions and answers 
that are presented during the conference or any changes to the solicitation resulting from this 
conference will be issued in a written addendum to the solicitation. 

Firms may participate in the pre-proposal conference via conference call. Dial-in information is below: 

Dial-in: 1-866-845-1266  

Participant Pin: 34334192  

OR 

Dial-in: 1-866-845-1266  

Participant Pin: 41772138  

IV. STATEMENT OF NEEDS 
This Section describes VCU’s requested goods and/or services and the areas to be addressed in Offeror’s 
Proposal.  Please note that the utilization of the words “shall” or “must” indicates a mandatory 
requirement.   

A. General 

1. The Contractor shall provide all labor, supervision, equipment, tools, parts, materials 
and travel costs as necessary to maintain the equipment listed herein in compliance with 
the manufacturer's service manuals. 

2. The Contractor shall be a certified installer as recognized by the specific manufacturers 
and should perform full-service maintenance on the following (all installed on April 1, 
1999). 

a) Five (5) sections/banks of retractable bleachers manufactured by lnterkal. 

b) The Siegel Center has 7,500 (expandable to 8,000) seats and approximately 
2,000 seats are permanently fixed seats. 

c) Ten (10) retractable (hanging) basketball goals which are manufactured by 
Porter. 

d) Nine (9) divider curtains which are manufactured by Porter. 

e) The Auxiliary Gym Motorized Curtain manufactured by Draper Athletics 

f) Two Stagnant Nets 

3. The Contractor shall provide full-service maintenance to include all preventive 
maintenance, on-call maintenance, and emergency maintenance. 

a) Bleachers: Routinely tested and inspected, properly timed, lubricated, and 
repaired as needed. 

b) Goals: Routinely tested and inspected, lubricated, drive belts adjusted, 
inspect/test safety straps, check and tighten all hardware, check and tighten all 
points of installation. 
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c) Curtains: Routinely tested and inspected, lubricated, check, and tighten all 
hardware, check and tighten all points of installation, and straighten/repair 
bottom weight bars. 

d) Clean-Up: The Contractor should clean-up after all maintenance, preventive 
maintenance, emergency and non-emergency unscheduled repair services have 
been provided or performed, at no additional cost to VCU.  Clean-up should 
include, but not limited to, proper disposal of all part containers and all shipping 
crates. 

e) Emergency Calls: The Contractor shall provide and perform emergency and on-
call repair services. This includes sudden, accidental or catastrophic equipment 
failure as necessary to maintain all of the equipment. 

f) Access: Any access to the VCU Siegel Center for maintenance purposes will not 
be restricted unless the event schedule prohibits restricted access. 

g) Lift: Any lift not provided by the Siegel Center must be inspected and approved 
by Siegel Center Management. 

h) Not Included in the RFP:  Cleaning and Painting are specifically not included in 
this RFP. 

4. Original Equipment Manufacturer (OEM): 

a) The Contractor shall provide and perform all preventive maintenance in 
accordance with the Original Equipment Manufacturer’s (OEM’s) procedures 
and shall make recommendations to the University regarding additional high-
priority maintenance issues that are identified during each visit as well as any 
recommendations regarding future repairs/replacements to prevent future 
equipment breakdowns or failures. 

b) The Contractor shall use only OEM equipment and parts, with no substitutes 
allowed. 

c) The Contractor shall establish and maintain records by keeping them updated to 
reflect the guidelines of the OEM for the bleachers, divider curtains, and 
basketball goals. 

d) The Contractor shall follow all federal, state, and local regulations as applicable. 

5. Contract Administration & Reporting Instructions: 

a) The Contractor shall direct all communication relevant to the contract to the VCU 
Project Manager or the Contract Administrator (or his/her designee) assigned to 
the contract. 

b) The Contractor shall obtain written authorization from the VCU Contract 
Administrator prior to executing any repairs estimated to exceed $2,000.00. 

c) The Contractor shall provide a services record log posted by each piece of 
equipment each time services are rendered. The log shall include: 
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(1) The name of the employee, 

(2) The service date, 

(3) A description of the services provided and performed, and 

(4) The service completion date. 

6. Inventory & Delivery: 

a) The Contractor shall maintain or have "just in time" access to an inventory for 
parts or materials on-site at VCU. 

b) VCU shall provide storage space to the Contractor so the Contractor can execute 
routine maintenance and ensure uninterrupted operation. 

c) The Contractor shall properly identify any parts or materials that it owns and 
provide proper security for such items at its own risk and expense. 

d) The Contractor assumes responsibility for safekeeping the "storage space" 
provided to it by VCU, and shall take adequate precautions to prevent fire 
hazards, odors, vermin, and any other safety precautions. 

e) VCU will not be responsible for losses of the Contractor's materials stored on-
site at VCU. 

V. THE REQUEST FOR PROPOSALS PROCESS – GENERAL 
A. Written Proposals: To properly respond to this Request for Proposals, Offerors are required to 

prepare a written proposal in the format described below. This includes the submission of 
certain forms.   

B. Electronic Delivery Required: As noted on the solicitation cover sheet, proposals must be 
electronically delivered to a specific email address prior to a FIRM deadline. Physical 
submissions shall not be accepted. 

C. Initial Evaluation and Oral Presentations: Proposals will be evaluated against criteria 
specified below in this solicitation, after which firms may be invited to participate in oral 
presentations.  

D. Discussions/Negotiations, Final Offers and Selection: Following initial evaluations and oral 
presentations (if applicable), discussions and/or negotiations with at least the top two Offerors 
may occur.  If so, these Offerors shall be invited to submit any written changes to their proposals 
and a final selection decision shall be made based on the initial proposals, oral presentations (if 
applicable) and any negotiated, written changes to proposals. 

E. Final Contract: Once a final selection decision has been made, VCU will work with the chosen 
Offeror to finalize the terms and conditions of the contract. The VCU Contract is included as an 
attachment to this solicitation and will be the contract form. 

F. Each of the above steps is described below in detail. It is incumbent upon all Offerors to read the 
entire solicitation to understand the entire solicitation process. 

VI. PREPARATION OF WRITTEN PROPOSALS – GENERAL 
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A. Offerors shall submit: 

1. Required Forms: The following forms must be completed and returned with the 
proposal: 

a) The Offer Form on Page 2 of the RFP 

b) Fully completed Appendix I (unless Offeror is a DSBSD-certified SWaM 
business), and 

c) Fully completed Appendix II.   

d) All forms must be executed by an official representative of the Offeror. 

2. Electronic Copy of the Entire Proposal 

a) One electronic copy via email of the entire proposal, including all attachments 
and proprietary information.   

VII. SUBMISSION OF PROPOSALS 
A. Electronic proposals must be received in the University’s Office of Procurement Services on or 

before the date and time designated on the solicitation cover sheet.   

B. Physical and facsimile submissions shall not be accepted in lieu of an electronic-copy 
submission. 

C. Offerors are responsible for the timely delivery of their proposal. Proposals received after the 
official date and time specified on the solicitation cover sheet shall be rejected. The official date 
and time used in the receipt of responses is the timestamp associated when emails were 
received at eproposals@vcu.edu  

D. The RFP number must be noted in the subject line of the email, and the date and time of proposal 
submission deadline, as reflected in the solicitation, must clearly appear in the body of the email. 
Example: 

From:  

_______________________________________   _________________  _________________ 

Name of Contractor     Due Date  Time   

                        

          Street or Box Number     RFP No. 

                                     

City, State, Zip Code +4     RFP Title 

 

Name of Contract/Purchase Officer or Buyer: ____________________________________________________ 
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If a proposal is not clearly identified, the Offeror takes the risk that the proposal may be 
inadvertently opened and the information compromised, which may cause the proposal to be 
disqualified.  Proposals may NOT be hand-delivered to the office issuing the solicitation.  No 
other correspondence or other proposals should be placed in the email. 

VIII. PROPOSAL RESPONSE FORMAT 
A. General 

Proposal responses must be written in the same order as outlined below.  Proposals should be 
prepared simply and economically, providing a straightforward, concise description of 
capabilities.  Emphasis should be placed on completeness and clarity of content.  Proposals 
which are substantially incomplete or lack key information may be rejected.   

B. Introduction 

Provide an introduction of the Offeror and all major subcontractors who will be involved in the 
performance of the work. Include primary business experience, length of time in business, 
ownership, office locations, and specific location of the principal office from where VCU work 
will be performed and any other information of an introductory nature.  

C. Qualifications of the Firm 

Describe how your firm’s overall experience demonstrates your ability to successfully complete 
the Statement of Needs. Provide a detailed list of services you have provided to clients over the 
past three years which are similar to those required by VCU. 

D. Qualification of the Staff 

Identify the staff members who will provide the services required by the proposal, including 
years and type of experience for each person. Experience should include number of years at 
current firm as well as all prior service.  

E. References 

A list of three (3) references for whom similar services were provided, preferably institutions of 
higher education, or similarly-sized organizations. 

F. Work Plan    

The Work Plan must contain a comprehensive description of services including the following 
elements: 

1. General – This section of the proposal must contain sufficient detail to convey the 
methodology or work plan contemplated for use.  Offerors must describe how the 
services listed in the Statement of Needs shall be performed.    

2. Deliverables – Fully describe all of the deliverables to be submitted under the proposed 
contract. 

3. Work Schedule/Timeline – Include a work schedule/timeline indicating when the 
elements of the work will be completed and when deliverables will be provided. 
Suggestions, if any, for streamlining the work schedule should be presented. Cost 
implications for streamlining the schedule should be presented, if applicable.  
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4. Outcomes and Performance Measurement – Describe the impacts/outcomes Offerors 
intend to achieve, including how these outcomes would be monitored, measured and 
reported to the University. 

5. Overall Risk - Define risks significant to the success of the work. Include how you 
propose to effectively monitor and manage these risks, including the reporting of risks 
to the University (i.e., how you will manage staff turnover or other issues that may 
negatively impact the work, their potential and how you would propose to mitigate 
them).  

6. Other – Provide any other information the Offeror deems relevant to describing the work 
plan. 

7. Small, Women-Owned and Minority-Owned (SWaM) Business Commitment - Unless the 
firm is a Virginia Department of Small Business & Supplier Diversity (DSBSD) certified 
small business, it must submit and complete Appendix I (see Section X and Appendix I 
below). DSBSD certified small businesses must include their certification number on the 
Order Form (see page 2 of RFP), but are not required to complete Appendix I.   

8. Exceptions: Offeror must note any requested exceptions to any of the RFP requirements 
or any of the Contract’s terms and conditions by inserting comments or redlines into the 
attached template Contract. While VCU may negotiate some terms and conditions, VCU 
is a public agency and must abide by the legal requirements applicable to such public 
agencies by Virginia law. Most terms and conditions cannot be negotiated. VCU, in its 
sole discretion, reserves the right to consider proposals containing significant 
exceptions to be non-responsive. VCU may also determine it cannot work with an 
Offeror that demands excessive exceptions during Contract negotiations. 

G. Price Proposal  

The proposal should include the elements listed below.  Note VCU reserves the right to negotiate 
price.  

Please See Appendix III 

VASCUPP Zone Map: Please refer to the Appendix IV below to review the VASCUPP Zone Map.  
Below your pricing proposal, please identify by the number which zones you are willing to 
service.  Contracted Offeror(s) may add additional zones of service during the contract term at 
Offeror’s discretion.  If no zones are identified in your proposal as being excluded, it will be 
assumed that Offeror can service all zones in the Commonwealth. 

IX. PROCUREMENT SCHEDULE 
Below is a brief schedule for this solicitation, specifying the critical dates and milestones (subject to 
change). 

Event/Milestone Date/Date Range 

Issue Date of RFP 11/18/2021 

OPTIONAL: Preproposal Conference 12/7/2021 
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Proposal Due Date 01/7/2022 

Oral Presentations 01/17/2022 – 01/21/2022 

Negotiations/BAFO 01/24/2022 – 01/28/2022 

Contract Negotiation 01/31/2022 – 02/28/2022 

Anticipated Contract Award 03/14/2022 

 

X. SMALL, WOMEN-OWNED, AND MINORITY-OWNED BUSINESS COMMITMENT (SWaM) 
VCU is committed to increasing participation of The Virginia Department of Small Business and Supplier 
Diversity (SBSD) Certified minority-owned businesses, woman owned businesses, micro businesses, 
service disabled veteran owned businesses, small businesses and disadvantaged businesses (DBE). In 
compliance with Executive Order 35 (2019) the University expects Contractors to provide for significant 
participation of SBSD certified SWaM businesses through partnerships, joint ventures, subcontracts, or 
other contractual opportunities. 

It is the policy of VCU that at least 45% of its purchases be made from SBSD certified SWaM businesses 
on all discretionary spend. In addition, VCU has an internal goal that at least 15% of discretionary spend 
goes towards Women, and Minority owned businesses (WaM) to contribute to the establishment, 
preservation, and strengthening of such businesses, and to encourage their participation in VCU 
procurement activities. VCU asks that partners aspire to exceed a target goal of 15% minority and 
woman owned spend within the goal. 

The most competitive Contractors have a SWaM utilization plan; it speaks directly to your own SWaM 
status and/or how you intend to utilize SWaM firms in regard to this particular procurement as it relates 
to the University’s goals in general and, more specifically, to that of the University's Office of Institutional 
Equity, Effectiveness and Success, see Vice President and vice provost Request for Commitment 
(Appendix IV) 

Offerors must complete and submit Appendix I (see section XXV: Attachments) unless Offeror is 
currently a Department of Small Business and Supplier Diversity (DSBSD)-certified SWaM 
business.  DSBSD-certified SWaM businesses must include their certification number on the 
Order Form (see page 2) upon submission to VCU but are not required to complete Appendix I.   

If Offeror is currently a DSBSD-certified SWaM business and is awarded a contract from this RFP, Offeror 
agrees to maintain such certification for the life of the contract (provided Offeror remains eligible). For 
assistance with SWaM certification, visit the DSBSD website at http://www.sbsd.virginia.gov/ 

If the awarded firm is not DSBSD certified but can qualify for certification under DSBSD guidelines, the 
awarded firm is strongly encouraged to apply for certification within 60 days after award of the contract. 
Eligibility will be determined by the DSBSD. 

Use of Subcontractors: If the Offeror intends to use subcontractors to perform any portion of the work 
described in this RFP, the Offeror must clearly so state. VCU is placing an increased emphasis on its 
SWaM business program and is interested in identifying any potential opportunities that may be 
available to engage SWaM vendors to be certified by DSBSD through new or existing contracts. Identify 
and list any such opportunities that your firm would commit to if awarded this Contract in 
Appendix I (Participation in VCU Procurement Transactions with Small Businesses and 

http://www.sbsd.virginia.gov/
http://www.sbsd.virginia.gov/
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Businesses Owned by Women and Minorities). The Offeror’s response must include a description of 
which portion(s) of the work will be subcontracted, and must include the names and addresses of 
potential subcontractors that are currently certified as SWaM businesses through DSBSD. 

 
SWaM REPORTING AND DELIVERY REQUIREMENTS: 

Contractor will identify and fairly consider small, disadvantaged, and woman or minority-owned firms 
for subcontracting opportunities when qualified SWAM firms are available to perform a given task in 
performing for the University under this Agreement.  Contractor will submit a quarterly SWAM business 
report to the University by the 8th of the month following each calendar quarter, specifically the months 
of April, July, October, and January.  Contractor will submit the quarterly SWAM business reports, based 
upon the Contractor’s commitment in Appendix I, to: 

VCU SWaM Reporting 
E-mail: swamreporting@vcu.edu 

The quarterly SWAM business reports will contain this information: 

A. SWAM firms’ name, address and phone number with which Contractor has contracted over the 
specified quarterly period. 

B. Contact person at the SWAM firm who has knowledge of the specified information. 

C. Type of goods and/or services provided over the specified period of time.  

D. Total amount paid to the SWAM firm as it relates to the University’s account. 

XI. ADDENDA 
A. If this solicitation is amended by published addenda, then all terms and conditions which are 

not modified shall remain unchanged and effective. 

B. Offerors shall acknowledge receipt of any addendum to this solicitation by (1) signing and 
returning the addendum, or (2) by identifying the addendum number and date in the space 
provided on the Offer Form, or by (3) other written means of acknowledgement.    

C. Virginia Business Opportunities (VBO) public postings will not be amendable after November 
30th due to the eVA Transition. VCU will not be able to amend or update any open solicitations 
within VBO after November 30th.   

This solicitation may be impacted by the eVA Transition.  Please be sure to visit 
https://procurement.vcu.edu/i-want-to/do-business-with-vcu/view-current-solicitation-
opportunities/ for any addenda, Q&A, etc. that may be issued after November 30, 2021. 

 
  For more information, please visit https://eva.virginia.gov/eva-transition-newsroom.html 

 

XII. PROPOSAL ACCEPTANCE PERIOD 
Any proposal in response to this solicitation shall be valid for sixty (60) days.  At the end of the sixty 
(60) days, the proposal may be withdrawn at the written request of the Offeror.  If the proposal is not 
withdrawn at that time it remains in effect until an award is made or the solicitation is cancelled. 
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XIII. CONFIDENTIAL / PROPRIETARY DATA AND INFORMATION 
VCU is a public institution of higher education and as such is subject to the Virginia Freedom of 
Information Act (FOIA) (Code of Virginia §2.2-3700, et seq.). Therefore, all proposals and other 
documentation submitted by Offeror may be subject to disclosure to third parties as required by FOIA 
and other applicable provisions of law.   

Pursuant to the Code of Virginia §2.2-4342(F), VCU may withhold confidential information identified as 
proprietary or as a trade secret, submitted by an Offeror in connection with a procurement transaction 
only if, prior to or at the time of submission of such information, the Offeror invokes the protections of 
VA. Code §2.2-4342(F), identifies the information to be protected, and states the reasons why protection 
is necessary. To this end, when submitting proposals containing such information, Offerors must: 

A. Clearly denote on the cover page of the proposal that it contains proprietary information. 

B. Include as the first section of the proposal a written notice that identifies by section and page 
number the information to be protected, as well as specific reasons why protection is necessary.   

C. Clearly denote by some distinct method, such as highlighting or underlining, the words, figures 
or paragraphs within the proposal identified in the written notice. 

Failure to follow these instructions shall result in Offeror’s full proposal being subject to public 
disclosure. 

PLEASE NOTE:  Offeror may not request that its entire proposal, pricing, fees or total proposal cost be 
treated as trade secrets, proprietary or confidential information.  The classification of an entire Proposal 
document, or line item prices, or total Proposal prices as proprietary or trade secrets is not acceptable 
and, if Offeror does not promptly agree to withdraw this classification following submission, shall result 
in rejection and return of Proposal. 

Section XIII shall apply to all documents submitted by Offeror/Contractor throughout the duration of 
any negotiations, contracts, renewals, and extensions resulting from this solicitation. 

XIV. LATE PROPOSALS 
To be considered for selection, proposals must be received by the issuing office by the designated date 
and hour.  The official date and time used in the receipt of responses is the timestamp associated when 
emails were received at eproposals@vcu.edu.  It is the sole responsibility of the Offeror to ensure that 
its proposal reaches the issuing office by the designated date and hour. Proposals will not be accepted 
in hard copy. 

XV. QUESTIONS AND EXPLANATIONS TO OFFERORS 
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 solicitation cover sheet.  Any 
revisions to the solicitation will be made only by addendum issued by the buyer.  

Questions concerning this RFP must be received via email no later than: December 10, 2021. 

XVI. COMMUNICATIONS WITH VCU DURING THE RFP PROCESS  
Communications regarding this Request for Proposals shall be formal from the date of issue for this RFP 
until either a Contractor has been selected or the University rejects all proposals. Communications shall 
be directed to the buyer listed on the solicitation cover sheet. Communications, including requests for 
information or comments or speculations regarding this RFP, to any University employee other than the 
buyer on the front of the solicitation cover sheet, may result in the rejection of the Offeror’s proposal. 
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XVII. ORAL PRESENTATIONS 
A. Offerors who submit a proposal in response to this RFP may be required to conduct an oral 

presentation of their proposal to VCU.   This provides an opportunity for the Offeror to clarify or 
elaborate on the proposal.  Oral presentations are an option and may or may not be conducted, 
at VCU’s sole discretion.  Should an oral presentation be required, VCU will designate the date 
and location for the presentation; the date is critical and alternative dates will not be available. 
VCU reserves the right to rescore proposals following oral presentations.  

B. Offerors who are invited to conduct an oral presentation shall include the individual(s) who will 
be the primary point of contact for VCU on the Offeror’s presentation team. 

XVIII. BEST AND FINAL OFFERS (BAFO) 
At the conclusion of negotiations, the Offeror(s) may be asked to submit in writing a best and final offer 
(BAFO).  After the BAFO is submitted, the Offeror’s proposal will be re-evaluated to combine and include 
the information contained in the BAFO.  The decision to award will be based on the final evaluation 
including the BAFO. 

XIX. QUALIFICATIONS OF OFFERORS 
VCU may make such reasonable investigations as deemed proper and necessary to determine the ability 
of the Offeror to perform the services/furnish the goods. The Offeror shall furnish to VCU all such 
information and data for this purpose as may be requested. Additionally, VCU reserves the right to 
inspect the Offeror's physical facilities prior to award to satisfy questions regarding the Offeror's 
capabilities. VCU further reserves the right to reject any proposal if the evidence submitted by, or 
investigations of, such Offeror fails to satisfy VCU 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.  

XX. CANCELLATION OF SOLICITATION 
The University may cancel this Request for Proposals or reject proposals at any time prior to an award 
and is not required to furnish a statement of the reason why a particular proposal was not deemed to 
be the most advantageous.   

XXI. EVALUATION CRITERIA 
Proposals will be evaluated based upon the information provided in the Offeror’s Proposal using the 
criteria specified below. 

Qualifications and Experience        20% 

Methodology/Approach         20% 

Pricing Schedule         35% 

SWaM Status/Utilization*        15% 

Acceptance of the contract, terms, conditions, and specifications of this RFP** 10% 

*Offeror’s status as a Virginia DSBSD-certified SWaM Business, or Offeror’s plans to utilize Virginia DSBSD-
certified SWaM Businesses in Offeror’s performance of the contract (see Appendix I). 

**Offeror's failure to accept all the terms, conditions, and specifications of this RFP may result in lower 
overall scoring.  

XXII. NEGOTIATION OF CONTRACT 
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Once business terms are discussed, BAFO is completed and Evaluation is complete, Contractor will work 
with VCU’s Purchasing and Contracts teams to finalize the written contract with all appropriate business 
terms between the parties. The Master Service Agreement attached to this RFP shall form the basis for 
this contract. VCU may consider a scope of work document, order form, or quote providing specific 
information as to services or goods being delivered by Contractor. VCU is a public institution of higher 
education of the Commonwealth of Virginia and is therefore not authorized to revise or negotiate many 
terms required by Virginia law that form the Master Service Agreement. 

XXIII. AWARD OF CONTRACT 
A. Selection should be made of two or more Offerors deemed to be fully qualified and best suited 

among those submitting proposals on the basis of the evaluation factors included in this RFP, 
including price, if so stated in this RFP.  Negotiations as to business terms shall be conducted 
with the selected Offerors.   

B. After negotiations have been conducted with each Offeror so selected, the University shall select 
the Offeror which, in its opinion, has made the best proposal. 

C. Once the contract is finalized, VCU shall award the contract to that Offeror.   

D. VCU reserves the right to make multiple awards as a result of this solicitation.   

E. Should VCU determine in writing and in its sole discretion that only one Offeror is fully qualified, 
or that one Offeror is clearly more highly qualified than the others under consideration, a 
contract may be negotiated and awarded to that Offeror.   

F. Upon the award or the announcement of the decision to award a contract as a result of this 
solicitation, the University will publicly post such notice electronically at 
http://www.eva.virginia.gov for a minimum of ten (10) days. 

XXIV. RFP GENERAL REQUIREMENTS 
A. PURCHASING MANUAL: This solicitation is subject to the provisions of the Commonwealth of 

Virginia’s Purchasing Manual for Institutions of Higher Education and their Vendors and any 
revisions thereto, which are hereby incorporated into this contract in their entirety. A copy of 
the manual is available for review at the purchasing office. In addition, the manual may be 
accessed electronically at https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf. 

B. APPLICABLE LAW AND COURTS: This solicitation and any resulting contract shall be governed 
in all respects by the laws of the Commonwealth of Virginia and any litigation with respect 
thereto shall be brought in the courts of the Commonwealth. The Contractor shall comply with 
all applicable federal, state and local laws, rules and regulations. To the extent any provision of 
Contractor’s Proposal, Quote, Statement of Work, Addenda, or other related documents is 
prohibited by Virginia law, or is otherwise not authorized by Virginia law, due to VCU’s status as 
an agency of the Commonwealth of Virginia, such provision is null and void. 

C. ANTI-DISCRIMINATION: By submitting their proposals, Offerors certify to VCU 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, the Virginians With Disabilities 
Act, the Americans With Disabilities Act and Section 2.2-4311 of the Virginia Public Procurement 
Act. If the award 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 or national origin and shall be subject to the same rules 

https://vascupp.org/sites/vascupp/files/2020-09/hem.pdf
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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, § 2.2-4343.1). 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) Virginia Commonwealth University is an equal opportunity/affirmative action 
institution providing access to education and employment without regard to age, 
race, color, national origin, gender, religion, sexual orientation, veteran’s status, 
political affiliation or disability. As such, the Contractor will not discriminate 
against any employee or applicant for employment because of age, race, color, 
national origin, gender, religion, sexual orientation, veteran’s status, political 
affiliation or disability or any other basis prohibited by state law related 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 these 
requirements.  

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 who performs work relative to this RFP.  

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 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: By submitting their proposals, Offerors 
certify that they do not and will not during the performance of this contract employ illegal alien 
workers or otherwise violate the provisions of the Federal Immigration Reform and Control Act 
of 1986.  

F. DEBARMENT STATUS: By submitting their proposals, Offerors certify that they are not currently 
debarred by the Commonwealth of Virginia from submitting proposals on contracts for the type 
of goods and/or services covered by this solicitation, nor are they an agent of any person or 
entity that is currently so debarred.  
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G. 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.  

H. 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 by the deadline for questions stated in this document. Any 
revisions to the solicitation will be made only by addendum issued by the buyer.  

I.  USE OF BRAND NAMES: Unless otherwise provided in this solicitation, the name of a certain 
brand, make or manufacturer does not restrict Offerors to the specific brand, make or 
manufacturer named, but conveys the general style, type, character, and quality of the article 
desired. Any article, which VCU, in its sole discretion, determines to be the equal of that specified, 
considering quality, workmanship, economy of operation, and suitability for the purpose 
intended, shall be accepted. The Offeror is responsible to clearly and specifically identify the 
product being offered and to provide sufficient descriptive literature, catalog cuts, and technical 
detail to enable VCU to determine if the product offered meets the requirements of the 
solicitation. This is required even if offering the exact brand, make or manufacturer specified. 
Unless the Offeror clearly indicates in its proposal that the product offered is an "equal" product, 
such proposal will be considered to offer the brand name product referenced in the solicitation.  

J. TRANSPORTATION AND PACKAGING: By submitting their proposals, all Offerors certify and 
warrant that the price offered for FOB destination includes only the actual freight rate costs at 
the lowest and best rate and is based upon the actual weight of the goods to be shipped. Except 
as otherwise specified herein, standard commercial packaging, packing and shipping containers 
shall be used. All shipping containers shall be legibly marked or labeled on the outside with 
purchase order number, commodity description, and quantity.  

K. INSURANCE: By signing and submitting a proposal under this solicitation, the Offeror certifies 
that if awarded the contract, it will have the following insurance coverages 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 insurance coverage will be provided by insurance companies authorized to sell 
insurance in Virginia by the Virginia State Corporation Commission. Minimum Insurance 
Coverages and Limits Required for Most Contracts:  

1. Worker’s 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. Employers Liability - $100,000.  

3. Commercial General Liability - $1,000,000 per occurrence. Commercial General Liability 
is to include bodily injury and property damage, personal injury and advertising injury, 
products, and completed operations coverage. The Commonwealth of Virginia must be 
named as an additional insured and so endorsed on the policy.  
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4. Automobile Liability - $5,000,000 per occurrence. (Only used if motor vehicle is to be 
used in the performance of the contract.)  

5. Cyber Security Liability - $5,000,000 (applicable only to Information Technology 
contracts) 

L. ANNOUNCEMENT OF AWARD: Upon the award or the announcement of the decision to award a 
contract as a result of this solicitation, the University will publicly post such notice electronically 
at http://www.eva.virginia.gov for a minimum of 10 days.  

M. NONDISCRIMINATION OF CONTRACTORS: A bidder, Offeror, or contractor shall not be 
discriminated against in the solicitation or award of this contract because of race, religion, color, 
sex, national origin, age, disability, or against faith-based organizations or any other basis 
prohibited by state law relating to discrimination in employment. 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 the objection, access to equivalent goods, services, or disbursements 
from an alternative provider.  

As applicable, federal law requires compliance with the following for all federal government 
contracts:  

1. 41 CFR § 60-1.4 Equal Opportunity Clause prohibiting discrimination on the basis of 
race, color, religion, sex, or national origin.  

2. 41 CFR 60-741.5(a) and 41 CFR 60-300.5(a). These regulations prohibit discrimination 
against qualified individuals on the basis of disability 60-741.5(a) and protected veteran 
status 41 CFR 60-300.5(a), and require affirmative action by covered prime contractors 
and subcontractors to employ and advance in employment qualified individuals with 
disabilities and qualified protected veterans.  

N. eVA REGISTRATION AND FEES:  Awarded Contractor agrees to self-register with the 
Commonwealth of Virginia’s electronic procurement system, eVA (information on eVA can be 
found at http://www.eva.virginia.gov), and agrees to maintain self-registered status for the 
duration of this Contract. The Commonwealth shall assess eVA transaction fees as specified 
below for each order resulting from this solicitation/contract. The Vendor Transaction Fee is:  

1. DSBSD-certified Small Businesses: 1%, capped at $500 per order.  

2. Businesses that are not DSBSD-certified Small Businesses: 1%, capped at $1,500 per 
order.  

The specified Vendor Transaction Fee will be invoiced by the Commonwealth of Virginia 
Department of General Services, approximately 30 days after the corresponding purchase order 
is issued and the invoice is payable 30 days after the invoice date.  

Contractor is responsible for the security of its eVA account, including restricting access to it, 
maintaining the confidentiality of login information, and taking any other actions necessary to 
protect the security of the Contractor’s account. VCU will not be responsible for a third party’s 
fraudulent collection of VCU payments due to the Contractor’s failure to update or protect its 
account information.   
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O. ADDITIONAL GOODS AND SERVICES: The University may acquire other goods or services that 
the supplier provides than those specifically solicited.  The University reserves the right, subject 
to mutual contract, for the Contractor to provide additional goods and/or services under the 
same pricing, terms and conditions and to make modifications or enhancements to the existing 
goods and services. Such additional goods and services may include other products, 
components, accessories, subsystems, or related services newly introduced during the term of 
the contract. 

P. REALSOURCE: This solicitation and resulting contract shall result in a purchase order or 
purchase orders issued via VCU’s source-to-pay platform, RealSource. Contractor shall register 
in RealSource upon award of contract.  For information on registering, visit realsource.vcu.edu. 
Registration is free, and registered vendors shall have access to purchase order, invoice, and 
payment information. Contractor is responsible for the security of its RealSource portal account, 
including restricting access to it, maintaining the confidentiality of login information, and taking 
any other actions necessary to protect the security of the Contractor’s account. VCU will not be 
responsible for a third party’s fraudulent collection of VCU payments due to the Contractor’s 
failure to update or protect its account information. If this is a cooperative procurement, this 
clause shall apply to orders placed by VCU only. 

Q. POLICY OF EQUAL EMPLOYMENT: The University is an equal opportunity/affirmative action 
employer.  Women, minorities, and persons with disabilities are encouraged to apply.  The 
University encourages all vendors to establish and maintain a policy to ensure equal opportunity 
employment.  To that end, Offerors should submit along with their proposals, their policy of 
equal employment. 

R. ADDITIONAL USERS OF CONTRACT:  It is the University’s intent to allow for cooperative 
procurement. Accordingly, any public body, public or private health or educational institution, 
or any University-related foundation (Additional Users) may access this Agreement if 
authorized by Selected Firm.  

To that end and if agreeable with the Contractor, upon written request from Additional Users 
the Contractor may allow access to the contract.  Although the University desires to provide 
access on such contract to Additional Users, the Contractor is not required to provide such 
access.  A Contractor’s willingness to provide this access to Additional Users, will not be a 
consideration in awarding this contract.  Although the Additional Users have access to any 
resulting contract, Additional Users are not bound to use the contract and any use of the contract 
is strictly optional.   

If the Additional Users choose to access the contract and the Contractor agrees to such access, 
the terms and conditions of the contract will be in full force and effect as between the Additional 
Users and the Contractor.  VCU will have no responsibility for the resolution of any contractual 
disputes, or for payment for services rendered which may arise from an Additional User 
accessing the contract.  The Contractor understands and agrees that it shall not have any 
recourse against VCU with respect to any claim it may have against another Additional User that 
accessed this contract. 

S. CRIMINAL BACKGROUND INVESTIGATION: If Contractor employees and agents will be on the 
VCU campus, Contractor must comply with the following: Contractor shall ensure that its 
employees, full-time or part-time, including newly hired, re-hired, seasonal, and/or temporary, 
who may have access to VCU confidential or proprietary information, or data about VCU 
personnel or students, have passed a criminal background check pursuant to the Code of 
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Virginia, § 2.2-1201.1. Criminal background checks shall comply with the standards set forth in 
VCU’s employment policies found at: 

 http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations.pdf 

Specifically, Contractor shall ensure an investigation is conducted by a third-party vendor 
utilizing courthouse records and national databases to obtain records within the past seven (7) 
years. Convictions related to drugs, violence and/or sexual behavior are generally considered 
job related due to the nature of the VCU environment and the need to provide reasonable levels 
of protection for students, patients, employees, visitors, and institutional resources. 

T. IDENTIFICATION CARDS: All Contractor employees authorized to work at VCU must obtain a 
VCU identification card.  Information on obtaining a card is available at http://vcucard.vcu.edu/. 
Contractor’s employees must wear their VCU identification when they are on VCU property. 

U. DELIVERY AND STORAGE:  It shall be the responsibility of the Contractor to make all 
arrangements for delivery, unloading, receiving and storing materials in the building during 
installation.  VCU will not assume any responsibility for receiving these shipments.  Contractor 
shall check with VCU and make necessary arrangements for security and storage space in the 
building during installation. 

V. PROMPT PAYMENT DISCOUNTS:  VCU will pay within 30 days after receipt and acceptance of 
an invoice.  Offerors are encouraged to offer a prompt payment discount, in which Offeror 
provides a discount off the invoice total in exchange for VCU paying the invoice in fewer than 30 
days.  Offeror should describe such an offer at the bottom of their pricing proposal, indicating 
both (1) the discount percentage offered and (2) the net number of days in which payment 
would need to be made in order to achieve the discount.   

W. SPECIAL EDUCATIONAL OR PROMOTIONAL DISCOUNTS:  The Contractor shall extend any 
special educational or promotional sale prices or discounts immediately to the University during 
the term of the contract.  Such notice shall also advise the duration of the specific sale or discount 
price. 

X. EXTRA CHARGES NOT ALLOWED:  The proposal price shall be for complete installation ready 
for VCU's use, and shall include all applicable freight and installation charges; extra charges will 
not be allowed. 

XXV. ATTACHMENTS 
See below. 

 

 

  

http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations.pdf
http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations.pdf
http://vcucard.vcu.edu/
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APPENDIX I 

PARTICIPATION IN STATE PROCUREMENT TRANSACTIONS SMALL BUSINESSES AND BUSINESSES OWNED 

BY WOMEN AND MINORITIES 

The following definitions will be used in completing the information contained in this Appendix. 

Definitions 

● Small business is an independently owned and operated business which, together with affiliates, has 250 or 
fewer employees, or average annual gross receipts of $10 million or less averaged over the previous three years.  
Nothing in this definition prevents a program, agency, institution or subdivision from complying with the 
qualification criteria of a specific state program or federal guideline to be in compliance with a federal grant or 
program. 

● Women-owned business is a business concern which is at least 51 percent owned by one or more women who 
are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership or limited liability company 
or other entity, at least 51 percent of the equity ownership interest is owned by one or more women, and whose 
management and daily business operations are controlled by one or more of such individuals. 

● Minority-owned business is a business that is at least 51 percent owned by one or more minority individuals 
who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership, or limited liability 
company or other entity, at least 51 percent of the equity ownership interest in the corporation, partnership, or 
limited liability company or other entity is owned by one or more minority individuals who are U.S. citizens or 
legal resident aliens, and both the management and daily business operations are controlled by one or more 
minority individuals, or any historically black college or university, regardless of the percentage ownership by 
minority individuals or, in the case of a corporation, partnership, or limited liability company or other entity, the 
equity ownership interest in the corporation, partnership, or limited liability company or other entity. Minority 
Individual:  “Minority” means a person who is a citizen of the United States or a legal resident alien and who 
satisfies one or more of the following definitions: 

o “Asian Americans” means all persons having origins in any of the original peoples of the Far East, 
Southeast Asia, the Indian subcontinent, or the Pacific Islands, including but not limited to Japan, China, 
Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Marinas, the Philippines, U. S. territory of the Pacific, 
India, Pakistan, Bangladesh and Sri Lanka and who are regarded as such by the community of which 
these persons claim to be a part. 

o “African Americans” means all persons having origins in any of the original peoples of Africa and who 
are regarded as such by the community of which these persons claim to be a part. 

o “Hispanic Americans” means all persons having origins in any of the Spanish speaking peoples of Mexico, 
South or Central America, or the Caribbean Islands or other Spanish or Portuguese cultures and who are 
regarded as such by the community of which these persons claim to be a part. 

o “Native Americans” means all persons having origins in any of the original peoples of North America 
and who are regarded as such by the community of which these persons claim to be a part or who are 
recognized by a tribal organization. 
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o “Eskimos and Aleuts” means all persons having origins in any of the peoples of Northern Canada, 
Greenland, Alaska, and Eastern Siberia and who are regarded as such in the community of which these 
persons claim to be a part. 

● Service Disabled Veterans: Veterans who are small business owners can obtain Service Disabled Veteran-
owned “status” in the SWaM vendor database. This is not a separate certification; it is a designation of those 
businesses that are owned by Service Disabled Veterans who are certified as such by the Virginia Department of 
Veteran Services. Veterans wishing to apply for service disabled veteran status must first seek eligibility 
certification from the Department of Veteran Services by calling (804) 786-0286 or visiting the DVS website at 
www.virginiaforveterans.com. Veterans can apply for small, women-owned or minority-owned certification 
with the Department of Small Business and Supplier Diversity before or after obtaining an eligibility certificate 
from DVS. Both services are available at no charge. 

● Disadvantaged Business Enterprise: The Disadvantaged Business Enterprise (DBE) certification program is a 
Federal program. The purpose is to increase the participation of certified DBEs in projects funded by the US 
Department of Transportation and other federal sectors. Projects typically include heavy construction, such as 
building and designing roads, bridges, railroads, ports, and airports.  The Program is governed by the U.S. Federal 
Regulations in 49 CFR Parts 26 and 23. 

● The Virginia Unified Certification Program includes two certifying agencies: 

o The Department of Small Business and Supplier Diversity (DSBSD) 

o The Metropolitan Washington Airports Authority (MWAA) 

There is no need to submit an application to both agencies. Federal DBE certification by either agency is fully 
accepted throughout Virginia. 

If you plan to participate in the procurement process with one of the Commonwealth of Virginia’s state 
agencies that does not receive federal transportation funds, you need to apply for SWaM certification, not 
DBE certification. To apply for SWaM certification, please click here. 

● Employment services organization (ESO):  is an organization that provides community-based employment 
services to individuals with disabilities that is an approved Commission on Accreditation of Rehabilitation 
Facilities (CARF) accredited vendor of the Department for Aging and Rehabilitative Services. 

● 8a is a SBA federal certification.  If a firm provides documentation that they are certified as such, they can 
participate in the SWaM program without any additional paperwork. 

● EDWOSB-stands for economically disadvantaged woman owned small business.  This, too, is a federal 
certification that is verified by WBENC.  Again, no additional paperwork is required other than the WBENC 
certification document.

https://www.sbsd.virginia.gov/certification-division/swam/
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PARTICIPATION BY SMALL BUSINESSES, BUSINESSES OWNED BY WOMEN, 
BUSINESSES OWNED BY MINORITIES 

 

This appendix should only be completed by firms that are not currently Virginia Department of Small Business 

and Supplier Diversity (DSBSD)-certified small businesses. 

Offeror certifies that it will involve Small Businesses, Women-Owned Businesses, and/or Minority-Owned 
Businesses (SWaM) in the performance of this contract either as part of a joint venture, as a partnership, as 
Subcontractors, or as suppliers.  VCU has an overall goal of 42% SWaM participation for all annual purchases 
and seeks the maximum level of participation possible from all its contractors. 
 
SWaM Subcontracting Plan: In the space below, please describe the areas in which you plan to utilize SWaM-
certified businesses as subcontractors. Please be specific as to what types of goods and/or services these 
subcontractors will provide during the performance of the contract. If currently known, please list the exact 
SWaM-certified subcontractors you plan to utilize. 
 

 

 

 

 

 

Commitment for utilization of DSBSD SWaM Businesses: 

  % of total contract amount that will be performed by DSBSD certified SWaM businesses. 

 

 

 

Identify the individual responsible for submitting SWaM reporting information to VCU: 

Name Printed:    

Email:     

Phone:     

Firm:     

 

Offeror understands and acknowledges that the subcontracting plan above represents a contractual commitment by 
the Offeror. Failure to achieve the percentage commitment will be considered a breach of contract and may result in 
contract default. 
 
Acknowledged 
By (Signature):  
Name Printed: 
Title: 
Email: 
 
Note: Small, Minority and/or Women-owned business sub-contractors are required to become certified and maintain 
certification through the Virginia Department of Small Business and Supplier Diversity (DSBSD; 
https://www.sbsd.virginia.gov/certification-division/) in order to fulfill the Offeror’s commitment for utilization. 

 

https://www.sbsd.virginia.gov/certification-division/
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APPENDIX II  

INVOICING AND PAYMENT 

Invoicing: 

The Contractor shall submit a fully itemized invoice to Virginia Commonwealth University, Accounts 
Payable, PO Box 3985 Scranton, PA 18505, that, at minimum, includes the following information:  the 
Virginia Commonwealth University purchase order number; a description of the goods or services 
provided; quantities; unit prices; extended prices; and total prices. Payment will be issued in accordance 
with the payment method selected below and with the Commonwealth of Virginia Prompt Payment 
Legislation. 

Upon request by VCU, the Contractor shall submit invoices electronically using the VCU RealSource 
vendor portal; and Contractor agrees to comply, to the extent commercially reasonable, with any future 
e-commerce initiatives including, but not limited to: procurement, procurement content, sourcing or any 
other electronic procurement and sourcing solutions. 

Questions regarding this method of invoicing should be sent to: ecommerce@vcu.edu. 

Payment: 

Please review the payment methods described below and select one for your firm. 

By selecting the payment method below, Contractor acknowledges that the selected payment method is 
not specific to the contract resulting from this solicitation and will apply to all payments made to 
the Contractor by Virginia Commonwealth University.  For example, if the Contractor has an existing 
contract(s) and is currently receiving payment by paper check, but the Contractor is now electing to 
receive payment by the commercial card, all payments will be made using the method selected below. 

Payment Methods 

1. Electronically through a Wells Fargo Visa commercial card:  Payment is processed thirty 
(30) days after receipt of a proper invoice for the amount due, or thirty (30) days after receipt 
of the goods or services, whichever is later. 
It is the Contractor’s responsibility to contact its banking institutions to determine any credit limit 
that may restrict the payment of invoices.  It is the Contractor's responsibility to have its credit 
limit raised as necessary to facilitate the timely payment of all invoices. Invoices exceeding the 
Contractor's credit limit will be returned unpaid. 

Questions regarding this method of payment should be sent to 
commcard@vcu.edu. 

2. Paper Check 
 

Contractor must indicate the method of payment selected: 

Commercial Card Payment (Wells Fargo VISA) 

Paper Check 
 

 

 

 

mailto:ecommerce@vcu.edu
mailto:commcard@vcu.edu
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Invoicing and Payment Method Acknowledgement: 

 
Signature: 
Name Printed: 
Title: 

Name of Firm: 
Date: 

 

Please identify the following contact information for the individual who will serve as the 
appropriate point of contact within your company to be contacted by VCU Accounts Payable to 
implement the electronic invoicing and payment processes: 

 
Name of the individual:     

Title:  

Mailing address:    

 

Email address: 
Phone number: 
Fax number: 
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Appendix III 

Pricing Submission 

A. Preventive Maintenance – Provide annual rates for Yearly Inspections and Preventive 
Maintenance during normal work hours of 7:30 a.m. to 5:00 p.m. 

Bleachers $ 

Basketball Goals $ 

Divider Curtain $ 

Fixed Seats $ 

TOTAL FOR YEARLY PREVENTIVE MAINTENANCE $ 

 

B. On-Call Maintenance and Repair – Provide hourly rate to include all labor, supervision, 
equipment, tools, and all travel costs necessary to provide requested services. 

Regular-time Rate $                                        per hour 

Weekend/Overtime/Holiday Rate $                                        per hour 

Emergency/Rush Rate $                                        per hour 

 

C. Parts 

a. Parts shall be billed at List Price less a discount of _________% off List Price. 

D. Minimum Service Charge 

a. If applicable, please state your minimum service charge: $___________________. 

E. Other Pricing – Optional Services 

a. If applicable, please provide as an attachment any additional charges that might apply for 
other optional services you can provide which are relevant to those contained herein. 
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