TN Department of Central

General Services

Procurement Office

AGENDA

ADVISORY COUNCIL ON STATE PROCUREMENT MEETING #032
TUESDAY, APRIL 4, 2017 - 2:00 P.M.
TN TOWER - 3" FLOOR, NASHVILLE ROOM

AGENDA ITEM PASE
. Callto Order -
[I.  Approve Minutes from January 31, 2017 MEetING....cccecurirerrrerirerieereneeeee st 3
(see attached documentation)
M. New Business
Proposed revisions to the following Central Procurement Office documents
(see attached documentation):
(1) Revenue (RV) and NO COSt (NC) MOUEIS......oocuiiiiiriiiiereieeeeeeee ettt eeve e ssaae e s senveees 10
2) Click-Wrap Agreement Approval REQUEST .......cceeereirieirenereere e 14
(3) Procurement Procedures Manual of the Central Procurement Office, Section 5.1.1.,
Electronic Signatures and APProvalS......c oo eeese e sesssessesresseesnens 19
(4) Procurement Procedures Manual of the Central Procurement Office, Section 6.4.2.1.,
Description of INformal PUrChase........ccoiieiiininieneineieseseeeeese st 25
(5) Procurement Procedures Manual of the Central Procurement Office, Section 6.9.
MEETING EXPENSES ...ttt ettt ettt ettt et s bt et e et e et e et e e b e e b e enbeesbesaseeaseenseensens 29
(6) FA Template -Transfer of Ownership of Custom Software Developed for the State. 33
(7) FA Template - Intellectual Property INAemMNity ......ccocoverieririerinenenenenereeeesesieeeeeaens 39
(8) FA Template - Limitation of Liability .....cccceceririnenienenieieneeeeseeeeeeese e 43
(9) FA TemPIlate — INSUMGNCE...cciiciiiiriiriteterienesteteste st st ete e sressaessestesbesssessessesbesssensessessesanens 47
(10)Request for Proposals (RFP) TEMPIALE......ccccviveriereeiririeieenererreeeese e eeee s ssesaesessens 60
(11)Central Procurement Office Policy No. 2015-010, Statewide Purchasing Card Policy
QNG PLOCEAUIES ...ttt ettt sttt ettt sttt s ettt st 173
(12) GU-USGS TeMPIALE ..eruieiiiiriirteieriesesteteste st ettt stestesbesae st esbesbesaasssensesbesansssensessesanens 177
(13)Grant Contract (GG) and Governmental Grant (GR) Templates - D.23. Limitation of
SEALE'S LIADIITTY oottt 207
(14)FA Template - Contractor Commitment to DIiVerSity.....ccooevrererriereniereereseeeeeniene 209
IV.  Other Business -
V.  Adjournment -
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TN pr
— General Services ‘ ‘

MINUTES
ADVISORY COUNCIL ON STATE PROCUREMENT MEETING #031
TUESDAY, JANUARY 31, 2017 - 10:00 A.M.
TN TOWER - 3" FLOOR - NASHVILLE ROOM

Members in Attendance:
Mike Perry, Buddy Lea, Ted Hayden, Bryan Chriske (designated by Comptroller Wilson to attend
in Jason Mumpower’s absence), Rick Peppers, Terry Anderson, Michelle Lane

Members Participating by Phone:
Sondra Howe, Christopher Todd

Others in Attendance:
Paul Krivacka, Shannon Howell, Meryl McVicker, Stroud Vaughn, Jenny Young, Don Ivancic,
Charissa Taylor, Charlotte McKinney, Brice Hobby (The Capitol Strategy Group)

L Call to Order: Mike Perry, Chief Procurement Officer, called the meeting to order and
recognized that a quorum of voting members was present.

Il. Minutes from the October 4, 2016 Meeting: Mr. Perry asked if there were any
corrections or additions to the minutes from the October 4, 2016 meeting. Seeing none, a
motion was made by Bryan Chriske, Office of the Comptroller of the Treasury, to accept the
minutes as presented. The motion was seconded by Buddy Lea, Assistant Commissioner,
Department of Finance and Administration. All members voted in favor - none opposed.

Ill. New Business: Mr. Perry asked Paul Krivacka, Lead Attorney/Director of Category
Management, Central Procurement Office, to present the Central Procurement Office ("CPO")
documents from the New Business section of the agenda.

(1) Procurement Procedures Manual of the Central Procurement Office, Section 10.11. State
Security Confidential Information

Mr. Krivacka summarized the following points with regard to Procurement Procedures Manual of
the Central Procurement Qffice, Section 10.11. State Security Confidential Information:

e This change assists in the implementation of requirements contained in PC 1009
dealing with confidential information related to vendors, government property,
information systems, and citizen information. It puts procurement professionals on
notice that there are certain required things that have to be performed with respect to
a given solicitation if Strategic Technology Services (“STS") determines that the
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solicitation contains certain confidential information that is protected under Public
Chapter 1009. The STS Endorsement Form facilitates the identification of the
information to be maintained as confidential and requires the procurement
professional to work in conjunction with STS and the CPO legal team to ensure proper
safeguards are in place so that when solicitations are advertised or awarded they do
not publicly disclose confidential information. Mr. Perry stated that this Act also
requires the redaction of vendor identify in certain situations. Pending
recommendation by the Advisory Council and approval of this item by the
Procurement Commission, Mr. Perry requested that the information be shared with
the Fiscal Review Committee (“FRC") since they are impacted. Mr. Perry continued that
in the past there has been some confusion during presentation of contracts to the FRC
regarding confidential information.

Mr. Perry asked if there were any questions or discussion regarding agenda item (1). Mr. Lea
commented that adding this new section to the Procurement Procedures Manual is very helpful
in articulating the relationship of the roles of STS and CPO legal office and giving a heads up to
the FRC as to what information can and cannot be shared. Mr. Lea continued that it can get
very detailed and tricky as to what information is appropriate to share or not share during the
procurement process and this new section outlines it very well. Mr. Perry stated that he
suspects that there could be some legislation this session to further clarify this issue as there
has been a variance of interpretations and if that happens CPO will need to revisit the issue
later.

Seeing no further discussion, Mr. Lea, made a motion to recommend Procurement Procedures
Manual of the Central Procurement Office, Section 10.11, State Security Confidential Information,
as presented to the Procurement Commission for approval. The motion was seconded by Mr.
Chriske. All members voted in favor - none opposed.

At this point, Mr. Perry announced that Michelle Lane had just arrived at the meeting and
welcomed her.

(2) Interagency Agreement Summary and Interagency Grant Agreement Summary Cover
Sheets

Mr. Krivacka summarized the following points with regard to the Interagency Agreement
Summary and Interagency Grant Agreement Summary Cover Sheets:

e Thisis a minor change to add a field on the summary cover sheet for the Edison
Supplier ID as a matter of convenience. Itis a user-friendly feature that is being added
to the cover sheet.

Mr. Perry asked if there were any questions or discussion regarding agenda item (2). Seeing
none, Mr. Chriske made a motion to recommend the Interagency Agreement Summary and
Interagency Grant Agreement Summary Cover Sheets to the Procurement Commission for
approval. The motion was seconded by Mr. Lea. All members voted in favor - none opposed.

Mr. Krivacka stated that he would like to present agenda items (3) and (4) together as they both
relate to further clarifying the importance of mandatory and prohibited contract clauses with



respect to models. Mr. Krivacka explained that models are generally documents that agencies
have some discretion to modify without additional approvals. In some cases, upon review of
agency model contract documents, the CPO has found provisions that are prohibited by State
law or the documents may not contain mandatory provisions that are necessary to protect the
best interests of the State.

Mr. Perry asked if there were any objections to hearing agenda items (3) and (4) together.
Seeing no objections, Mr. Krivacka continued.

(3) Procurement Procedures Manual of the Central Procurement Office, Section 11.2, General
Information
(4) Model Instructions for GU-RV, GU-NC, GU, GU-USGS, RV, NC

Mr. Krivacka summarized the following points with regard to agenda item (3) Procurement
Procedures Manual of the Central Procurement Office, Section 11.2, General Information, and
agenda item (4) Model Instructions for GU-RV, GU-NC, GU, GU-USGS, RV, NC:

e Generally, this change will provide that any modifications or additions to the
contract model provisions prescribed by statute or by Tenn. Comp. R. and Regs.
0690-03-01-.17(2), also known as Rule 17 of CPO rules, or adding model contract
language provisions that are prohibited by Rule 17 shall require an approved Rule
Exception Request.

Mr. Perry asked if there was any discussion in regard to agenda items (3) and (4). Seeing none,
Ted Hayden, Executive Director of Compliance, State of Tennessee Real Estate Asset
Management, made a motion to recommend agenda item (3) Procurement Procedures Manual of
the Central Procurement Office, Section 11.2, General Information, and agenda item (4) Model
Instructions for GU-RV, GU-NC, GU, GU-USGS, RV, NC as presented to the Procurement
Commission for approval. The motion was seconded by Mr. Chriske. All members voted in
favor - none opposed.

(5) Governmental Grant (GG) and Grant (GR) Templates C.6. Option 5 - Budget Line-ltem Issue

Mr. Krivacka presented the following points with regard to Governmental Grant (GG) and Grant
(GR) Templates C.6 Option 5 - Budget Line-Item Issue:

e This proposal changes GG and GR Templates C.6 Option 5 - Budget Line-ltem by
providing guidance concerning changes in the grant budget. The CPO is providing
guidance to agencies and grant recipients about the circumstances under which their
requests for changes to a line item in a grant will be approved or denied.

o Agencies will be able to deny line item variances when the agency determines that a
variance would endanger the grantee’s ability to adequately perform the grant
contract’s scope of services. If the agency feels that there would be no danger, they
have the ability to approve the changes to the line items. [t gives the grantee some
flexibility within the budget.

Mr. Perry asked if there was any discussion on agenda item (5). Mr. Lea asked Mr. Krivacka to
confirm that the proposal does not change any existing policy by an agency or by a federal



grantor as to limitations on variations on any specific line item amount. For example, if the
federal funder specifies that the grantee cannot amend any line item by more than ten percent,
Mr. Lea asked if this proposal would affect any such existing restrictions. Mr. Krivacka confirmed
that the proposed change would not affect any such existing restrictions and that grantees
would still have to comply with the terms of the federal grant.

Mr. Chriske asked if his understanding was correct that this item was currently available to the
Tennessee Department of Transportation (“TDOT") and the proposal is to expand it to all
agencies. Mr. Krivacka confirmed that Mr. Chriske was correct.

Seeing no other discussion, Mr. Chriske made a motion to recommend the Governmental Grant
(GG) and Grant (GR) Templates C.6 Option 5 - Budget Line-Item Issue as presented to the
Procurement Commission for approval. The motion was seconded by Mr. Hayden. All
members voted in favor - none opposed.

(6) Governmental Grant (GG), Grant (GR), and FA Templates - Iran Divestment Act

Mr. Krivacka presented the following points with regard to Governmental Grant (GG), Grant
(GR), and FA Templates - Iran Divestment Act:

* This proposal changes the GG and GR templates by adding a provision that is already
in the FA template and Edison configurator called the “Iran Divestment Act.” Thisis a
mandatory provision because of legislative action from the last legislative session. It
prohibits the State from doing business with companies that make investments in
Iran. The CPO proposes extending this provision to the GG and GR templates.

Mr. Perry asked if there was any discussion regarding agenda item (6). Mr. Lea asked if this
proposal would simply add the existing language to the GG and GR templates with-a reference
to the statute. Mr. Krivacka confirmed that Mr. Lea was correct.

Mr. Lea made a motion to recommend the Governmental Grant (GG), Grant (GR), and FA
Templates - Iran Divestment Act as presented to the Procurement Commission for approval.
The motion was seconded by Mr. Chriske. All members voted in favor - none opposed.

(7) Central Procurement Office Policy No. 2013-007, Grant Management and Subrecipient
Monitoring Policy and Procedures

Mr. Krivacka summarized the following points with regard to Central Procurement Office Policy
No. 2013-007, Grant Management and Subrecipient Monitoring Policy and Procedures:

e This proposal will clarify the role of the CPO with respect to determining the cognizant
state agency and clarifies that F&A no longer has that role. There are numerous
references to F&A’s Policy 3 that will be deleted because Policy 3 is no longer in force.

Mr. Lea made a motion to recommend Central Procurement Office Policy No. 2013-007, Grant
Management and Subrecipient Monitoring Policy and Procedures as presented to the Procurement
Commission for approval. Mr. Hayden seconded the motion. All members voted in favor -
none opposed.



(8) Procurement Procedures Manual of the Central Procurement Office, Section 6.9 Meeting
Expenses

Mr. Krivacka summarized the following points with regard to the Procurement Procedures
Manual of the Central Procurement Office, Section 6.9 Meeting Expenses:

e Meeting expenses do not neatly fall into the category of goods or services. Typically
these are expenses that an agency incurs when holding an event at a hotel,
convention center, or off-site at a university.

e This change will clarify that a special contract request will not be required as long as
the agency is exercising its Local Purchasing Authority. In essence, if the procurement
is under $50,000 the agency needs to obtain three quotes, but a special contract
request is not needed. If the meeting expense amount exceeds the approved
amounts for Local Purchase Authority then an approved special contract request will
be required unless a competitive procurement method is used. This change will add
some clarity regarding how meeting expenses are paid and the type of procurement
methods used to acquire meeting expenses.

Mr. Perry added that this change was primarily initiated in response to needs of the
Department of Economic and Community Development in regard to planning the annual
Governor's Economic Conference. Mr. Perry continued that other agencies also hold meetings
and conferences and this change will provide some needed clarity for them as well.

Mr. Lea added that he believes this change will be very well received by all agencies as there has
been some confusion as to what was required of them. Mr. Lea stated that agencies are
interested in compliance but handling meeting expenses has been somewhat clumsy in the
past as meeting expenses fall in between categories.

Mr. Perry asked if there was any additional discussion on agenda item (8). Sondra Howe,
Department of Military, asked for clarification regarding when an agency is exercising its Local
Purchasing Authority if the agency is exempt from issuing a purchase order as well. Mr.
Krivacka responded that since this situation deals with a short duration and the venue where
the meeting is held typically controls what “paper” (e.g., form of contract) is used in terms of
binding the parties, a purchase order is not necessary to bind the parties. It is acceptable to use
the venue’s standard contract license agreement as long it is reviewed by state agency legal
staff to make sure it is acceptable in terms of legality and compliance with Tennessee law.

Seeing no other discussion, Mr. Chriske made a motion to recommend the Procurement
Procedures Manual of the Central Procurement Office, Section 6.9 Meeting Expenses, as presented
to the Procurement Commission for approval. Mr. Lea seconded the motion. All members
voted in favor - none opposed.

(9) FA Template - optional language for protection of Federal Tax Information

Mr. Krivacka summarized the following points with regard to the FA Template - optional
language for protection of Federal Tax Information:



e |f a vendor will potentially handle Federal Tax Information there are requirements that
are imposed by the Internal Revenue Service as specified in Publication 1075 that was
recently revised in September 2016. These changes will bring State contract templates
into compliance with Publication 1075.

Mr. Perry asked if there was any discussion regarding agenda item (9). Mr. Chriske stated that
throughout both Option 1 and Option 2 the term “FT1” or “Federal Tax Information” is used in
some instances and in other instances the term “return” or “return information” is used. Mr.
Chriske continued that in looking at the definition it may apply and be fine but he wanted to
confirm. For example, on page 57 of the agenda packet under |. Performance, item (2), there is
a reference to “FTI"; however, items (3) and (4) reference “return” or “return information”, and
item (8) on page 58 references “Federal Tax Information”. Mr. Chriske questioned whether
these references need to be consistent or if it is captured in the definition.

Mr. Krivacka responded that he believes it is captured through the definition. Also, this change
is largely mirroring the 1075 circular and there is very limited flexibility to make changes.
Looking at the broad concept of FTI, the 1075 circular is referring to any taxpayer information -
social security numbers, return information, W-2s, W-4s; those would all be under the umbrella
of FTI. The more specific requirement is that return or return information is limited to just
carrying out the provisions of the contract. A contractor does not have the right to use that
information for any other purpose. The broader umbrella says that you cannot release or
cause to be released any FTI - any taxpayer information. In accordance with a contract, you
cannot use return or return information for any purpose other than performing the contract.
There are more stringent requirements on return or return information. Mr. Chriske thanked
Mr. Krivacka for the clarification.

Mr. Perry asked if there was any additional discussion on agenda item (9). Seeing none, Mr.
Chriske made a motion to recommend the FA Template - optional language for protection of
Federal Tax Information as presented to the Procurement Commission for approval. Mr. Lea
seconded the motion. All members voted in favor - none opposed.

IV. Other Business: Mr. Perry asked if there was any other business to be brought before
the Council. Mr. Perry announced that Terry Anderson, Department of Correction, was retiring
from the State of Tennessee effective February 28, 2017, and that this would be his last
Advisory Council meeting to attend. Mr. Perry thanked Mr. Anderson for his service and
wished him well in his retirement. Mr. Anderson stated that he appreciated the opportunity to
serve and thanked the Council members for sharing their knowledge and expertise.

V. Adjournment: Seeing no other business, a motion for adjournment was made by Mr.
Hayden and seconded by Mr. Chriske. All members voted in favor - none opposed.
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REVENUE (RV) AND NO COST (NC)
MODELS

REDLINE VERSION



REQUEST: Revise the Records clause included in the Revenue (RV) and No Cost (NC) Models as

follows:

RV Model:

D.8.

Records. The Procuring Party shall maintain documentation for its transactions with the State
under this Contract. The books, records, and documents of the Procuring Party, insofar as they
relate to work performed or money paid under this Contract, shall be maintained for a period of
threefive (53) full years from the final date of this Contract and shall be subject to audit, at any
reasonable time and upon reasonable notice, by the state agency, the Comptroller of the
Treasury, or their duly appointed representatives. The financial statements shall be prepared in
accordance with generally accepted accounting principles.

NC Model:

D.9.

Records. The Contractor shall maintain documentation of services rendered under this Contract.
The books, records and documents of the Contractor, insofar as they relate to work performed
under this Contract, shall be maintained for a period of three-five (53) full years from the final date
of this Contract and shall be subject to audit, at any reasonable time and upon reasonable notice,
by the State, the Comptroller of the Treasury, or their duly appointed representatives.

10



Attachments to Agenda
Advisory Council Meeting — April 4, 2017
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REQUEST: Revise the Records clause included in the Revenue (RV) and No Cost (NC) Models as

follows:

RV Model:

D.8.

Records. The Procuring Party shall maintain documentation for its transactions with the State
under this Contract. The books, records, and documents of the Procuring Party, insofar as they
relate to work performed or money paid under this Contract, shall be maintained for a period of
five (5) full years from the final date of this Contract and shall be subject to audit, at any
reasonable time and upon reasonable notice, by the state agency, the Comptroller of the
Treasury, or their duly appointed representatives. The financial statements shall be prepared in
accordance with generally accepted accounting principles.

NC Model:

D.9.

Records. The Contractor shall maintain documentation of services rendered under this Contract.
The books, records and documents of the Contractor, insofar as they relate to work performed
under this Contract, shall be maintained for a period of five (5) full years from the final date of this
Contract and shall be subject to audit, at any reasonable time and upon reasonable notice, by the
State, the Comptroller of the Treasury, or their duly appointed representatives.
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£8-28-164-20-17 REQUEST — CLICK-WRAP

Click-wrap Agreement Approval Request

Procurement professlonals should use this document to seek approval to enter into or renew a click-wrap agreement
associated with a proposed eﬂe-t-imepurchase made under an Agency’s local purchase authorlty._This Request will typically be

P_mcuren;g& Emcegureg Manual of the ;gm_ral Pregugemqr_v_r__ Office | fg_r“_vm,_a_g_ £ Infurmatlon abuut click- wrag agr_eemen 15.-_This
document cannot be used to modify an existing contract, even a contract executed under an Agency’s local purchase authority.
A Speclal Contract Request will not be reguired for any agreement with a total dollar value under the small purchase authority
threshold, ~&es sactions 4ok and 50534 ol the - farmoredpformaton abautSlele wrap-agreaments

or new click-wrap agreements, Attach-send a copy of the proposed click-wrap agreement along with te-thisa completed
Request in PDF format to Agsprs.agsprs@tr.gov. If this is a renewal, please also inciude a copy of the previously
approved click-wrap agreement. and-send-the campleted-requestin-RBFfermattecApproved Click-Wrap Agreemeant Requests
and supporting documents must be maintained with the procurement file.

APPROVED APPROVED

[Fo_rnlatLed: Font color: Red

CENTRAL PROCUREMENT OFFICE DATE | STRATEGIC TECHNOLOGY SOLUTIONS DATE a

[ Formatted Table

Agency request-tracking-#Iracking #

+ Reauisition {D 4

LFo_rmatted Table

2-1. Procuring Agency and Agency Contact [include
name and email address)

[_Formatted: Font: 8 pt, Not Bold

[ Formatted: Font: Not Bold

3 Agency Contact E- R R ST ES |

4.2.Vendor-Supplier Name and ID #

5. Gontractor

6.3. Contrastor Supplier Contact (Include name and

email address to where proposed changes can be sent.)

Z4. Click-wrap agreement’s proposed Effective
Date (This is the anticipated date for entering into the
click-wrap agreement.)

8.5. Click-wrap agreement’s proposed —End Date

9.8.Name and dDescription of goods or services

[ Formatted: Font: 8 pt, Not Bold

L S
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£28-164-20-17 REQUEST - CLICK-WRAP

Confirm that there Is a valid
renewal option remaining in the
contract and confirm that there has
been no other change to the
aareement's terms and conditions,

= if thers iz nol & valid renewal or exlension
option remaining in the agreemen!, submil 8s
a new click-wrap agresmen! or confract
Instead, (Note; the teqm cannol gxceed Sixly
(80) months withou! an approved Rule
Excaption Regues! and Conlract

Confirm that all

necessary due diligence

has been performed and
it is in the State’s best

Interest to renew or
extend the contract. —

Lonsidering such items as
contractor performance, pricing,
efe. .

Confirm this renewal or
extension does not increase
the total doliar value above
amounts approved for local
purchase authority.

Amendment.)
YES YES YES

[ Formatted: Font color: Red

—

f Formatted: Font: 7.5 pt

[ Formatted: Font: 8 pt, Not Bold, Ttalic

'[ Formatted: Font: 7.5 pt

[ Formatted: Font: 7.5 pt

[ Formatted: Font; 7.5 pt

Uuu_.-._u._a
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4-20-17 REQUEST — CLICK-WRAP

Click-wrap Agreement Approval Request

Procurement professionals should use this document to seek approval to enter into or renew a click-wrap agreement
associated with a proposed purchase made under an Agency's local purchase authority. This Request will typically be utilized
for licenses of software, internet-based services or computer services. See sections 4.1. and 5.15.3.3. of the Procurement
Procedures Manual of the Central Procurement Office for more information about click-wrap agreements. This docurhent
cannot be used to modify an existing contract, even a contract executed under an Agency’s local purchase authority. A Special
Contract Request will not be required for any agreement with a total dollar value under the small purchase authority threshold.
For new click-wrap agreements, send a copy of the proposed click-wrap agreement along with a completed Request in PDF
format to Agsprs.agsprs@tn.gov. If this is a renewal, please also include a copy of the previously approved click-wrap
agreement. Approved Click-Wrap Agreement Requests and supporting documents must be maintained with the procurement
file.

APPROVED APPROVED

CENTRAL PROCUREMENT OFFICE DATE | STRATEGIC TECHNOLOGY SOLUTIONS DATE

Agency Tracking #

1. Procuring Agency and Agency Contact (include
name and email address)

2. Supplier Name and ID #

3. Supplier Contact (Include name and email address to
where proposed changes can be sent.)

4, Click-wrap agreement’s proposed Effective
Date (This is the anticipated date for entering into the
click-wrap agreement.)

5. Click-wrap agreement’s proposed End Date

6. Name and description of goods or services

AR ST A

Confirm that there is a valid . Confirm that all Confirm this renewal or

renewal option remaining in the necessary due diligence extension does not increase
confract and confirm that there has has been performed and the total dollar value above

been no other change to the itis in the State’s best amounts approved for local

agreement’s terms and conditions. interest to renew or purchase authority.

- If there is not a valid renewal or extension extend the contract. -

option remaining in the agreement, submit as Considering such items as

a new click-wrap agreement or contract contractor performance, pricing,

instead. (Note: the term cannot exceed sixty efc.

(60) months without an approved Rule
Exception Request and Contract
Amendment.)

ves [ ves [ ] ves []
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SECTION 5.1.1.,, ELECTRONIC
SIGNATURES AND APPROVALS
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REQUEST: Revise the Procurement Procedures Manual of the Central Procurement Office as follows:

5.1.  Procurement Personnel.

Procurement personnel responsible for procuring the State’s goods and services include
the Chief Procurement Officer and all persons acting on behalf of the Chief Procurement
Officer, whether such persons are located in the Central Procurement Office, within a
State Agency or under a Delegated Authority.

5.1.1. Electronic Signatures and Approvals

In accordance with the State’s Uniform Electronic Transactions Act, Tenn. Code
Ann. § 47-10-102, et seq. and the policy of the State Information System Council,
any State employee or designee of a State employee who has been authorized by
his or her respective State Agency to sign procurement documents may provide an
Electronic Signature or electronic approval in order to constitute a binding
agreement. An electronic approval or Electronic Signature shall be permissible in
the following situations:

For Requisitions:

An Electronic Signature or electronic approval shall be an acceptable form
of approval for procurement documents at the following State Agency
workflow levels:

= Level 1($.01 to $10,000)

= Level 2($10.000.01 to $50.000)

=  Level 3 (over $50.000)—

= By the State Agency P-Card Approver when P-Card is present
= Finance and Administration—Assets

» TFinance and Administration—Office for Information
Resources

= Finance and Administration—Budget
* Department of Human Resources

* Department of General Services Printing

19



=  Department of General Services Postal
= Department of General Services—Central Procurement Office

For Purchase Orders:

An Electronic Signature or electronic approval shall be an acceptable form
of approval for procurement documents at the following State Agency
workflow levels:

= Level 1($.01 to $10.000)

w Level 2($10.000.01 to $50.000)

= Level 3 (over $50.000)—

= Finance and Administration—Assets

» Department of General Services—Central Procurement Office

»  Comptroller of the Treasury
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REQUEST: Revise the Procurement Procedures Manual of the Central Procurement Office as follows:

5.1.  Procurement Personnel,

Procurement personnel responsible for procuring the State’s goods and services include
the Chief Procurement Officer and all persons acting on behalf of the Chief Procurement
Officer, whether such persons are located in the Central Procurement Office, within a
State Agency or under a Delegated Authority.

5.1.1. Electronic Signatures and Approvals

In accordance with the State’s Uniform Electronic Transactions Act, Tenn. Code
Ann. § 47-10-102, et seq. and the policy of the State Information System Council,
any State employee or designee of a State employee who has been authorized by
his or her respective State Agency to sign procurement documents may provide an
Electronic Signature or electronic approval in order to constitute a binding
agreement. An electronic approval or Electronic Signature shall be permissible in
the following situations:

For Requisitions:
An Electronic Signature or electronic approval shall be an acceptable form
of approval for procurement documents at the following State Agency
workflow levels:

= Level 1($5.01 to $10,000)

=  Level 2 ($10,000.01 to $50,000)

= Level 3 (over $50,000)

= By the State Agency P-Card Approver when P-Card is present

* Finance and Administration—Assets

*  Finance and Administration—Office for Information
Resources

* Finance and Administration—Budget
*  Department of Human Resources

* Department of General Services Printing
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s Department of General Services Postal
* Department of General Services—Central Procurement Office

For Purchase Orders:

An Electronic Signature or electronic approval shall be an acceptable form
of approval for procurement documents at the following State Agency
workflow levels:

= Level 1 ($.01 to $10,000)

»  Level 2 ($10,000.01 to $50,000)

» Level 3 (over $50,000)

=  Finance and Administration—Assets

* Department of General Services—Central Procurement Office

»  Comptroller of the Treasury
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REQUEST: Revise section 6.4.2.1. of the Procurement Procedures Manual of the Central
Procurement Office as follows:

6.4.2.1. Description of Informal Purchase.

State procurement professionals shall use competitive methods whenever
practicable. State Agencies may utilize their Informal Purchase authority
by soliciting quotes or proposals from at least three (3) vendors when the
total value of a contract or a purchase will cost less than such amounts

approved by the Procurement Commission.

W‘A current websﬁe catalogue price hst or prlce
available at retail to the general public may count as a quote. A Special

Contract Request is not required if the procurement professional

undertakes reasonable efforts to obtain the requisite three (3) quotes and
these efforts have been sufficiently documented to the procurement file.

: — State procurement
professionals shall also perform due d111gence to ensure that the State is
procuring goods and services on terms, conditions, and pricing that is in
the State’s best interests. All due diligence performed by a state
procurement professional shall be documented and made a part of the
procurement file. State procurement professionals should follow Manual,
Section 5.4.2, to identify prospective vendors of goods or services. State
procurement professionals should also consult Section 0.1 of the Manual
and actively solicit goods and services from minority-owned, woman-
owned, Tennessee service-disabled veteran owned, and small businesses
when possible. Agency purchasing professionals shall obtain the Chief
Procurement Officer’s prior approval for procuring goods or services from
sources other than a Statewide Contract when the goods or services to be
procured are available from an existing Statewide Contract. In allowing a
State Agency to purchase other than “off” of a Statewide Contract, the
Chief Procurement Officer may consider, by way of example only, a
Contracting Party’s past performance, timeliness of performance, the
Contracting Party’s ability to supply the goods or services, pricing,
quality or compatibility concerns. See Manual, Section 10.4. Purchases
Made “Off” Statewide Contract. See also Policy Number 2013-004,
Central Procurement Office Contract Management Policy and
Procedures, Section 4.2.3.
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REQUEST:

6.4.2.1.

Revise section 6.4.2.1. of the Procurement Procedures Manual of the Central
Procurement Office as follows:

Description of Informal Purchase.

State procurement professionals shall use competitive methods whenever
practicable. State Agencies may utilize their Informal Purchase authority
by soliciting quotes or proposals from at least three (3) vendors when the
total value of a contract or a purchase will cost less than such amounts
approved by the Procurement Commission. A current website, catalogue,
price list, or price available at retail to the general public may count as a
quote. A Special Contract Request is not required if the procurement
professional undertakes reasonable efforts to obtain the requisite three (3)
quotes and these efforts have been sufficiently documented to the
procurement file. State procurement professionals shall also perform due
diligence to ensure that the State is procuring goods and services on terms,
conditions, and pricing that is in the State’s best interests. All due
diligence performed by a state procurement professional shall be
documented and made a part of the procurement file. State procurement
professionals should follow Manual, Section 5.4.2, to identify prospective
vendors of goods or services. State procurement professionals should also
consult Section 10.1 of the Manual and actively solicit goods and services
from minority-owned, woman-owned, Tennessee service-disabled veteran
owned, and small businesses when possible. Agency purchasing
professionals shall obtain the Chief Procurement Officer’s prior approval
for procuring goods or services from sources other than a Statewide
Contract when the goods or services to be procured are available from an
existing Statewide Contract. In allowing a State Agency to purchase other
than “off” of a Statewide Contract, the Chief Procurement Officer may
consider, by way of example only, a Contracting Party’s past performance,
timeliness of performance, the Contracting Party’s ability to supply the
goods or services, pricing, quality or compatibility concerns. See Manual,
Section 10.4. Purchases Made “Off” Statewide Contract. See also Policy
Number 2013-004, Central Procurement Office Contract Management
Policy and Procedures, Section 4.2.3.
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REQUEST: Revise section 6.9. of the Procurement Procedures Manual of the Central Procurement
Office as follows.

6. Exceptions to Competitive Procurements.

Current Language:
6.9. Meeting Expenses.
Meeting expenses may be procured under the same rules, policies, and procedures applicable
for exercising Local Purchase Authority. A Special Contract Request will not be required.
All terms and conditions for space rental should be reviewed by Agency legal counsel.
Proposed Change:
6.9. Meeting Expenses.
Meeting expenses may be procured under the same rules, policies, and procedures applicable
for exercising Local Purchase Authority. A Special Contract Request willnet-beis only

required if an Agency is exceeding its Local Purchase Authority. All terms and conditions
for space rental should be reviewed by Agency legal counsel if available: if not, CPO Legal.

+ r Formatted: Indent: Left: 0;2'_5'7_ -
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REQUEST: Revise section 6.9. of the Procurement Procedures Manual of the Central Procurement
Office as follows.

6. Exceptions to Competitive Procurements.

Current Language:
6.9. Meeting Expenses.
Meeting expenses may be procured under the same rules, policies, and procedures applicable

for exercising Local Purchase Authority. A Special Contract Request will not be required.
All terms and conditions for space rental should be reviewed by Agency legal counsel.

Proposed Change:
6.9. Meeting Expenses.
Meeting expenses may be procured under the same rules, policies, and procedures applicable
for exercising Local Purchase Authority. A Special Contract Request is only required if an

Agency is exceeding its Local Purchase Authority. All terms and conditions for space rental
should be reviewed by Agency legal counsel if available; if not, CPO Legal.

31



Attachments to Agenda
Advisory Council Meeting — April 4, 2017

FA TEMPLATE — TRANSFER OF
OWNERSHIP OF CUSTOM SOFTWARE
DEVELOPED FOR THE STATE

REDLINE VERSION

32



REQUEST: Move the Ownership of Software & Work Products optional term towards the end of
optional terms and conditions and revise the heading and instructions included in the
FA Contract Template as follows.

Transfer of Ownership of Custom Software Developed for the State & \AWerk-Products
MWMWWWWWWWWMW

This section should only be added in the event the State wishes to have complete ownership of

customized software and perpetual rights to use and maintain any underlining associated pre-existing
software. This section shall only be used with the permission of CPO.

The terms of any license Contractor grants the State should be included in Section A of the pro forma
contract.

| E#  Transfer of Ownership of Custom Software Developed for the Stateand Work Products. Form:

(Form

a. Definitions.

)] “Contractor-Owned Software,” shall mean commercially available software the
rights to which are owned by Contractor, including but not limited to commercial
“off-the-shelf’ software which is not developed using State’s money or resources.

(2) “Custom-Developed Application Software,"” shall mean customized application
software developed by Contractor selely-for the State under this Contract
intended to function with the Contractor-Owned Software or any Work Product
provided under this Contract.

3) “Rights Transfer Application Software,” shali mean any pre-existing application
software and documentation owned or supplied by Contractor or a third party;
necessary for the use, functioning, support, or maintenance of the Contractor-
Owned Software, the Custom-Developed Application Software, Third Party
Software, and any Work Product provided to State.-and-to-which-Contractorwill
grant-and-assignor-will-facilitate-the-granting-and-assignment-of-all-rights;

4) “Third-Party Software,” shall mean software supplied by Contractor under this
Contract or necessary for the functioning of any Work Product not owned by the
State or the Contractor.

(5) “Work Product,” shall mean all deliverables exclusive-of-hardware,-such as
software, software source code, documentation, planning, etc., that are created,
designed, developed, or documented by the Contractor exclusively-for the State
during-the course-of the-projest using-State’'s-meney-erreseursesunder this
Contract-including Custom-Developed-Application-Seftware. Work Product shall
include Rights Transfer Application Software.fthe deliverables-underthis
Centractinclude Rights Transfer-Application-Software the-definition-of Work
Product-shall-alse-include-such-software-Waork-Productshall-net-include
Contractor-Owned Software-or Third-Party-Software:

b. Rights and Title to the Software
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(2)

All right, title and interest in and to the Contractor-Owned Software shall at all
times remain with Contractor, subject to any license or transfer of rights or
ownership granted under this Contract. Contractor grants the State a perpetual
non-exclusive license to the Contractor-Owned Software to be used solely with
the Custom-Developed Application Software and the Work Product.

Contractor shall provide the source code in the Custom-OwnedDeveloped
Application Software, Work Product and the Contractor-Owned Software, with all
subsequent modifications, enhancements, bug-fixes or any other changes in the
source code of the Woark Product and the Contractor-Owned Software and all
other code and documentation necessary for the Custom-Developed Application
Software to be installed and function as intended and as set forth in this Contract,
to the State.

Contractor may lease or sell the Custom-Developed Application Software to third

parties with the written permission of the State, which permission may be
conditioned on the State receiving royalties from such sales or licenses.

(4) All right, title and interest in and to the Werk-Produst Custom-Developed

(39)

Application Software, and to modifications thereof made by State, including
without limitation all copyrights, patents, trade secrets and other intellectual
property and other proprietary rights embodied by and arising out of the Werk
Product Custom-Developed Application Software, shall belong to State. To the
extent such rights do not automatically belong to State, Contractor hereby
assigns, transfers, and conveys all right, title and interest in and to the Werk
Product Custom-Developed Application Software, including without limitation the
copyrights, patents, trade secrets, and other intellectual property rights arising
out of or embodied by the Werk Product Custom-Developed Application
Software. Contractor and its employees, agents, contractors or representatives
shall execute any other documents that State or its counsel deem necessary or
desirable to document this transfer or allow State to register its claims and rights
to such intellectual property rights or enforce them against third parties.

All right, title and interest in and to the Third-Party Software shall at all times
remain with the third party, subject to any license or other rights granted to the
State under this Contract or otherwise.

The Contractor may use for its own purposes the general knowledge, skills, experience,
ideas, concepts, know-how, and techniques obtained and used during the course of
performing under this Contract. The Contractor may develop for itself, or for others,
materials which are similar to or competitive with those that are produced under this
Contract.
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REQUEST:

E.#.

Move the Ownership of Software & Work Products optional term towards the end of

optional terms and conditions and revise the heading and instructions included in the
FA Contract Template as follows.

Transfer of Ownership of Custom Software Developed for the State

This section should only be added in the event the State wishes to have complete ownership of
customized software and perpetual rights to use and maintain any underlining associated pre-existing
software. This section shall only be used with the permission of CPO.

The terms of any license Contractor grants the State should be included in Section A of the pro forma

contract.

Transfer of Ownership of Custom Software Developed for the State.

a. Definitions.

(1)

()

(3)

(4)

(%)

“Contractor-Owned Software,” shall mean commercially available software the
rights to which are owned by Contractor, including but not limited to commercial
“off-the-shelf’ software which is not developed using State’s money or resources.

“Custom-Developed Application Software,” shall mean customized application
software developed by Contractor for the State under this Contract intended to
function with the Contractor-Owned Software or any Work Product provided
under this Contract.

“Rights Transfer Application Software,” shall mean any pre-existing application
software and documentation owned or supplied by Contractor or a third party
necessary for the use, functioning, support, or maintenance of the Contractor-
Owned Software, the Custom-Developed Application Software, Third Party
Software, and any Work Product provided to State.

“Third-Party Software,” shall mean software supplied by Contractor under this
Contract or necessary for the functioning of any Work Product not owned by the
State or the Contractor.

“Work Product,” shall mean all deliverables such as software, software source

code, documentation, planning, etc., that are created, designed, developed, or
documented by the Contractor for the State under this Contract. Work Product
shall include Rights Transfer Application Software.

b. Rights and Title to the Software

(1

()

All right, title and interest in and to the Contractor-Owned Software shall at all
times remain with Contractor, subject to any license or transfer of rights or
ownership granted under this Contract. Contractor grants the State a perpetual
non-exclusive license to the Contractor-Owned Software to be used solely with
the Custom-Developed Application Software and the Work Product.

Contractor shall provide the source code in the Custom-Developed Application
Software, Work Product and the Contractor-Owned Software, with all subsequent
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©)

(4)

(%)

medifications, enhancements, bug-fixes or any other changes in the source code
of the Work Product and the Contractor-Owned Software and all other code and
documentation necessary for the Custom-Developed Application Software to be
installed and function as intended and as set forth in this Contract, to the State.

Contractor may lease or sell the Custom-Developed Application Software to third
parties with the written permission of the State, which permission may be
conditioned on the State receiving royalties from such sales or licenses.

All right, title and interest in and to the Custom-Developed Application Software,
and to modifications thereof made by State, including without limitation all
copyrights, patents, trade secrets and other intellectual property and other
proprietary rights embodied by and arising out of the Custom-Developed
Application Software, shall belong to State. To the extent such rights do not
automatically belong to State, Contractor hereby assigns, transfers, and conveys
all right, title and interest in and to the Custom-Developed Application Software,
including without limitation the copyrights, patents, trade secrets, and other
intellectual property rights arising out of or embodied by the Custom-Developed
Application Software. Contractor and its employees, agents, contractors or
representatives shall execute any other documents that State or its counsel
deem necessary or desirable to document this transfer or allow State to register
its claims and rights to such intellectual property rights or enforce them against
third parties.

All right, title and interest in and to the Third-Party Software shall at all times
remain with the third party, subject to any license or other rights granted to the
State under this Contract or otherwise.

The Contractor may use for its own purposes the general knowledge, skills, experience,
ideas, concepts, know-how, and techniques obtained and used during the course of
performing under this Contract. The Contractor may develop for itself, or for others,
materials which are similar to or competitive with those that are produced under this
Contract.
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REQUEST: Move the Intellectual Property higher up in the optional terms and conditions,

retitle the section, and revise the instructions included in the FA Contract
Template as follows.

Intellectual Property
This Section shall be used for all contracts involving computers, software, or technology related goods or

services. Add-thefollowing Section-asapprepriate—If unsure whether the Section is applicable, consult
the CPO legal team.

|| E#.

Intellectual Property Indemnity. The Contractor agrees to indemnify and hold harmless the State
of Tennessee as well as its officers, agents, and employees from and against any and all claims
or suits which may be brought against the State concerning or arising out of any claim of an
alleged patent, copyright, trade secret or other intellectual property infringement. In any such
claim or action brought against the State, the Contractor shall satisfy and indemnify the State for
the amount of any settlement or final judgment, and the Contractor shall be responsible for all
legal or other fees or expenses incurred by the State arising from any such claim. The State shall
give the Contractor notice of any such claim or suit, however, the failure of the State to give such
notice shall only relieve Contractor of its obligations under this Section to the extent Contractor
can demonstrate actual prejudice arising from the State’s failure to give notice. This Section shall
not grant the Contractor, through its attorneys, the right to represent the State of Tennessee in
any legal matter, as provided in Tenn. Code Ann. § 8-6-106.
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REQUEST: Move the Intellectual Property higher up in the optional terms and conditions,

retitle the section, and revise the instructions included in the FA Contract
Template as follows.

Intellectual Property

This Section shall be used for all contracts involving computers, software, or technology related goods or
services. If unsure whether the Section is applicable, consult the CPO legal team.

E#.

Intellectual Property Indemnity. The Contractor agrees to indemnify and hold harmless the State
of Tennessee as well as its officers, agents, and employees from and against any and all claims
or suits which may be brought against the State concerning or arising out of any claim of an
alleged patent, copyright, trade secret or other intellectual property infringement. In any such
claim or action brought against the State, the Contractor shall satisfy and indemnify the State for
the amount of any settlement or final judgment, and the Contractor shall be responsible for all
legal or other fees or expenses incurred by the State arising from any such claim. The State shall
give the Contractor notice of any such claim or suit, however, the failure of the State to give such
notice shall only relieve Contractor of its obligations under this Section to the extent Contractor

. can demonstrate actual prejudice arising from the State’s failure to give notice. This Section shall

not grant the Contractor, through its attorneys, the right to represent the State of Tennessee in
any legal matter, as provided in Tenn. Code Ann. § 8-6-106.
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REQUEST: Add the following as an optional term in the FA Contract Template.

Limitation of Liability

If the Contractor’s Limitation of Liability will vary from Tenn. Code Ann. § 12-3-701, an approved
Limitation of Liability Request is required._This language is allowed only if the CPO has agreed in

( Formatted: Indent: Left: 0" ]

{Formatted: Indent: Left: 0", Hanging: 0.5" ]

D.18.

Limitation of Contractor’s Liability. In accordance with Tenn. Code Ann. § 12-3-701, the
Contractor's liability for all claims arising under this Contract shall be limited to an amount
equal —to two (2) times the Maximum Liability amount detailed in Section C.1. and as may be
amended. Except as set forth below, in no event; will the Contractor be liable to the State or any
other party for any lost revenues, lost profits, loss of business, decrease in the value of any
securities or cash position, time, money, goodwill, or any indirect, special, incidental. punitive,
exemplary or consequential damages of any nature, whether based on warranty, contract,
statute, requlation, tort (including but not limited to negligence), or any other legal theory that may

arise under this Contract or otherwise. -PROVIDED THAT in no event shall this Section limit the
liability of the Contractor for: (i) —intellectual property or any Contractor indemnity obligations for
infringement for third-party intellectual property rights; (ii) any claims covered by any specific
provision in the Contract providing for fiquidated damages; or (iii) any claims for intentional
torts, criminal acts, fraudulent —conduct, or acts or omissions that result in personal injuries or
death.
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REQUEST: Add the following as an optional term in the FA Contract Template.

Limitation of Liability

If the Contractor’s Limitation of Liability will vary from Tenn. Code Ann. § 12-3-701, an approved
Limitation of Liability Request is required. This language is allowed only if the CPO has agreed in
negotiations to use of this language.

D.18.

Limitation of Contractor’s Liability. In accordance with Tenn. Code Ann. § 12-3-701, the
Contractor's liability for all claims arising under this Contract shall be limited to an amount equal
to two (2) times the Maximum Liability amount detailed in Section C.1. and as may be amended.
Except as set forth below, in no event will the Contractor be liable to the State or any other party
for any lost revenues, lost profits, loss of business, decrease in the value of any securities or cash
position, time, money, goodwill, or any indirect, special, incidental, punitive, exemplary or
consequential damages of any nature, whether based on warranty, contract, statute, regulation,
tort (including but not limited to negligence), or any other legal theory that may arise under this
Contract or otherwise. PROVIDED THAT in no event shall this Section limit the liability of the
Contractor for: (i) intellectual property or any Contractor indemnity obligations for infringement for
third-party intellectual property rights; (ii) any claims covered by any specific provision in the
Contract providing for liquidated damages; or (jii) any claims for intentional torts, criminal acts,
fraudulent conduct, or acts or omissions that result in personal injuries or death.
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lrsurance-Opticns
— Select up-te-four {(4}-nsurance-options-below—In-the event-that ope of the insurance-eptions-s

appreprateinsert-the-six-{6}-paragraphs-immediately-below-before-inserting the-desired-insurance
eotienorepgtions:

The-REQUEST: Revise the insurance options included in the FA Template as follows.

Add the following as a Mandatory Term and Condition:

D.32. Insurance. Contractor shall maintain insurance coverage amounts-belowrepresent-only-a
defaultlevel-of-as specified in this Section. The State reserves the right to amend or require

additional insurance coverage—%heseﬁmmmenwmmmwemm—hem

eevemges—and—ameunts—speemed belew—‘Fhe—GQL&haﬂ-b&prewdad—ten#@)—busmessdays-pneF
to-the-EffectiveDate, coverage amounts, and again-upenrenewal-orreplacement of
coveragesendorsements required byunder this Contract. finsurance-expires-during-the Termthe
State-must-receive-a-new-COl-at-least-thirty(30) calendar days-prior to-the-insurance's-expiration
datelfthe Contractor's failure to maintain or submit evidence of insurance coverage, as required,
is a material breach of this Contract. |f Contractor loses insurance coverage, does-hotfails to
renew coverage, or for any reason becomes uninsured during the Term, the-Contractor shall

immediately notify the State-immediately:

—The COl shall be on-a form-approved by the Tennessee Department of Commerce-and-Insurance
@G&m%;wew%mmmmgﬂmmm%m

M%%im%%wmmlmm&mesmw
MWW%&WMWM%%MWWWHM

s and
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— | the-Contractordesires-to-self-insure-then-a-COlwill-not-be-required-to-prove-coverage-in-place
of-the COIl-the Contractor must provide-acertificate-of self-insurance-or-a-letteron-the
Contractor's letterhead-detailing-its-coverageliability-policy-amounts-and-proof-of funds-to
anmmmm&mﬂ%mmmm
the TDCHis required-for-the-Contracterto-self-insure-workers-compensation-

All insurance companies providing coverage must be: (a) acceptable to the State; (b) authorized
by the FBCHo transact business-in-the-State-of Tennessee; Department of Commerce and
Insurance (“TDCI"); and (c) rated A- / VIl or better by A.-M-—Best—Fhe-Centractorshall-provide-the
State evidence that all- subcontractors-mainiain-the-required-insurance-or that- the-subcoentractors
are-included-underthe-Contractors-poliey-

TheM. Best. All coverage must be on a primary basis and noncontributory with any other
insurance or self-insurance carried by the State. Contractor agrees to name the State as an

additional insured on any insurance peliciespolicy with the exception of workers’ compensation

(employer liability) and professional liability (errors and omissions) {Professional-Liabiity™)
insurance.—Alse—alt All policies shalimust contain an endorsement for a waiver of subrogation in

favor of the State.

ctible g - PRS2 pieacts! 2 asibility=- Any deductlble over fifty
thousand dollars ($50 000) must be approved by the State he ge_d ible an
Contractor’s sole responsibility. The Contractor agrees that the insurance requwements specified in this

Section do not reduce any liability the Contractor has assumed under this Contract including any
indemnification or hold harmless requirements.

To achieve the required coverage amounts, a combination of an otherwise deficient specific policy and an
umbrella policy with an agaregate meeting or exceeding the required coverage amounts is acceptable.
For example: If the required policy limit under this Contract is for two million dollars ($2.000,000) in
coverage, acceptable coverage would include a specific policy covering one million dollars ($1.000,000)
combined with an umbrella policy for an additional one million dollars ($1.000,000). If the deficient
underlying policy is for a coverage area without aggregate limits (generally Automobile Liability and
Employers' Liability Accident), Contractor shall provide a copy of the umbrella insurance policy
documents to ensure that no aggregate limit applies to the umbrella policy for that coverage area.

Contractor shall provide the State a certificate of insurance (“COI") evidencing the coverages and
amounts specified in this Section. The COI must be on a form approved by the TDCI (standard ACORD
form preferred). The COI must list each insurer's National Association of Insurance Commissioners
(NAIC) number and be signed by an authorized representative of the insurer. The COl must list the State
of Tennessee — CPO Risk Manager, 312 Rosa L. Parks Ave., 3" floor Central Procurement Office,
Nashville. TN 37243 as the certificate holder. Contractor shall provide the COI ten (10) business days
prior to the Effective Date and again thirty (30) calendar days before renewal or replacement of coverage.
Contractor shall provide the State evidence that all subcontractors maintain the required insurance or that
subcontractors are included under the Contractor’s palicy. At any time, the State may require Contractor
to provide a valid COl. The parties agree that failure to provide evidence of insurance coverage as
required is a material breach of this Contract. If Contractor self-insures, then a COI will not be required to
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prove coverage. |nstead Contractor shall provide a certificate of self-insurance or a letter, on Contractor’'s
letterhead, detailing its coverage, policy amounts, and proof of funds to reasonably cover such expenses.

The State agrees that it shall give written notice to the Contractor as soon as practicable after the State
becomes aware of any claim asserted or made against the State, but in no event later than thirty (30)
calendar days after the State becomes aware of such claim. The failure of the State to give notice shall
only relieve the Contractor of its obligations under this Section to the extent that the Contractor can
demonstrate actual prejudice arising from the failure to give notice. This Section shall not grant the
Contractor or its insurer, through its attorneys, the right to represent the State in any legal matter, as the
right to represent the State is governed by Tenn. Code Ann. § 8-6-106.—

MWWMW%WMW%WW
coverage-or-self-insurance-carried-by-the State- The State reserves-theright-to-amend-or-reguire
additional-endorsements—types-of coverage-and-higher-or-lower limits-of coverage-depending-on
the-nature-of the-work—Purchases-orcontracts-invelving-any-hazardous-activity-or-equipment;
tenant-concessionaire-and-lease-agreements-alcohol sales,cyber-liability-risks—environmental
risks-special-motorized-equipment-or-property-may-require-custormized-insurance-regquirements
(e-g—umbrella-liability-insurance)-in-addition-to-the-general-requirements-listed-below-

To- aehmedh&requ#eekeevecgge%s—&e@mbmahmeﬂasgg%gemnﬁwm

W&%@MW&G@Q@O&WMMW%{%%&M}

aggregate acceptable coverage would-include-a-specific-policy-covering-one-million-dollars
($4-000-000} per oceurrence-and-one-millien-dellars ($1.000.000)-aggregate-written-with-an
umbrella-policy-for-one-million-doliars-{$1.000.000)-per-occurrence-and-one-million-dollars
($1:000.000) aggregate I the-deficient underlying policy is for coverage area without aggregate
limits-{generally-Automebile-Liability-and-Employers™ Liability Accident) -Contractorshall provide-a
copy-of the-umbrella-insurance-policy-documents to-ensure that no aggregate limit applies-to-the
umbrellapolicy for that coverage-area-as-well

The Contractor shali obtain and maintain, at a minimum, the following insurance coverages and
policy limits.

a. Optfen-l-.-Commermal General Llablllty Insurance

41— The Contractorshall-maintain-commercial general-liability-insurancewhich-shall
be written-on-an-lnsurance-Services- Officenc{alse-khown-astS0}-occurrence
form-{ora-substitute-form-providing-equivalent coverage)-and-shall-coverliability
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arising-from-property-damage-premisesfoperationsindependent-contractors;
contractual-liability-completed-operations/products—personal-and-advertising
injury—andliability-assumed-under-an-insured-contract {including-the-tort-liability
of another-assumed-in-a-business-contract)-

2+ The-Contractor-shall-maintain-bodily-injuryiproperty-damage-with-a-combined
single-limit notless-than-one-million-dollars-{$1.000,000}-per-oceurrence-and-twe
millien-dellars-{$2.000.000)-aggregate for-bedily-injury-and-property-damage;
including-products-and-completed-operations-coverage-with-an-aggregate-limit-of
atleast-two-million-dollars {$2:000,000)

1) —— Optien2a+The Contractor shall maintain commercial general liability
insurance, which shall be written on an Insurance Services Office, Inc. (also
known as ISO) occurrence form (or a substitute form providing equivalent
coverage) and shall cover liability arising from property damage,
premises/operations, independent contractors, contractual liability, completed
operations/products, personal and advertising injury, and liability assumed under
an insured contract (including the tort ligbility of another assumed in a business

contract).

The Contractor shall maintain bodily injury/property damage with a combined
single limit not less than one million dollars ($1.000,000) per occurrence and two
million dollars ($2,000,000) aggregate for bodily injury and property damage,
including products and completed operations coverage with an aggregate limit of
at least two million dollars ($2,000,000).

b. Workers' Compensation and Employer Liability Insurance—Rrimary-Option

whe—pmwde-se%e&-te-the—St—at—e—nmst-hav&aFor Contractors statutoniv reqwred to

carry workers’ compensation and employer liability insurance,_the Contractor
shall maintain:

i. Workers' compensation in an amount not less than one million dollars
($1,000,000) including employer liability of one million dollars
($1.000,000) per accident for bodily injury by accident, one million dollars
($1.000,000) policy wnlesslimit by disease, and one million dollars
($1,000,000) per employee for bodily injury by disease.

2) If the eentractorContractor certifies that it is statuterily-exempt from the
requirements of Tenn. Code Ann. 8§ 50-6-101 — 103, then the Contractor shall
furnish written proof of such exemption for one or more of the following reasons:

i. The Contractor employs fewer than five (5) employees;

i. The Contractor is a sole proprietor;

iii. The Contractor is in the construction business or trades with no
employees:

iv. The Contractor is in the coal mining industry with no employees:

v. The Contractor is a state or local government; or
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vi. The Contractor self-insures its workers' compensation and is in
compliance with the TDCI rules and Tenn. Code Ann. § 50-6-405,

c. Automobile Liability Insurance

1) _The Contractor shall maintain automobile liability insurance which shall cover
liability arising out of any automobile (including owned, leased, hired, and non-
owned automobiles).

2) The Contractor shall maintain bodily injury/property damage with a limit not less
than one million dollars ($1,000.000) per occurrence or combined single limit.

Revise the instructional text included in the FA Template Instructions, Considerations, and Options as

follows:

Insurance Options

Commercial General Liability, Workers” Compensation and Employer Liability Insurance, and Automobile
Liability Insurance are included as Mandatory Terms and Conditions. An approved Rule Exception
Request is required to remove the Commercial General Liability and Workers’ Compensation and
Employer Liability insurance types. Automobile Insurance may be removed without an approved Rule
Exception Request if vehicles will not be used to perform the Scope.

Certain situations call for adjusting the coverage requirements to provide adequate protection to the
State. If the procurement |nvo!ves activities that present either a higher risk {e.g., heavy machinery,

internet-based service

from the default coverage requirements is appropriate. Enter any revised coverage amounts as “written
amount Dollars (SNUMBER AM T)."insured— If additional insurance coverage is appropriate, add as
new subsections and number accordingly.

Option 1: Workers’ Compensation and Employer Liability Insurance — Low Risk Option

Consider the risk of each contract (value, type of services or work provided). Option 2b1 should only be
used where the risk of the Contractor Employee injury is low. If an agency has any questions concerning
the risks involved please contact the CPO Risk Manager.

i—Workers-compensation-in-an-amount-net-less-than-ene-million-dollars
{$1,000,000)-including-employer-liability-of-one-million-dollars
($1-000,000)-per-aceident-for-bodily-injury-by-accident,-one-millien-dollars
{$1,000,000)-poliey-limit-by-disease-and-one-million-doliars-($1.000,000)
peremployee-for-bedib-injury- by disease-
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Ann-§§ 50-6-101 —103_then-the Contractor-shall-furnish-written-proof-of such
exemption-for-one-ormere-of-the-following-reasens:

i The-Contractor-employs-fewer than-five (5)-employees;

ii—The Contractoris-in-the construction-business-or-trades-with-ne
empleyees;

v—The-Centractoris-a-state-or local-government;-or

b. Workers' Compensation and Employer Liability insurance

3)1)For Contractors statutorily required to carry workers' compensation and employer
liability insurance, the Contractor shall maintain:

i. Workers' compensation and employer liability insurance in the amounts
required by appropriate state statutes.

4)2)If the Contractor certifies that it is exempt from the requirements of Tenn. Code
Ann. §§ 50-6-101 — 103, then the Contractor shall furnish written proof of such
exemption for one or more of the following reasons:
i. The Contractor employs fewer than five (5) employees;
ii. The Contractor is a sole proprietor;

iii. The Contractor is in the construction business or trades with no
employees;

iv. The Contractor is in the coal mining industry with no employees;
v. The Contractor is a state or local government; or

vi. The Contractor self-insures its workers’ compensation and is in
compliance with the TDCI rules and Tenn. Code Ann. § 50-6-405.
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Option 3+-Autemeobile-Liability-insurance
Add-the following-if the Contractor will-use-a-vehicle when-providing goods-orservices-under-the-Contraet:

D

4 e Liability |
— The Contractor-shall-maintain-automobile-liability-insurance-which-shall-cover-liability
arising-out-of any-automebile {including-ownedleased-hired—and-non-owned
automebiles)

i——The-Contractorshall-maintain-bodily-injury/property-damage with-a-limit-notless-than-one
million-dollars($1.000.000) per-occtrrence-or-combined-single-imit:

Option42: Professional Liability Insurance

Add the following if the Contract involves professional service providers, e.g., architects, engineers,
consultants, counselors, medical professionals, attorneys, accountants.

D.#.
| ¢-d. Professional Liability Insurance

i. Professional liability insurance shall be written on an occurrence basis. This coverage
may be written on a claims-made basis but must include an extended reporting period or
“tail coverage” of at least two (2) years after the Term;

ii. Any professional liability insurance policy shall have a limit not less than one million
doltars ($1,000,000) per claim and two million dollars ($2,000,000) in the aggregate; and

iii. If the Contract involves the provision of services by medical professionals, a policy limit
not less than two million ($2,000,000) per claim and three million dollars ($3,000,000) in
the aggregate for medical malpractice insurance.
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REQUEST: Revise the insurance options included in the FA Template as follows.

Add the following as a Mandatory Term and Condition:

D.32. Insurance. Contractor shall maintain insurance coverage as specified in this Section. The State
reserves the right to amend or require additional insurance coverage, coverage amounts, and
endorsements required under this Contract. Contractor’s failure to maintain or submit evidence of
insurance coverage, as required, is a material breach of this Contract. If Contractor loses insurance
coverage, fails to renew coverage, or for any reason becomes uninsured during the Term, Contractor
shall immediately notify the State. All insurance companies providing coverage must be: (a) acceptable
to the State; (b) authorized by the Tennessee Department of Commerce and Insurance (“TDCI"); and (c)
rated A- / VIl or better by A.M. Best. All coverage must be on a primary basis and noncontributory with
any other insurance or self-insurance carried by the State. Contractor agrees to name the State as an
additional insured on any insurance policy with the exception of workers’ compensation (employer
liability) and professional liability (errors and omissions) insurance. All policies must contain an
endorsement for a waiver of subrogation in favor of the State. Any deductible over fifty thousand dollars
($50,000) must be approved by the State. The deductible and any premiums are the Contractor’s sole
responsibility. The Contractor agrees that the insurance requirements specified in this Section do not
reduce any liability the Contractor has assumed under this Contract including any indemnification or hold
harmiess requirements.

To achieve the required coverage amounts, a combination of an otherwise deficient specific policy and an
umbrella policy with an aggregate meeting or exceeding the required coverage amounts is acceptable.
For example: If the required policy limit under this Contract is for two million dollars ($2,000,000) in
coverage, acceptable coverage would include a specific policy covering one million dollars ($1,000,000)
combined with an umbrella policy for an additional one million dollars ($1,000,000). If the deficient
underlying policy is for a coverage area without aggregate limits (generally Automobile Liability and
Employers’ Liability Accident), Contractor shall provide a copy of the umbrella insurance policy
documents to ensure that no aggregate limit applies to the umbrella policy for that coverage area.

Contractor shall provide the State a certificate of insurance (“COI") evidencing the coverages and
amounts specified in this Section. The COI must be on a form approved by the TDCI (standard ACORD
form preferred). The COIl must list each insurer’s National Association of Insurance Commissioners
(NAIC) number and be signed by an authorized representative of the insurer. The COI must list the State
of Tennessee — CPO Risk Manager, 312 Rosa L. Parks Ave., 3" floor Central Procurement Office,
Nashville, TN 37243 as the certificate holder. Contractor shall provide the COI ten (10) business days
prior to the Effective Date and again thirty (30) calendar days before renewal or replacement of coverage.
Contractor shall provide the State evidence that all subcontractors maintain the required insurance or that
subcontractors are included under the Contractor’s policy. At any time, the State may require Contractor
to provide a valid COl. The parties agree that failure to provide evidence of insurance coverage as
required is a material breach of this Contract. If Contractor self-insures, then a COI will not be required to
prove coverage. Instead Contractor shall provide a certificate of self-insurance or a letter, on Contractor’s
letterhead, detailing its coverage, policy amounts, and proof of funds to reasonably cover such expenses.

The State agrees that it shall give written notice to the Contractor as soon as practicable after the State
becomes aware of any claim asserted or made against the State, but in no event later than thirty (30)
calendar days after the State becomes aware of such claim. The failure of the State to give notice shall
only relieve the Contractor of its obligations under this Section to the extent that the Contractor can
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demonstrate actual prejudice arising from the faiture to give notice. This Section shall not grant the
Contractor or its insurer, through its attorneys, the right to represent the State in any legal matter, as the
right to represent the State is governed by Tenn. Code Ann. § 8-6-106.

The Contractor shall obtain and maintain, at a minimum, the following insurance coverages and

policy limits.

a.

Commercial General Liability Insurance

1) The Contractor shall maintain commercial general liability insurance, which shall

be written on an Insurance Services Office, Inc. (also known as ISO) occurrence
form (or a substitute form providing equivalent coverage) and shall cover liability
arising from property damage, premises/operations, independent contractors,
contractual liability, completed operations/products, personal and advertising
injury, and liability assumed under an insured contract (including the tort liability
of another assumed in a business contract).

The Contractor shall maintain bodity injury/property damage with a combined
single limit not less than one million dollars ($1,000,000) per occurrence and two
million dollars ($2,000,000) aggregate for bodily injury and property damage,
including products and completed operations coverage with an aggregate limit of
at least two miflion dolflars ($2,000,000).

b. Workers’ Compensation and Employer Liability Insurance

C.

1) For Contractors statutorily required to carry workers’ compensation and employer

2)

liability insurance, the Contractor shall maintain:
i. Workers’ compensation in an amount not less than one million doliars
($1,000,000) including employer liability of one million dollars
($1,000,000) per accident for bodily injury by accident, one million dollars

($1,000,000) policy limit by disease, and one million dollars ($1,000,000)
per employee for bodily injury by disease.

If the Contractor certifies that it is exempt from the requirements of Tenn. Code
Ann. §§ 50-6-101 — 103, then the Contractor shall furnish written proof of such
exemption for one or more of the following reasons:

i. The Contractor employs fewer than five (5) employees;

ii. The Contractor is a sole proprietor;

iii. The Contractor is in the construction business or trades with no
employees;

iv. The Contractor is in the coal mining industry with no employees;
v. The Contractor is a state or local government; or

vi. The Contractor self-insures its workers' compensation and is in
compliance with the TDCI rules and Tenn. Code Ann. § 50-6-405.

Automobile Liability Insurance
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1) The Contractor shall maintain automobile liability insurance which shali cover
liability arising out of any automobile (including owned, leased, hired, and non-
owned automobiles).

2) The Contractor shall maintain bodily injury/property damage with a limit not less
than one million dollars ($1,000,000) per occurrence or combined single limit.

Revise the instructional text included in the FA Template Instructions, Considerations, and Options as

follows:

Insurance Options

Commercial General Liability, Workers’ Compensation and Employer Liability Insurance, and Automobile
Liability Insurance are included as Mandatory Terms and Conditions. An approved Rule Exception
Request is required to remove the Commercial General Liability and Workers” Compensation and
Employer Liability insurance types. Automobile Insurance may be removed without an approved Rule
Exception Request if vehicles will not be used to perform the Scope.

Certain situations call for adjusting the coverage requirements to provide adequate protection to the
State. If the procurement involves activities that present either a higher risk (e.g., heavy machinery,
frequent use of automobiles, medical industry, etc.) or a unique risk (e.g., internet-based services,
employee-committed crime, etc.), please consult with the CPO Risk Manager to determine if a deviation
from the default coverage requirements is appropriate. Enter any revised coverage amounts as “written
amount Dollars (SNUMBER AMOUNT).” If additional insurance coverage is appropriate, add as new
subsections and number accordingly.

Option 1: Workers’ Compensation and Employer Liability Insurance — Low Risk Option

Consider the risk of each contract {value, type of services or work provided). Option 1 should only be
used where the risk of the Contractor Employee injury is low. if an agency has any questions concerning
the risks involved please contact the CPO Risk Manager.

b. Workers’ Compensation and Employer Liability Insurance

1) For Contractors statutorily required to carry workers’ compensation and employer
liability insurance, the Contractor shall maintain:

i. Workers' compensation and employer liability insurance in the amounts
required by appropriate state statutes.

2) If the Contractor certifies that it is exempt from the requirements of Tenn. Code
Ann. §§ 50-6-101 — 103, then the Contractor shall furnish written proof of such
exemption for one or more of the following reasons:

i. The Contractor employs fewer than five (5) employees;
ii. The Contractor is a sole proprietor;

iii. The Contractor is in the construction business or trades with no
employees;
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iv. The Contractor is in the coal mining industry with no employees;
v. The Contractor is a state or local government; or

vi. The Contractor self-insures its workers’ compensation and is in
compliance with the TDCI rules and Tenn. Code Ann. § 50-6-405.

Option 2: Professional Liability Insurance

Add the following if the Contract involves professional service providers, e.g., architects, engineers,
consultants, counselors, medical professionals, attorneys, accountants.

D.#.

d. Professional Liability Insurance

i.  Professional liability insurance shall be written on an occurrence basis. This coverage
may be written on a claims-made basis but must include an extended reporting period or
“tail coverage” of at least two (2) years after the Term;

i, Any professional liability insurance policy shall have a limit not less than one million
dollars ($1,000,000) per claim and two million dollars ($2,000,000) in the aggregate; and

iii. If the Contract involves the provision of services by medical professionals, a policy limit
not less than two million ($2,000,000) per claim and three million dollars ($3,000,000) in
the aggregate for medical malpractice insurance.
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04-20-1713-81-16-RFP

REQUEST FOR PROPOSALS (RFP) STANDARD TEMPLATE

This template prescribes the format and content for a Request for Proposals (RFP). A RFP is a competitive solicitation used
to award a contract based on Respondent qualifications, experlence, technical approach and cost. Documents of this type
must adhere to this template with revislons only as instructions permit. A Rule Exception Request is required unless the
deviation is Immaterlal; however, even immaterial deviations are subject to disapproval.

APPROVAL INSTRUCTIONS
Each RFP must be approved for release in accordance with the instructions below. Approval is also
required for any RFP amendment or RFP cancellation. For detailed guidance on contract approvals, see the
Procurement Procedures Manual of the Central Procurement Office (CPO) at § 6.15.3. All references below
to requisite Comptroller's Office submission and approvals should be followed only as applicable.

Procurement professionals should complete template fields and follow, replace, or otherwise address red
instructional text (e.g., State Agency Name, amount, will/will not) as indicated with appropriate font and
color. The standard RFP Template begins on the following page. Additional RFP instructions,
considerations, and options follow the standard RFP Template.

Procurement professionals should submit the RFP draft at least 20 business days before the desired RFP
release date. (Notwithstanding compliance with this deadline, circumstances may necessitate a delay of
the release date.) To prevent additional delays, any approved Rule Exception Requests, endorsements,
justifications, or other required approvals must be submitted with the RFP draft. If there are any
questions as to whether a Rule Exception Request is required, consult CPO staff for guidance. The RFP
draft should be submitted via e-mail to: Agsprs Agsprs@tn.gov as a digital file in DOC format and copy
to: COT.CPC@cot.tn.gov. Each draft must:

1. be clearly marked as "REVIEW DRAFT";

2. specify a number indicating the draft version;

3. highlight all deviations from the template language; and

4. highlight any changes between draft versions that may be necessary prior to release.

¢ CPO staff will: (a) review the draft and confer with procuring agency staff by means of e-
mailed review notes and redrafts; and (b) e-mail the proposed document to Comptroller staff
when the CPO review is completed.

s Comptroller staff will: (a) review the draft and confer directly with CPO staff and copy
procuring agency staff by means of review notes and redrafts exchanged by e-mail; and (b)
e-mail approval notice to both the CPO staff and procuring agency staff when the latest draft
appears acceptable for release.

PUBLICATION INSTRUCTIONS

Upon Comptroller approval, prepare the RFP for public release by removing any highlighting, changing all
text to an appropriate color, and removing any draft version number or other extraneous notations. On
the business day before the date approved for public salicitation, e-mail the RFP prepared for public
release to the CPO contact assigned to the procuring agency and to the Comptroller so that CPO staff
can post the digital document(s) on the Internet as appropriate. The documents presented for publication
must consist of one or more (clearly and logically separated component) digital files in PDF and DOC
format. If previously approved, the cost proposal attachment may be presented for publication in XLS,
spreadsheet format.

ALWAYS confirm that each document is properly posted for public review on the CPO’s website. If, for
any reason, a RFP is not properly published to the Internet, it may be necessary for the State to revise
the approved RFP schedule of events to add additional time before the Q&A and Respondent deadlines.
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STATE OF TENNESSEE
STATE AGENCY NAME

REQUEST FOR PROPOSALS
FOR
BRIEF GOODS OR SERVICES CAPTION
RFP # NUMBER
RFP CONTENTS
SECTIONS:
1. INTRODUCTION
2. RFP SCHEDULE OF EVENTS
3. RESPONSE REQUIREMENTS
4, GENERAL CONTRACTING INFORMATION & REQUIREMENTS
5. EVALUATION & CONTRACT AWARD
ATTACHMENTS:
6.1. Response Statement of Certifications & Assurances
6.2. Technical Response & Evaluation Guide
6.3. Cost Proposal & Scoring Guide
6.4. Reference Questionnaire
6.5. Score Summary Matrix
6.6. Pro Forma Contract
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INTRODUCTION

1.1,

1.2.

1.3.

1.4.

The State of Tennessee, STATE AGENCY NAME, hereinafter referred to as “the State,” hasissuedissues
this Request for Proposals (RFP) to define minimum contract requirements; solicit responses; detail
response requirements; and, outline the State’s process for evaluating responses and selecting a
contractor to provide the needed goods or services.

Through this RFP, the State seeks to procure necessary goods or services at the most favorable,
competitive prices and to give ALL qualified businessesrespondents, including those that are owned by
minorities, women, Tennessee service-disabled veterans, and small business enterprises, an opportunity
to do business with the state as contractors, subcontractors or suppliers.

Statement of Procurement Purpose

BRIEF, HIGH-LEVEL EXPLANATION OF GOODS OR SERVICES SOUGHT OR A SUMMARY OF THE
PROBLEM TO BE ADDRESSED. INCLUDE FURTHER INFORMATION ABOUT INITIATIVE,
SUMMARY BACKGROUND INFORMATION, ETC. AS NEEDED. DO NOT ASSUME THAT DETAILED
SPECIFICATIONS (WHICH SHOULD BE SET OUT IN THE PRC FORMA CONTRACT SCOPE), WILL
BE APPROVED FOR THIS SECT!ON. INCLUDE SUMMARY BACKGROUND INFORMATION ONLY AS
NEEDED.

ONLY IF APPLICABLE AND IF THE MAXIMUM LIABILITY IS NOT INCLUDED IN THE PRO FORMA
CONTRACT, INCLUDE INFORMATION REGARDING THE TOTAL ESTIMATED PURCHASE BY
AGENCIES OF STATE GOVERNMENT FOR THE CURRENT CONTRACT PERIOD, AND FOR THE
CONTRACT PERIOD OF THE CONTRACT AWARDED PURSUANT TO THIS RFP. (SEE TENN. CODE
ANN. § 12-3-305).

Scope of Service, Contract Period, & Required Terms and Conditions
The RFP Attachment 6.6., Pro Forma Contract details the State’s requirements:

Scope of Services and Deliverables (Section A);
Contract Period (Sectlon B);

Payment Terms (Section C);

Standard Terms and Conditions (Section D); and,
Special Terms and Conditions (Section E).

The pro forma contract substantially represents the contract document that the successful Respondent
must sign.

Nondiscrimination

No person shall be excluded from participation in, be denied benefits of, or be otherwise subjected to
discrimination in the performance of a Contract pursuant to this RFP or in the employment practices of the
Contractor on the grounds of handicap or disability, age, race, creed, color, religion, sex, national origin,
or any other classification protected by federal, Tennessee state constitutional, or statutory law. The
Contractor pursuant to this RFP shall, upon request, show proof of such nondiscrimination and shall post
in conspicuous places, available to all employees and applicants, notices of nondiscrimination.

RFP Communications

1.4.1. The State has assigned the following RFP identification number that must be referenced in all
communications regarding this RFP:

RFP # NUMBER

RFP # NUMBER
PAGE NUMBER
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1.4.2.

1.4.3.

144.

1.4.5.

1.4.6.

1.4.7.

04-20-1731-01-36-RFP

Unauthorized contact about this RFP with employees or officials of the State of Tennessee
except as detailed below may result in disqualification from consideration under this
procurement process.

1.4.2.1. Prospective Respondents must direct communications concerning this RFP to the
following person designated as the Solicitation Coordinator:

NAME

STATE AGENCY NAME

STREET ADDRESS

TELEPHONE NUMBER

E-MAIL ADDRESS

OTHER APPROPRIATE INFORMATION [F ANY

1.4.2.2. Notwithstanding the foregoing, Prospective Respondents may alternatively contact:

a. staff of the Governor’s Office of Diversity Business Enterprise for assistance
available to minority-owned, woman-owned, Tennessee service-disabled veteran
owned, and small businesses as well as general, public information relating to this
RFP (visit hitp://www.in.gov/generalservices/article/godbe-general-caontacts for
contact information); and

b. the following individual designated by the State to coordinate compliance with the
nondiscrimination requirements of the State of Tennessee, Title VI of the Civil
Rights Act of 1964, the Americans with Disabilities Act of 1990, and associated
federal regulations:

NAME

STATE AGENCY NAME

STREET ADDRESS

TELEPHONE NUMBER

E-MAIL ADDRESS

OTHER APPROPRIATE INFORMATION iF ANY

Only the State’s official, written responses and communications with Respondents are binding
with regard to this RFP. Oral communications between a State official and one or more
Respondents are unofficial and non-binding.

Potential Respondents must ensure that the State receives all written questions and comments,
including questions and requests for clarification, no later than the Written Questions &
Comments Deadline detailed in the RFP Sectlon 2, Schedule of Events.

Respondents must assume the risk of the method of dispatching any communication or response
to the State. The State assumes no responsibility for delays or delivery failures resulting from the
Respondent’s method of dispatch. Actual or digital "postmarking” of a communication or
response to the State by a specified deadline is not a substitute for the State’s actual receipt of a
communication or response.

The State will convey all official responses and communications related to this RFP to the
prospective Respondents from whom the State has received a Notice of Intent to Respond (refer
to RFP Section REFERENCE).

The State reserves the right to determine, at its sole discretion, the method of conveying official,
written responses and communications related to this RFP. Such written communications may
be transmitted by mail, hand-delivery, facsimile, electronic mail, Internet posting, or any other
means deemed reasonable by the State. For internet posting, please refer to the following
website: hitp://tn.gov/generalservices/article/request-for-proposals-rip-opportunities.

RFP # NUMBER
PAGE NUMBER
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1.5.

1.6.

1.7.

1.8.

04-20-1711-01-16-RFP

1.4.8. The State reserves the right to determine, at its sole discretion, the appropriateness and
adequacy of responses to written comments, questions, and requests related to this RFP. The
State's official, written responses will constitute an amendment of this RFP.

1.4.9. Any data or factual information provided by the State (in this RFP, an RFP amendment or any
other communication relating to this RFP) is for informational purposes only. The State will make
reasonable efforts to ensure the accuracy of such data or information, however it is the
Respondent's obligation to independently verify any data or information provided by the State.
The State expressly disclaims the accuracy or adequacy of any information or data that it
provides to prospective Respondents.

Assistance to Respondents With a Handicap or Disability

Prospective Respondents with a handicap or disability may receive accommodation relating to the
communication of this RFP and participating in the RFP process. Prospective Respondents may contact
the Solicitation Coordinator to request such reasonable accommodation no later than the Disability
Accommodation Request Deadline detailed in the RFP Sectlon 2, Schedule of Events.

Respondent Required Review & Waiver of Objections

1.6.1. Each prospective Respondent must carefully review this RFP, including but not limited to,
attachments, the RFP Attachment 6.8., Pro Forma Contract, and any amendments, for questions,
comments, defects, objections, or any other matter requiring clarification or correction (collectively
calied “questions and comments”).

1.6.2. Any prospective Respondent having questions and comments concerning this RFP must provide
them in writing to the State no later than the Written Questions & Comments Deadline detailed in
the RFP Section 2, Schedule of Events.

1.6.3. Protests based on any objection to the RFP shall be considered waived and invalid if the
objection has not been brought to the attention of the State, in writing, by the Written Questions &
Comments Deadline.

Pre-Response Conference

A Pre-response Conference will be held at the time and date detailed in the RFP Section 2, Schedule of
Events. Pre-response Conference attendance is not mandatory, and prospective Respondents may be
limited to a maximum number of attendees depending upon overall attendance and space limitations.

The conference will be held at:

ADDRESS/LOCATION
OTHER APPROPRIATE INFORMATION IF ANY

The purpose of the conference is to discuss the RFP scope of goods or services. The State will entertain
questions, however prospective Respondents must understand that the State's oral response to any
question at the Pre-response Conference shall be unofficial and non-binding. Prospective Respondents
must submit all questions, comments, or other concerns regarding the RFP in writing prior to the Written
Questions & Comments Deadline date detailed in the RFP Section 2, Schedule of Events. The State will
send the official response to these questions and comments to prospective Respondents from whom the
State has received a Notice of Intent to respond as indicated in RFP Section REFERENCE and on the
date detailed in the RFP Section 2, Schedule of Events.

Notice of Intent to Respond
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Before the Notice of Intent to Respond Deadline detailed in the RFP Section 2, Schedule of Events,
prospective Respondents should submit to the Solicitation Coordinator a Notice of Intent to Respond (in
the form of a simple e-mail or other written communication). Such notice should include the following
information:

= the business or individual's name (as appropriate);
= acontact person’s name and titie; and
- the contact person's mailing address, telephone number, facsimile number, and e-mail address,

A Notice of Intent to Respond creates no obligation and is not a prerequisite for submitting a
response, however, it is necessary to ensure receipt of any RFP amendments or other notices and
communications relating to this RFP.

Response Deadline

A Respondent must ensure that the State receives a response no later than the Rresponse Deadline time
and date detailed in the RFP Section 2, Schedule of Events. A-resparse-mustrespond-as-reguired. to
this RFP (including-ts-attachments)-as-may-be-amended—The State will not accept late responses, and a
Respondent's failure to submit a response before the deadline will result in disqualification of the
response. It is the responsibility of the Respondent to ascertain any additional security requirements with
respact to packaging and delivery to the State of Tennessee. Respondents should be mindful of any
potential delays due to security screening procedures, weather, ar other filing delays whether foreseeable
or unforeseeable.
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2. RFP SCHEDULE OF EVENTS
21.  The following RFP Schedule of Events represents the State's best estimate for this RFP.

a1 sy L IR A oA DR i (Geptri| imezore) | e HUe LIRS Al
1. RFP Issued DATE
2. Disability Accommodation Request Deadline 2:00 p.m. | >3 BUSINESS DAYS LATER
3. Pre-response Conference TIME | > 1 BUSINESS DAY LATER
4. Notice of Intent to Respond Deadline 2:00 p.m. | 21 BUSINESS DAY LATER
5. Written “Questions & Comments” Deadline 2:00 p.m. | > 3 BUSINESS DAYS LATER
6. State Response to Written "Questions & Comments” > 3 BUSINESS DAYS LATER
7. Response Deadline 2:00 p.m. | > 5 BUSINESS DAYS LATER
8. gtle;tﬁ ;:t::)r::gletion of Technical Response > 3 BUSINESS DAYS LATER
9. State Opening & Scoring of Cost Proposals 2:00 p.m. | 1 BUSINESS DAY LATER
et
11. End of Open File Period 7 CALENDAR DAYS LATER
12. State sends contract to Contractor for signature 1 BUSINESS DAY LATER
13. Contractor Signature Deadline 2:00 p.m. | 1 — 5 BUSINESS DAYS LATER
2.2. The State reserves the right, at its sole discretlon, to adjust the RFP Schedule of Events as it

deems necessary. Any adjustment of the Schedule of Events shall constitute an RFP amendment, and
the State will communicate such to prospective Respondents from whom the State has received a Notice
of Intent to Respond (refer to section REFERENCE).
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RESPONSE REQUIREMENTS

3.1.

Response Form

A response to this RFP must consist of two parts, a Technical Response and a Cost Proposal.

311,

Technical Response. RFP Attachment 6.2., Technical Response & Evaluation Guide provides
the specific requirements for submitting a response. This guide includes mandatory requirement
items, general qualifications and experience items, and technical qualifications, experience, and
approach items all of which must be addressed with a written response and, in some instances,
additional documentation.

NOTICE: A technical response must not include any pricing or cost information.
If any pricing or cost information amounts of any type (even pricing relating to
other projects) is included in any part of the technical response, the state may
deem the response to be non-responsive and reject it.

3.1.1.1. A Respondent must use the RFP Attachment 6.2., Technical Response & Evaluation
Guide to organize, reference, and draft the Technical Response by duplicating the
attachment, adding appropriate page numbers as required, and using the guide as a
table of contents covering the Technical Response.

3.1.1.2. Aresponse should be economically prepared, with emphasis on completeness and
clarity. A response, as well as any reference material presented, must be written in
English and must be written on standard 8 2" x 11” pages (although oversize exhibits
are permissible) and use a 12 point font for text. All response pages must be
numbered.

3.1.1.3. Allinformation and documentation included in a Technical Respanse should
correspond to or address a specific requirement detailed in the RFP Attachment 6.2.,
Technical Response & Evaluation Guide. All information must be incorporated into a
response to a specific requirement and clearly referenced. Any information not
meeting these criteria will be deemed extraneous and will not contribute to evaluations.

3.1.1.4. The State may determine a response to be nan-responsive and reject it if:

a. the Respondent fails to organize and properly reference the Technical Response
as required by this RFP and the RFP Attachment 6.2., Technical Response &
Evaluation Guide; or

b. the Technical Response document does not appropriately respond to, address, or
meet all of the requirements and response items detailed in the RFP Attachment
6.2., Technical Response & Evaluation Guide.

Cost Proposal. A Cost Proposal must be recorded on an exact duplicate of the RFP Attachment
6.3., Cost Proposal & Scoring Guide.

NOTICE: If a Respondent fails to submit a cost proposal exactly as required, the
State may deem the response to be non-responsive and reject it.

3.1.2.1. A Respondent must only record the proposed cost exactly as required by the RFP
Attachment 6.3., Cost Proposal & Scoring Guide and must NOT record any other rates
amounts, or information.
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3.1.23.

3.1.24.
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The proposed cost shall incorporate ALL costs for services under the contract for the
total contract period, including any renewals or extensions.

A Respondent must sign and date the Cost Proposal.

A Respondent must submit the Cost Proposal to the State in a sealed package
separate from the Technical Response (as detailed in RFP Sections 3.2.3,, ef seq.).

3.2 Response Delivery

3.2.1. A Respondent must ensure that both the original Technical Response and Cost Proposal
documents meet all form and content requirements, including all required signatures, as detailed
within this RFP,_as may be amended.

3.2.2. A Respondent must submit original Technical Response and Cost Proposal documents and
copies as specified below.

3.2.21.

3.222.

One (1) original Technical Response paper document labeled:

“RFP # NUMBER TECHNICAL RESPONSE ORIGINAL”

and WRITTEN NUMBER (NUMBER) digita!l copies of the Technical Response each in
the form of one (1) digital document in "PDF” format properly recorded on its own
otherwise blank, standard CD-R recordable disc or USB flash drive labeled:

“RFP # NUMBER TECHNICAL RESPONSE COPY”

The digital copies should not include copies of sealed customer references, however
any other discrepancy between the paper Technical Response document and any
digital copies may result in the State rejecting the proposal as non-responsive.

One (1) original Cost Proposal paper document labeled:

“RFP # NUMBER COST PROPOSAL ORIGINAL”

and one (1) copy in the form of a digital document in “PDF/XLS” format properly
recorded on separate, blank, standard CD-R recordable disc or USB flash drive
labeled:

“RFP # NUMBER COST PROPOSAL COPY”

In the event of a discrepancy between the original Cost Proposal document and the
digital copy, the original, signed document will take precedence.

3.2.3. A Respondent must separate, seal, package, and label the documents and copies for delivery as

follows:

3.2.31.

3.23.2

The Technical Response original document and digital copies must be placed in a
sealed package that is clearly labeled:

“DO NOT OPEN... RFP # NUMBER TECHNICAL RESPONSE FROM
[RESPONDENT LEGAL ENTITY NAME]”

The Cost Proposal original document and digital copy must be placed in a separate,
sealed package that is clearly labeled:
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“DO NOT OPEN... RFP # NUMBER COST PROPOSAL FROM [RESPONDENT
LEGAL ENTITY NAME)”

3.2.3.3. The separately, sealed Technical Response and Cost Proposal components may be
enclosed in a larger package for mailing or delivery, provided that the outermost
package is clearly labeled:

“RFP # NUMBER SEALED TECHNICAL RESPONSE & SEALED COST PROPOSAL
FROM [RESPONDENT LEGAL ENTITY NAME]”

A Respondent must ensure that the State receives a response no later than the Response
Deadline time and date detailed in the RFP Section 2, Schedule of Events at the following
address:

SOLICITATION COORDINATOR NAME
STATE AGENCY NAME

STREET ADDRESS

OTHER APPROPRIATE INFORMTION IF ANY

Response & Respondent Prohibitions

3.3.1.

33.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

33.7.

A response must not include alternate contract terms and conditions. If a response contains such
terms and conditions, the State, at its sole discretion, may determine the response to be a non-
responsive counteroffer and reject it.

. A response must not restrict the rights of the State or otherwise qualify either the offer to deliver

goods or provide services as required by this RFP or the Cost Proposal. If a response restricts
the rights of the State or otherwise qualifies either the offer to deliver goods or provide services
as required by this RFP or the Cost Proposal, the State, at its sole discretion, may determine the
response to be a non-responsive counteroffer and reject it.

A response must not propose alternative goods or services (i.e., offer services different from
those requested and required by this RFP) unless expressly requested in this RFP. The State
may consider a response of alternative goods or services to be non-responsive and reject it.

A Cost Proposal must be prepared and arrived at independently and must not invoive any
collusion between Respondents. The State will reject any Cost Proposal that involves collusion,
consultation, communication, or agreement between Respondents. Regardless of the time of
detection, the State will consider any such actions to be grounds for response rejection or
contract termination.

A Respondent must not provide, for consideration in this RFP process or subsequent contract
negotiations, any information that the Respondent knew or should have known was materially
incorrect. If the State determines that a Respondent has provided such incorrect information, the
State will deem the Response non-responsive and reject it.

A Respondent must not submit more than one Technical Response and one Cost Proposal in
response to this RFP, except as expressly requested by the State in this RFP. If a Respondent
submits more than one Technical Response or more than one Cost Proposal, the State will deem
all of the responses non-responsive and reject them.

A Respondent must not submit a response as a prime contractor while also permitting one or
more other Respondents to offer the Respondent as a subcontractor in their own responses.
Such may result in the disqualification of all Respondents knowingly involved. This restriction
does not, however, prohibit different Respondents from offering the same subcontractor as a part
of their responses (provided that the subcontractor does not also submit a response as a prime
contractor).
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3.3.8. The State shall not consider a response from an individual who is, or within the past six (6)
months has been, a State employee. For purposes of this RFP:

3.3.8.1. Anindividual shall be deemed a State employee until such time as all compensation for
salary, termination pay, and annual leave has been paid;

3.3.8.2. A contract with or a response from a company, corporation, or any other contracting
entity in which a controlling interest is held by any State employee shall be considered to
be a contract with or proposal from the employee; and

3.3.8.3. A contract with or a response from a company, corporation, or any other contracting
entity that employs an individual who is, or within the past six (6) months has been, a
State employee shall not be considered a contract with or a proposal from the employee
and shall not constitute a prohibited conflict of interest.

Response Errors & Revisions

A Respondent is responsible for any and all response errors or omissions. A Respondent will not be
allowed to alter or revise response documents after the Response Deadline time and date detailed in the
RFP Section 2, Schedule of Events uniess such is formally requested, in writing, by the State.

Response Withdrawal

A Respondent may withdraw a submitted response at any time before the Response Deadline time and
date detailed in the RFP Section 2, Schedule of Events by submitting a written request signed by an
authorized Respondent representative. After withdrawing a response, a Respondent may submit another
response at any time before the Response Deadline. After the Response Deadline, a Respondent may
only withdraw all or a portion of a response where the enforcement of the response would impose an
unconscionable hardship on the Respondent.

Additional Services

If a response offers goods or services in addition to those required by and described in this RFP, the
State, at its sole discretion, may add such services to the contract awarded as a result of this RFP.
Notwithstanding the foregoing, a Respondent must not propose any additional cost amounts or rates for
additional goods or services. Regardless of any additional services offered in a response, the
Respondent's Cost Proposal must only record the proposed cost as required in this RFP and must not
record any other rates, amounts, or information.

NOTICE: If a Respondent fails to submit a Cost Proposal exactly as required, the State may deem
the response non-responsive and reject it.

Response Preparation Costs

The State will not pay any costs associated with the preparation, submittal, or presentation of any
response.
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4. GENERAL CONTRACTING INFORMATION & REQUIREMENTS
4.1. RFP Amendment

The State at its sole discretion may amend this RFP, in writing, at any time prior to contract award.

However, prior to any such amendment, the State will consider whether it would negatively impact the

ability of potential Respondents to meet the response deadline and revise the RFP Schedule of Events if

deemed appropriate. If an RFP amendment is issued, the State will convey it to potential Respondents
who submitted a Notice of Intent to Respond (refer to RFP Section REFERENCE). A response must
address the final RFP (including its attachments) as amended.

4.2, RFP Cancellation
The State reserves the right, at its sole discretion, to cancel the RFP or to cancel and reissue this RFP in
accordance with applicable laws and regulations.

4.3. State Right of Rejection

4.3.1. Subject to applicable laws and regulations, the State reserves the right to reject, at its sole
discretion, any and all responses.

4.3.2. The State may deem as non-responsive and reject any response that does not comply with all
terms, conditions, and performance requirements of this RFP. Notwithstanding the foregoing, the
State reserves the right to waive, at its sole discretion, minor variances from full compliance with
this RFP. If the State waives variances in a response, such waiver shall not modify the RFP
requirements or excuse the Respondent from full compliance, and the State may hold any
resulting Contractor to strict compliance with this RFP.

4.4, Assignment & Subcontracting

4.4.1. The Contractor may not subcontract, transfer, or assign any portion of the Contract awarded as a
result of this RFP without prior approval of the State. The State reserves the right to refuse
approval, at its sole discretion, of any subcontract, transfer, or assignment.

4.4.2. If a Respondent intends to use subcontractors, the response to this RFP must specifically identify
the scope and portions of the work each subcontractor will perform (refer to RFP Attachment 6.2.,
Section B, General Qualifications & Experience Iltem B.14.).

4.4.3. Subcontractors identified within a response to this RFP will be deemed as approved by the State
unless the State expressly disapproves one or more of the proposed subcontractors prior to
signing the Contract.

4.4.4. After contract award, a Contractor may only substitute an approved subcontractor at the
discretion of the State and with the State’s prior, written approvai.

4.4.5. Notwithstanding any State approval relating to subcontracts, the Respondent who is awarded a
contract pursuant to this RFP will be the prime contractor and will be responsible for all work
under the Contract.

4.5, Right to Refuse Personnel or Subcontractors

The State reserves the right to refuse, at its sole discretion and notwithstanding any prior approval, any
personnel of the prime contractor or a subcontractor providing goods or services in the performance of a
contract resulting from this RFP. The State will document in writing the reason(s) for any rejection of
personnel.
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Insurance

Erom-time-to-time; Tthe State may-will require the awarded Contractor to provide a Certificate of
Insurance issued by an insurance company licensed or authorized to provide insurance in the State of
Tennessee. Each Certificate of Insurance shall indicate current insurance coverages meeting minimum
requirements as may be specified by this RFP. A failure to provide a current, Certificate of Insurance will
be considered a material breach and grounds for contract termination.

Professional Licensure and Department of Revenue Registration

4.7.1.

472

4.7.3.

All persons, agencies, firms, or other entities that provide legal or financial opinions, which a
Respondent provides for consideration and evaluation by the State as a part of a response to this
RFP, shall be properly licensed to render such opinions.

Before the Contract resulting from this RFP is signed, the apparent successful Respondent (and
Respondent employees and subcontractors, as applicable) must hold all necessary or
appropriate business or professional licenses to provide the goods or services as required by the
contract. The State may require any Respondent to submit evidence of proper licensure.

Before the Contract resulting from this RFP is signed, the apparent successful Respondent must
be registered with the Tennessee Department of Revenue for the collection of Tennessee sales
and use tax. The State shall not award a contract unless the Respondent provides proof of such
registration or provides documentation from the Department of Revenue that the Contractor is
exempt from this registration requirement. The foregoing is a mandatory requirement of an award
of a contract pursuant to this solicitation. For purposes of this registration requirement, the
Department of Revenue may be contacted at: TN.Revenue@tn.gov.

Disclosure of Response Contents

4.8.1.

4.8.2,

4.38.3.

All materials submitted to the State in response to this RFP shall become the property of the
State of Tennessee. Selection or rejection of a response daes not affect this right. By submitting
a response, a Respondent acknowledges and accepts that the full response contents and
associated documents will become open to public inspection in accordance with the laws of the
State of Tennessee.

The State will hold all response information, including both technical and cost information, in

confidence during the evaluation process. Metwithstanding-the-foregeing—alistofastual

Respaﬂden.s— submitting timely responses-may-be-available-to-the-public; upon-request-after
ened-

Upon completion of response evaluations, indicated by public release of a Notice of Intent to
Award, the responses and associated materials will be open for review by the public in
accordance with Tennessee-Tenn. Code ArnetatedAnn.. Section10§ 10-7-504(a)(7). | Formatted: Font: Not Italic

Contract Approval and Contract Payments

4.9.1.

4.9.2,

After contract award, the Contractor who is awarded the contract must submit appropriate
documentation with the Department of Finance and Administration, Division of Accounts.

This RFP and its contractor selection processes do not obligate the State and do not create
rights, interests, or claims of entitlement in either the Respondent with the apparent best-
evaluated response or any other Respondent. State obligations pursuant to a contract award
shall commence only after the Ceontract is signed by the State agency head and the Contractor
and after the Contract is approved by all other state officials as required by applicable laws and
regulations.
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4.12.

4.13.
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4.9.3. No payment will be obligated or made until the relevant Contract is approved as required by
applicable statutes and rules of the State of Tennessee.

4.9.3.1. The State shall not be liable for payment of any type associated with the Contract
resulting from this RFP (or any amendment thereof) or responsibie for any goods
delivered or services rendered by the Contractor, even goods delivered or services
rendered in good faith and even if the Contractor is orally directed to proceed with the
delivery of goods or the rendering of services, if it occurs before the Contract start
Effective Ddate or after the Contract Term. Gontractend-date-

4.9.3.2. All payments relating to this procurement will be made in accordance with the Payment
Terms and Conditions of the Contract resulting from this RFP (refer to RFP Attachment
6.6., Pro Forma Contract, Section C).

4.9.3.3. If any provision of the Contract provides direct funding or reimbursement for the
competitive purchase of goods or services as a component of contract performance or
otherwise provides for the reimbursement of specified, actual costs, the State will
employ all reasonable means and will require all such documentation that it deems
necessary to ensure that such purchases were competitive and costs were reasonable,
necessary, and actual. The Contractor shall provide reasonable assistance and access
related to such review. Further, the State shall not remit, as funding or reimbursement
pursuant to such provisions, any amounts that it determines do not represent
reasonable, necessary, and actual costs.

Contractor Performance

The Contractor who is awarded a contract will be responsible for the delivery of all acceptable goods or
the satisfactory completion of all services set out in this RFP (including attachments) as may be
amended. All goods or services are subject to inspection and evaluation by the State. The State will
employ all reasonable means to ensure that goods delivered or services rendered are in compliance with
the Contract, and the Contractor must cooperate with such efforts.

Contract Amendment

After Ceontract award, the State may request the Contractor to deliver additional goods or perform
additional services within the general scope of the Cecontract and this RFP, but beyond the specified
Secope-efservice, and for which the Contractor may be compensated. In such instances, the State will
provide the Contractor a written description of the additional goods or services. The Contractor must
respond to the State with a time schedule for delivering the additional goods or accomplishing the
additional services based on the compensable units included in the Contractor's response to this RFP. If
the State and the Contractor reach an agreement regarding the goods or services and associated
compensation, such agreement must be effected by means of a contract amendment. Further, any such
amendment requiring additional goods or services must be signed by both the State agency head and the
Contractor and must be approved by other state officials as required by applicabie statutes, rules, policies
and procedures of the State of Tennessee. The Contractor must not provide additional goods or render
additional services until the State has issued a written contract amendment with all required approvals.

Severability

If any provision of this RFP is declared by a court to be illegal or in conflict with any law, said decision will
not affect the validity of the remaining RFP terms and provisions, and the rights and obligations of the
State and Respondents will be construed and enforced as if the RFP did not contain the particular
provision held to be invalid.

Next Ranked Respondent
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The State reserves the right to initiate negotiations with the next ranked Respondent should the State
cease doing busifiess with any Respondent selected via this RFP process.

RFP #NUMBER
PAGE NUMBER

74



11-01-16 RFP

5. EVALUATION & CONTRACT AWARD
5.1, Evaluation Categories & Maximum Points
The State will consider qualifications, experience, technical approach, and cost in the evaluation of
responses and award points in each of the categories detailed below (up to the maximum evaluation
points indicated) to each response deemed by the State to be responsive.
. EVALUATIONCATEGORY | = MAXIMUM POINTS POSSIBLE
General Qualifications & Experience
(refer to RFP Attachment 6.2., Section B) NEMBER
Technical Qualifications, Experience &
Approach NUMBER
(refer to RFP Attachment 6.2., Section C)
Cost Proposal
(refer to RFP Attachment 6.3.) NUMBER 2130% 0F TOTAL POINTS
52, Evaluation Process

The evaluation process is designed to award the contract resuiting from this RFP not necessarily to the
Respondent offering the lowest cost, but rather to the Respondent deemed by the State to be responsive
and responsible who offers the best combination of attributes based upon the evaluation criteria.
(“Responsive Respondent" is defined as a Respondent that has submitted a response that conforms in all
materlal respects to the RFP. "Responsible Respondent” is defined as a Respondent that has the
capacity in all respects to perform fully the contract requirements, and the integrity and reliability which
will assure good faith performance.)

5.2.1. Technical Response Evaluation. The Solicitation Coordinator and the Proposal Evaluation
Team (consisting of three (3) or more State employees) will use the RFP Attachment 6.2.,
Technical Response & Evaluation Guide to manage the Technical Response Evaluation and
maintain evaluation records.

5.2.1.1. . The State reserves the right, at its sole discretion, to request Respondent clarification
of a Technical Response or to conduct clarification discussions with any or all
Respondents. Any such clarification or discussion will be limited to specific sections of
the response identified by the State. The subject Respondent must put any resulting
clarification in writing as may be required and in accordance with any deadline imposed
by the State.

5.2.1.2. The Solicitation Coordinator will review each Technical Response to determine
compliance with RFP Attachment 6.2., Technical Response & Evaluation Guide,
Section A— Mandatory Requirements. If the Solicitation Coordinator determines that a
response failed to meet one or more of the mandatory requirements, the Proposal
Evaluation Team will review the response and document the team's determination of
whether:

a. the response adequately meets RFP requirements for further evaluation;

e
b.” the State will request clarifications or corrections for consideration prior to further
evaluation; or, )

c. the State will determine the response to be non-responsive to the RFP and reject it.

5.2.1.3. Proposal Evaluation Team members will independently evaluate each Technical
Response (that is responsive to the RFP) against the evaluation criteria in this RFP,
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522

5.2.3.

04-20-1711-61-316-RFP

and will score each in accordance with the RFP Attachment 6.2., Technical Response
& Evaluation Guide.

5.2.1.4. For each response evaluated, the Solicitation Coordinator will calculate the average of
the Proposal Evaluation Team member scores for RFP Attachment 6.2., Technical
Response & Evaluation Guide, and record each average as the response score for the
respective Technical Response section.

5.2.1.5. Before Cost Proposals are opened, the Proposal Evaluation Team will review the
Technical Response Evaluation record and any other available information pertinent to
whether or not each Respondent is responsive and responsible. If the Proposai
Evaluation Team identifies any Respondent that does not te-meet the responsive and
responsible thresholds such that the team would not recommend the Respondent for
Cost Proposal Evaluation and potential contract award, the team members will fully
document the determination.

Cost Proposal Evaluation. The Solicitation Coordinator will open for evaluation the Cost
Proposal of each Respondent deemed by the State to be responsive and responsible and
calculate and record each Cost Proposal score in accordance with the RFP Attachment 6.3., Cost
Proposal & Scoring Guide.

Total Response Score. The Solicitation Coordinator will calculate the sum of the Technical
Response section scores and the Cost Proposal score and record the resulting number as the
total score for the subject Response (refer to RFP Attachment 6.5., Score Summary Matrix).

Contract Award Process

5.3.1

5.3.2.

5.3.3.

53.4.

5.3.5.

The Solicitation Coordinator will submit the Proposal Evaluation Team determinations and scores
to the head of the procuring agency for consideration along with any other relevant information
that might be available and pertinent to contract award.

The procuring agency head will determine the apparent best-evaluated Response. To effect a
contract award to a Respondent other than the one receiving the highest evaluation process
score, the head of the procuring agency must provide written justification and obtain the written
approval of the Chief Procurement Officer and the Comptroller of the Treasury.

The State will issue a Notice of Intent to Award identifying the apparent best-evaluated response
and make the RFP files available for public inspection at the time and date specified in the RFP
Section 2, Schedule of Events.

NOTICE: The Notice of Intent to Award shall not create rights, interests, or claims of
entitiement in either the apparent best-evaluated Respondent or any other Respondent.

The Respondent identified as offering the apparent best-evaluated response must sign a contract
drawn by the State pursuant to this RFP. The Ceontract shall be substantially the same as the
RFP Attachment 6.6., Pro Forma Contract. The Respondent must sign the contract by the
Contractor Signature Deadline detailed in the RFP Section 2, Schedule of Events. If the
Respondent fails to provide the signed Ccontract by this deadline, the State may determine that
the Respondent is non-responsive to this RFP and reject the response.

Notwithstanding the foregoing, the State may, at its sole discretion, entertain limited negotiation
prior to Ceontract signing and, as a result, revise the pro forma contract terms and conditions or
performance requirements in the State’s best interests, PROVIDED THAT such revision of terms
and conditions or performance requirements shail NOT materially affect the basis of response
evaluations or negatively impact the competitive nature of the RFP and contractor selection
process.
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5.3.6. Ifthe State determines that a response is non-responsive and rejects it after opening Cost
Proposals, the Solicitation Coordinator will re-calculate scores for each remaining responsive
Cost Proposal to determine (or re-determine) the apparent best-evaluated response.
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RFP ATTACHMENT 6.1.

RFP # NUMBER STATEMENT OF CERTIFICATIONS AND ASSURANCES

The Respondent must sign and complete the Statement of Certifications and Assurances below as required, and it must be
included in the Technical Response (as required by RFP Attachment 6.2., Technical Response & Evaluation Guide, Section A,
ltem A1),

The Respondent does, hereby, expressly affirm, declare, confirm, certify, and assure ALL of the following:

1.
2.

3.

~

10.

The Respondent will comply with all of the provisions and requirements of the RFP.

The Respondent will provide all services as defined in the Scope of Services-of the RFP Attachment 6.6., Pro Forma
Contract for the total Ceontract periedTerm.

The Respondent, except as otherwise provided in this RFP, accepts and agrees to all terms and conditions set out in the
RFP Attachment 6.6., Pro Forma Contract.

The Respondent acknowledges and agrees that a contract resulting from the RFP shall incorporate, by reference, all
proposal responses as a part of the Ceontract.

The Respondent will comply with:

(a) the laws of the State of Tennessee;

(b) Title VI of the federal Civil Rights Act of 1964;

(c) Title IX of the federal Education Amendments Act of 1972;

(d) the Equal Employment Opportunity Act and the regulations issued there under by the federal government; and,
(e) the Americans with Disabilities Act of 1990 and the regulations issued there under by the federal government.
To the knowledge of the undersigned, the information detailed within the response submitted to this RFP is accurate.
The response submitted to this RFP was independently prepared, without collusion, under penalty of perjury.

No amount shall be paid directly or indirectly to an employee or official of the State of Ténnesses as wages,
compensation, or gifts in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the
Respondent in connection with this RFP or any resulting contract.

Both the Technical Response and the Cost Proposal submitted in response to this RFP shall remain valid for at least
120 days subsequent to the date of the Cost Proposal opening and thereafter in accordance with any contract pursuant
to the RFP.

The Respondent affirms the following statement, as required by the Iran Divestment Act Tenn. Code Ann. § 12-12-111:
“By submission of this bid, each bidder and each person signing on behalf of any bidder certifies, and in the case of a
joint bid each party thereto certifies as to its own organization, under penalty of perjury, that to the best of its knowledge
and belief that each bidder is not on the list created pursuant to §12-12-106." For reference purposes, the list is
currently available online at: http://www.tn.gov/generalservices/article/Public-Information-library.

By signing this Statement of Certiflcations and Assurances, below, the signatory also certifies legal authority to bind
the proposing entity to the provisions of this RFP and any contract awarded pursuant to it. If the signatory is not the
Respondent (if an individual) or the Respondent’s company President or Chief Executive Officer, this document must
attach evidence showing the individual’s authority to bind the Respondent.

Do IGN THIS DOCUMENT IF YOU ARE NOT LEGALLY A ORIZED TO BIND THE RESPONDENT

SIGNATURE:

PRINTED NAME & TITLE:

DATE:

RESPONDENT LEGAL ENTITY
NAME:
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RFP ATTACHMENT 6.2. — Section A

TECHNICAL RESPONSE & EVALUATION GUIDE

SECTION A: MANDATORY REQUIREMENTS. The Respondent must address all items detailed below and provide, in
sequence, the information and documentation as required (referenced with the associated item references). The Respondent
must also detail the response page number for each item in the appropriate space below.

The Salicitation Coordinator will review the response to determine if the Mandatory Requirement Items are addressed as
required and mark each with pass or fail. For each item that is not addressed as required, the Proposal Evaluation Team must
review the response and attach a written determination. In addition to the Mandatory Requirement Items, the Solicitation
Coordinator will review each response for compliance with all RFP requirements.

The Response must be delivered to the State no later than the Response
Deadline specified in the RFP Section 2, Schedule of Events.

The Technical Response and the Cost Proposal documentation must be
packaged separately as required (refer to RFP Section 3.2, et. seq.).

The Technical Response must NOT contain cost or pricing information of any
type.

The Technical Response must NOT contain any restrictions of the rights of
the State or other qualification of the response.

A Respondent must NOT submit aitemate responses (refer to RFP Section
3.3).

A Respondent must NOT submit multiple responses in different forms (as a
prime and a sub-contractor) (refer to RFP Section 3.3.).

A1

Provide the Statement of Certifications and Assurances (RFP Attachment
6.1.) completed and signed by an individual empowered to bind the
Respondent to the provisions of this RFP and any resulting contract. The
document must be signed without exception or qualification.

A.2,

Provide a statement, based upon reasonable inquiry, of whether the
Respondent or any individual who shell cause to deliver goods or perform
services under the contract has a possible conflict of interest (e.g.,
employment by the State of Tennesses) and, if so, the nature of that conflict.

NOTE: Any questions of conflict of interest shall be solely within the
discretion of the State, and the State reserves the right to cancel any award.

A3.

INSERT APPROPRIATE MANDATORY REQUIREMENT OPTIONS AS
NEEDED. (FOLLOWING A.2., YOU MUST INCLUDE AT LEAST ONE
OPTION TO DETERMINE FINANCIAL RESPONSIBILITY).

AR

IF NEEDED, INSERT ADDITIONAL MANDATORY REQUIREMENT
OPTIONS. IF MORE THAN ONE ADDITIONAL OPTION IS NEEDED,
CREATE A NEW, ADDITIONAL ROW BELOW AND ADD THE OPTION
LANGUAGE

79
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State Use - Solicitation Coordinator Signature, Printed Name & Date:
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RFP ATTACHMENT 6.2, — SECTION B

TECHNICAL RESPONSE & EVALUATION GUIDE

SECTION B: GENERAL QUALIFICATIONS & EXPERIENCE. The Respondent must address all items detailed below and
provide, in sequence, the information and documentation as required (referenced with the associated item references). The
Respondent must also detail the response page number for each item in the appropriate space below. Proposal Evaluation
Team members will independently evaluate and assign one score for all responses to Section B— General Qualifications &

Experience ltems.

Detail the name, e-mail address, mailing address, telephone number, and facsimile number of the
persen the State should contact regarding the response.

Describe the Respondent's form of business (i.e., individual, sole proprietor, corporation, non-profit
corporation, partnership, limited liability company) and business location (physical location or
domicile).

B.3.

Detail the number of years the Respondent has been in business.

B.4.

Briefly describe how long the Respondent has been providing the goods or services required by
this RFP.

B.5.

Describe the Respondent's number of employees, client base, and location of offices.

Provide a statement of whether there have been any mergers, acquisitions, or change of control of
the Respondent within the last ten (10) years. If so, include an explanation providing relevant
details.

B.7.

Provide a statement of whether the Respondent or, to the Respondent's knowledge, any of the
Respondent’s employees, agents, independent contractors, or subcontractors, involved in the
delivery of goods or performance of services on a contract pursuant to this RFP, have been
convicted of, pled guilty to, or pled nolo contendere to any felony. If so, include an explanation
providing relevant details.

Provide a statement of whether, in the last ten (10) years, the Respondent has filed (or had filed
against it) any bankruptcy or insolvency proceeding, whether voluntary or involuntary, or
undergone the appointment of a receiver, trustee, or assignee for the beneflt of creditors. If so,
include an explanation providing relevant details.

Provide a statement of whether there is any material, pending litigation against the Respondent
that the Respondent should reasonably believe could adversely affect its ability to meet contract
requirements pursuant to this RFP or is likely to have a material adverse effect on the
Respondent's financial condition. If such exists, list each separately, explain the relevant details,
and attach the opinion of counsel addressing whether and to what extent it would impair the
Respondent's performance in a contract pursuant to this RFP.

NOTE: All persons, agencies, firms, or other entities that provide legal opinions regarding the
Respondent must be properly licensed to render such opinions. The State may require the
Respondent to submit proof of license for each person or entity that renders such opinions.

B.10.

Provide a statement of whether there are any pending or in progress Securities Exchange
Commission investigations involving the Respondent. If such exists, list each separately, exptain
the relevant details, and attach the opinion of counsel addressing whether and to what extent it will
impair the Respondent's performance in a contract pursuant to this RFP.

NOTE: All persons, agencies, firms, or other entities that provide legal opinions regarding the
Respondent must be properly licensed to render such opinions. The State may require the
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RFP ATTACHMENT 6.2. — SECTION B (continued)

'RESPONDENT LEGAL ENTITY |

i Réspondeni to subrﬁit p;oof of Iiceﬁée for each beréoh or entity that.rende.r.s .s_uch opinions.

B.11. Provide a brief, descriptive statement detailing evidence of the Respondent’s ability to deliver the
goods or services sought under this RFP (e.g., prior experience, training, certifications, resources,
program and quality management systems, etc.).

B.12. Provide a narrative description of the proposed project team, its members, and organizational
structure along with an organizational chart identifying the key people who will be assigned to
deliver the goods or services required by this RFP.

B.13. Provide a personnel roster listing the names of key people who the Respondent will assign to meet
the Respondent’s requirements under this RFP along with the estimated number of hours that each
individual will devote to that performance. Follow the personnel roster with a resume for each of
the people listed. The resumes must detail the individual's title, education, current position with the
Respondent, and employment history.

B.14. Provide a statement of whether the Respondent intends to use subcontractors to meet the
Respondent's requirements of any contract awarded pursuant to this RFP, and if so, detail:

(a) the names of the subcontractors along with the contact person, mailing address, telephone
number, and e-mail address for each;

(b) a description of the scope and portions of the goods each subcontractor involved in the
delivery of goods or performance of the services each subcontractor will perform; and

(c)._——a statement specifying that each proposed subcontractor has expressily assented to being * [ Formatted: Indent: Left: 0", Hanging: 0.24"

proposed as a subcontractor in the Respondent's response to this RFP.

B.15. Provide documentation of the Respondent's commitment to diversity as represented by the

following:

(@) Business Strategy. Provide a description of the Respondent's existing programs and
procedures designed to encourage and foster commerce with business enterprises owned by
minorities, women, Tennessee service-disabled veterans, and small business enterprises.
Please also include a list of the Respondent's certifications as a diversity business, if
applicable.

(b) Business Relationships. Provide a listing of the Respondent's current contracts with business
enterprises owned by minorities, women, Tennessese service-disabled veterans and small
business enterprises. Please include the following informatlon:

(i) contract description;

(Il) contractor name and ownership characteristics (i.e., ethnicity, gender, Tennessee service-
disabled);

(iiiy contractor contact name and telephone number.

(c) Estimated Participation. Provide an estimated level of participation by business enterprises
owned by minorities, women, Tennessee service-disabled veterans, and smail business
enterprises if a contract is awarded to the Respondent pursuant to this RFP. Please include
the following information:

(i) apercentage (%) indicating the participation estimate. (Express the estimated
participation number as a percentage of the total estimated contract value that will be
dedicated to business with subcontractors and supply contractors having such ownership
characteristics only and DO NOT INCLUDE DOLLAR AMOUNTS);

(i) anticlpated goods or services contract descriptions;

{iii) names and ownership characteristics (i.e., ethnicity, gender, Tennessee service-disabled
veterans) of anticipated subcontractors and supply contractors.

NOTE: In order to claim status as a Diversity Business Enterprise under this contract,

RFP #NUMBER
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RFP ATTACHMENT 6.2. — SECTION B (continued)

RESPONDENT LEGAL ENTITY
Resnnnse R p e A .
m&’;%%é‘aﬁt by  Sectlon B— General Qualifications & Experienice items

businesses must be certified by the Governor's Office of Diversity Business Enterprise (Go-
DBE). Please visit the Go-DBE website at
https.//tn.diversitysoftware.com/FrontEnd/StartCertification.asp? TN=tn&XI1D=8810 for more
information.

(d) Workforce. Provide the percentage of the Respondent's total current employees by ethnicity
and gender.

NOTE: Respondents that demonstrate a commitment to diversity will advance State efforts to
expand opportunity to do business with the State as contractors and subcontractors.
Response evaluations will recognize the positive qualifications and experience of a
Respondent that does business with enterprises owned by minorities, women, Tennessee
service-disabled veterans and small-business enterprises and who offer a diverse workforce.

B.16. Provide a statement of whether or not the Respondent has any current contracts with the State of
Tennessee or has completed any contracts with the State of Tennessee within the previous flve (5)
year period. If so, provide the following information for all of the current and completed contracts:
(a) the name, title, telephone number and e-mail address of the State contact knowledgeable

about the contract;

(b) the procuring State agency name;

(c) a brief description of the contract’s scope of services;

(d) the contract period; and

(e) the contract number.

NOTES:

= Current or prior contracts with the State are not a prerequisite and are not required for the
maximum evaluation score, and the existence of such contracts with the State will not
automatically result in the addition or deduction of evaluation points.

= Each evaluator will generally consider the results of inquiries by the State regarding all contracts
noted.

B.17. Provide customer references from individuals who are not current or former State employees for

projects similar to the goods or services sought under this RFP and which represent:
= two (2) accounts Respondent currently services that are similar in size to the State; and
= three (3) completed projects.

References from at least three (3) different individuals are required to satisfy the requirements
above, e.g., an individual may provide a reference about a completed project and another
reference about a currently serviced account. The standard reference questionnaire, which must
be used and completed, is provided at RFP Attachment 6.4. References that are not completed as
required may be deemed non-responsive and may not be considered.

The Respondent will be solely responsible for obtaining fully completed reference questionnaires
and including them in the sealed Technical Response. In order to obtain and submit the completed
reference questionnaires follow the process below.

(a) Add the Respondent's name to the standard reference questionnaire at RFP Attachment 6.4.
and make a copy for each reference.

(b) Send a reference questionnaire and new, standard #10 envelope to each reference.
(¢} Instruct the reference to:

(i) compiete the reference questionnaire;

(i) sign and date the completed reference questionnaire;

(iii) seal the completed, signed, and dated reference questionnaire within the envelope
provided;

(iv) sign his or her name in ink across the sealed portion of the envelope; and

(v) return the sealed envelope directly to the Respondent (the Respondent may wish to give
each reference a deadline, such that the Respondent will be abie to collect all required

RFP #NUMBER
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RFP ATTACHMENT 6.2. — SECTION B (continued)

RESPONDENT LEGAL ENTITY
NAMES 7t e i

| tem
ent | Ref.

 Section B— General Qualfications & Experiencs ferms

. refe_rences in.t.ime té im.::.ldde them withinthe sealed Téchnical Rééﬁbnsaj.
(d) Do NOT open the sealed references upon receipt.

(e) Enclose all sealed reference envelopes within a larger, labeled envelope for inclusion in the
Technical Response as required.

NOTES:

« The State will not accept late references or references submitted by any means other than that
which is described above, and each reference questionnaire submitted must be completed as
required.

= The State will not review more than the number of required references indicated above.

« While the State will base its reference check on the contents of the sealed reference envelopes
Included In'the Technical Response package, the State reserves the right to confirm and clarify
information detailed in the completed reference questionnaires, and may consider clarification
responses in the evaluation of references.

= The State is under no obligation to clarify any reference information.

B.18.

Provide a statement and any relevant details addressing whether the Respondent is any of the
following:

(a) is presently debarred, suspended, proposed for debarment, or voluntarily excluded
from covered transactions by any federal or state department or agency;

(b) has within the past three (3) years, been convicted of, or had a civil judgment rendered
against the contracting party from commission of fraud, or a criminal offence in
connection with obtaining, attempting to obtain, or performing a public (federal, state, or
local) transaction or grant under a public transaction; violation of federal or state
antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or
destruction of records, making false statements, or receiving stolen property;

(c) is presently indicted or otherwise criminally or civilly charged by a government entity
(federal, state, or local) with commission of any of the offenses detailed above; and

(d) has within a three (3) year period preceding the contract had one or more public
transactions (federal, state, or local) terminated for cause or default.

Fids

B.#.

REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM REFERENCES AS NECESSARY

State Use - Evaluator Identification:
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RFP ATTACHMENT 6.2. — SECTION C

TECHNICAL RESPONSE & EVALUATION GUIDE

SECTION C: TECHNICAL QUALIFICATIONS, EXPERIENCE & APPROACH. The Respondent must address all items
(below) and provide, in sequence, the information and documentation as required (referenced with the associated item
references). The Respondent must also detail the response page number for each item in the appropriate space below.

A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the response
to each item. Each evaluator will use the following whole number, raw point scale for scoring each item:

0 = little value 1 = poor 2 = fair 3 = satisfactory 4=good 5 = excollent

The Solicitation Coordinator will multiply the Item Score by the associated Evaluation Factor (indicating the relative emphasis
of the item in the overall evaluation). The resulting product will be the item’s Raw Weighted Score for purposes of calculating
the section score as indicated.

C.1. Provide a narrative that illustrates the Respondent’s
understanding of the State’s requirements and project NUMBER
schedule.

c.2. Provide a narrative that illustrates how the Respondent will
complete the scope of services, accomplish required NUMBER
objectives, and meet the State’s project schedule.

Cc.3. Provide a narrative that illustrates how the Respondent will
manage the project, ensure completion of the scope of NUMBER
services, and accomplish required objectives within the ’
State’s project schedule.

C.it REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER
REFERENCES & WEIGHTS AS NECESSARY

C.# REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER
REFERENCES & WEIGHTS AS NECESSARY

C.#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER
REFERENCES & WEIGHTS AS NECESSARY

C#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER
REFERENCES & WEIGHTS AS NECESSARY

Ci. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER
REFERENCES & WEIGHTS AS NECESSARY

C.i#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM NUMBER

REFERENCES & WEIGHTS AS NECESSARY

Ci#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM

REFERENCES & WEIGHTS AS NECESSARY ROMEER
C#. | REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM B —
REFERENCES & WEIGHTS AS NECESSARY
C#. | REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM . .
REFERENCES & WEIGHTS AS NECESSARY
C#. | REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM —
REFERENCES & WEIGHTS AS NECESSARY
C#. | REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM —
REFERENCES & WEIGHTS AS NECESSARY
RFP # NUMBER

PAGE NUMBER
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RFP ATTACHMENT 6.2, — SECTION C (continued)

Ci#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM

REFERENCES & WEIGHTS AS NECESSARY LIS

C#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM
REFERENCES & WEIGHTS AS NECESSARY

NUMBER

State Use — Evaluator Identification:

State Use - Solicitation Coordinator Signature, Printed Name & Date:
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RFP ATTACHMENT 6.3.

COST PROPOSAL & SCORING GUIDE
NOTICE: THIS COST PROPOSAL MUST BE COMPLETED EXACTLY AS REQUIRED

COST PROPOSAL SCHEDULE— The Cost Proposal, detailed below, shall indicate the proposed price for goods or services
defined in the Scope of Services of the RFP Attachment 6.8., Pro Forma Contract and for the entire contract period. The Cost
Proposal shall remain valid for at least one hundred twenty (120) days subsequent to the date of the Cost Proposal opening
and thereafter in accordance with any contract resulting from this RFP. All monetary amounts shall be in U.S. currency and
limited to two (2) places to the right of the decimal point.

ADDITIONAL REQUIREMENTS FOR COMPLETING PROPOSED COST (I.E., MINIMUM AMOUNT, "BLANK" CELLS, ETC.)

NOTICE: The Evaluation Factor associated with eéach cost item is for evaluation purposes only. The evaluation factors do
NOT and should NOT be construed as any type of volume guarantee or minimum purchase quantity. The
evaluation factors shail NOT create rights, Interests, or claims of entltiement in the Respondent.

Notwithstanding the cost items herein, pursuant to the second paragraph of the Pro Forma Contract section C.1.
(refer to RFP Attachment 6.8.), “The State is under no obligation to reguest work from the Contractor in any
specific dollar amounts or to request any work at all from the Contractor during any period of this Contract.”

This Cost Proposal must be signed, in the space below, by an individual empowered to bind the Respondent to
the-provisions of this RFP and any: contract awarded pursuant to it. If sald individual is not the President or Chief
Executive Officer, this document must attach evidence showing the Individual's authority to legally bind the
Respondent.

T -5}‘;@\‘. TR ‘; AFIYIIS

FEa= AT AT
LT ﬁhf P

DESCRIPTION $
JUNIT NUMBER
REPEAT AS NECESSARY $
JUNIT NUMBER
REPEAT AS NECESSARY $
{UNIT NUMBER
REPEAT AS NECESSARY $
{UNIT NUMBER
REPEAT AS NECESSARY $
JUNIT NUMBER
REPEAT AS NECESSARY $
TUNIT NUMBER
REPEAT AS NECESSARY $
TUNIT NUMBER
RFP # NUMBER
PAGE NUMBER
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RFP ATTACHMENT 6.3. (continued)

REPEAT AS NECESSARY $

{UNIT NUMBER
REPEAT AS NECESSARY $

/UNIT NUMBER
REPEAT AS NECESSARY $

TUNIT NUMBER
REPEAT AS NECESSARY $

TUNIT NUMBER
REPEAT AS NECESSARY $

{UNIT NUMBER

State Use — Solicitation Coordinator Signature, Printed Name & Date:
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RFP ATTACHMENT 6.4.

REFERENCE QUESTIONNAIRE
The standard reference questionnalre provided on the following pages of this attachment MUST be
completed by all individuals offering a reference for the Respondent.

The Respondent will be solely responsible for obtaining completed reference questionnaires as required (refer to
RFP Attachment 6.2., Technical Response & Evaluation Guide, Section B, Item B.17.), and for enclosing the
sealed reference envelopes within the Respondent’s Technical Response.

RFP # NUMBER
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RFP # NUMBER REFERENCE QUESTIONNAIRE

REFERENCE SUBJECT: RESPONDENT NAME (completed by Respondent before reference is requested)

The “reference subject” specified above, intends to submit a response to the State of Tennessee in response to
the Request for Proposals (RFP) indicated. As a part of such response, the reference subject must include a
number of completed and sealed reference questionnaires (using this form).

Each individual responding to this reference questionnaire is asked to follow these instructions:

= complete this questionnaire (either using the form provided or an exact duplicate of this document);
= sign and date the completed questionnaire;

* seal the completed, signed, and dated questionnaire in a new standard #10 envelope;

= sign in ink across the sealed portion of the envelope; and

* return the sealed envelope containing the completed questionnaire directly to the reference subject.

(1) What is the name of the individual, company, organization, or entity responding to this reference
questionnaire?

2) Please provide the following information about the individual completing this reference
questionnaire on behalf of the above-named individual, company, organization, or entity.

(3) What goods or services does/did the reference subject provide to your company or organization?

(4) What is the level of your overall satisfaction with the reference subject as a vendor of the goods
or services described above?

Please respond by circling the appropriate number on the scale below.

1 2 3 4 5

least satisfied } I I i 1 most satisfied

RFP # NUMBER
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RFP # NUMBER REFERENCE QUESTIONNAIRE — PAGE 2

(5

(6)

0

8)

9

(10)

If you circled 3 or less above, what could the reference subject have done to improve that rating?

If the goods or services that the reference subject provided to your company or organization are
completed, were the goods or services provided In compliance with the terms of the contract, on
time, and within budget? If not, please explain.

If the reference subject is still providing goods or services to your company or organization, are
these goods or services being provided in compliance with the terms of the contract, on time, and
within budget? If not, please explain.

How satisfied are you with the reference subject’s ability to perform based on your expectations
and according to the contractual arrangements?

In what areas of goods or service delivery does/did the reference subject excel?

In what areas of goods or service delivery does/did the reference subject fall short?

What is the level of your satisfaction with the reference subject’s project management structures,
processes, and personnel?

Please respond by circling the a I umber on the scale befow.

1 2 3 4 5
| I 1 | !

least satisfled | | | | ] most satisfied

What, if any, comments do you have regarding the score selected above?

RFP #NUMBER
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RFP # NUMBER REFERENCE QUESTIONNAIRE — PAGE 3

(11)  Considering the staff assigned by the reference subject to deliver the goods or services described
in response to question 3 above, how satisfied are you with the technical abilities,
professionalism, and interpersonal skllis of the individuals assigned?

Please respond by circling the appropriate number on the scale below.

1 2 3 4 5
I I I | |

least satisfled | I I I most satisfled

What, if any, comments do you have regarding the score selected above?

(12)  Would you contract again with the reference subject for the same or similar goods or services?
Please respond by circling the appropriate number on the scale below.

1 2 3 4 5
| | I I I

least satisfied | I I | | most satisfled

What, If any, comments do you have regarding the score selected above?

REFERENCE SIGNATURE:

(by the individual completing this
request for reference information)

(must be the same as the signature across the envelope seal)

DATE:

RFP #NUMBER
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RFP ATTACHMENT 86.5.

SCORE SUMMARY MATRIX

EVALUATOR NAME
EVALUATOR NAME
REPEAT AS NECESSARY

AVERAGE: AVERAGE: AVERAGE:

;?j’

EVALUATOR NAME
EVALUATOR NAME
REPEAT AS NECESSARY

AVERAGE: AVERAGE: AVERAGE:

SCORE: SCORE: SCORE:
Solicitation Coordinator Signature, Printed Name & Date:
RFP # NUMBER

PAGE NUMBER
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RFP ATTACHMENT 6.6.

RFP # NUMBER PRO FORMA CONTRACT

The Pro Forma Contract detailed in following pages of this exhibit contalns some “blanks” (signified by
descriptions in capital letters) that will be completed with appropriate information in the final contract
resulting from the RFP. '

RFP # NUMBER
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PRO FORMA CONTRACT
DRAFTED IN COMPLIANCE WITH CURRENT APPLICABLE MODEL
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[RFP INSTRUCTIONS, CONSIDERATIONS, and OPTIONS

The following pages contain additional RFP Instructions, Considerations, and Options. Replace or modify the
Standard RFP Template by including the following content as appropriate. Content included as a paragraph with
a line before it is intended to provide additional instructional guidance. Content included with a box around it is
intended to be inserted into the standard RFP Template.

1.1. Statement of Purpose

This section should be used to highlight the purpose of the procurement and not to detail specific contract
requirements. Such requirements should be enumerated in RFP Attachment 6.6., Pro Forma Contract,
Scope of Services. All procurement specifications and scopes of work should be worded to permit free
and open competition to the maximum extent reasonably practicable under the circumstances.

1.3. Nondlscrimination
Option: Exception for religious organizations.
Replace the standard Nondiscrimination language with the following for religious organizations.

1.3. Nondiscrimination

No person shall be excluded from participation in, be denied benefits of, or be otherwise subjected to
discrimination in the performance of a Contract pursuant to this RFP or in the employment practices of the
Contractor on the basis of any classification protected by Federal, Tennessee state constitutional, or
statutory faw. The Contractor pursuant to this RFP shall, upon request, show proof of such
nondiscrimination and shall post in conspicuous places, available to all employees and applicants, notices of
nondiscrimination.

1.4.1. RFP Communications
Assign a RFP number consisting of:

» the 5-digit, procuring agency business unit code
s  aunique, 5-digit, agency-assigned number such that each RFP number will be different
Example: RFP # 31707-12345

1.4.9. Factual Data
Option: Additional Data Disclaimer.
Add the following as a second paragraph of this section as appropriate:

All statistical or fiscal data or information provided by the State in conjunction with this RFP, whether by way of
exhibits, amendments or modifications to this RFP, are provided by the State “as is.” The State expressly
disclaims any warranty as to the accuracy or the adequacy of any statistical or fiscal data that it provides to
Respondents. A Respondent’s reliance upon the accuracy or adequacy of such data shall not be the basis of
relief from contract performance or recovery of actual, consequential or punitive damages from the State.

1.7. Pre-response Conference

Option: No Pre-response Conference.
Delete the section (and re-number subsequent sections accordingly) as appropriate.

Option: MANDATORY Pre-response Conference.
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The use of mandatory Pre-response Conferences can limit competition and therefore should only be used under
exceptional circumstances, and requires an approved Rule Exception Request. In the event a mandatory Pre-
response Conference is needed, the first paragraph of this section should be revised as follows:

A Pre-response Conference will be held at the time and date detailed in the RFP Section 2, Schedule of Events.
Pre-response Conference attendance is MANDATORY. A representative for the Respondent MUST identify

themselves either telephonically or via a sign-in sheet if the Respondent atiends in person.

Also, if the Pre-response Conference is mandatory add the following row to the RFP Attachment 6.2.,
Section A table:

Respondent’s representative attended the mandatory Pre-response

e Conference.

Option: Performance Bond Requirement.

Procurement professionals should consider the advantages and disadvantages of requiring performance bonds
because these bonds may not be appropriate for all types of procurements. Procurement professionals should
include performance bond requirements if necessary to mitigate risk when procuring equipment, technology, or
services. Performance bonds are a three-party agreement between a surety company, a contractor, and the State.
The bond provides a guarantee that the contractor will comply with the terms and conditions of the contract. If the
contractor is unable to successfully perform the contract, the surety assumes the contractor's responsibilities and
ensures that the project is completed. Although performance bonds may be beneficial for risky projects (e.g., projects
requiring extensive software customization, system integration, etc.), these bonds can limit competition by excluding
smaller firms (e.g., small, minority, women owned, service disabled veteran owned businesses). Smaller firms often
have to pay substantially more to get a surety company to underwrite the bond. In deciding whether to require
performance bonds, procurement professionals should balance the need to mitigate performance risk against
adverse effects of bond requirements on small businesses, competition or the prices the State will pay for goods and
services, as well as any other considerations.

If a Performance Bond requirement is proposed:

* determine the performance bond amount by balancing the need to mitigate the risks involved in the
given procurement and any adverse effects of bonding on small businesses, competition, or pricing;

* prepare a bond in form and substance acceptable to the CPO and attach it to the RFP, Attachment
6.6., Pro Forma Contract, as a properly referenced attachment;

= provide documentation of legal counsel determination to the CPO indicating that the proposed
Performance Bond form is enforceable by the state;

* provide written justification to the CPO that the bond requirement is warranted due to the unique
circumstances of the procurement; AND

= add the model Performance Bond section below following the Notice of Intent to Respond section of
the RFP (and re-number subsequent section(s) appropriately.

1#.

Performance Bond

The State shall require a performance bond upon approval of a contract pursuant to this RFP. The
amount of the performance bond shall be a sum equal to WRITTEN DOLLAR AMOUNT ($NUMBER),
and said amount shall not be reduced at any time during the period of the contract.

The successful Respondent must obtain the required performance bond in form and substance
acceptable to the State (refer to RFP Attachment 6.6., Pro Forma Contract, Attachment REFERENCE,
Model Performance Bond) and provide it to the State no later than the performance band deadline
detailed in the RFP Section 2, Schedule of Events.

After contract award, the successful Respondent must meet this performance bond requirement by
providing the State either:

a. aperformance bond that covers the entire Contract period including all options to extend the
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Contract, or

b. a performance bond for the first, twelve (12) calendar months of the Contract in the amount detailed
above, and, thereafter, a new or re-issued performance bond in the amount detailed above covering
each subsequent twelve (12) calendar month period of the Contract. (In which case, the Contractor
must provide the new (or re-issued) performance bonds to the State no later than thirty (30) days
preceding each subsequent period of the Contract to be covered by the new (or re-issued) bond.)

The successful Respondent must make all necessary arrangements for the performance bond prior to the
Contract start date and prior to any subsequent performance bond deadlines in the case of an annual
performance bond. The Respondent is responsible for securing the services of any fidelity or guaranty
underwriter.

The performance bond requirement set forth above is a material condition for the award of a contract or
any renewal or extension of any contract that is awarded. The Respondent's/Contractor's failure to
provide to the State a performance bond as required by RFP Section 2, Schedule of Events, shall entitle
the State to exercise any and all rights it has in law or in equity. During the term of the Contract, the
Respondent's/Contractor’s failure to periodically provide to the State a new or re-issued performance
bond, no later than thirty (30) days preceding each period of the Contract to be covered by the new or re-
Issued performance bond, shall entitle the State to exercise any and all rights it has in law or in equity.

2, RFP SCHEDULE OF EVENTS
2.1, RFP Schedule of Events (table)
The Request for Proposals process from issuance of the RFP to contract award will be in most cases at least thirty
(30) business days.
Revise the "time zone” as appropriate.
The standard RFP Schedule of Events is copied below for easy reference:
1. RFP Issued
2. Disability Accommodation Request Deadline 2:00 p.m.
3. Pre-response Conference TIME
4. Notice of Intent to Respond Deadline 2:00 p.m.
5. Written “Questions & Comments” Deadline 2:00 p.m.
6. State Response to Written “Questions & Comments”
7. Response Deadline 2:00 p.m
8. State Completion of Technical Response
Evaluations
9. State Opening & Scoring of Cost Proposals 2:00 p.m.
10. State Notice of Intent to Award Released and 2:00 p.m.

RFP Files Opened for Public Inspection
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11. End of Open File Period 7 CALENDAR DAYS LATER

12. State sends contract to Contractor for signature

13. Contractor Contract Signature Deadline 2:00 p.m.

Option: NO Pre-response Conference Event.

Delete the Pre-response Conference Event 3 from the schedule and re-number subsequent events as
appropriate.

Option: Oral Presentation Event.

Complete and insert the following rows, in order and immediately after the Response Deadline event. Re-
number subsequent events as appropriate.

#. State Schedules Respondent Oral Presentation
#. Respondent Oral Presentation 8a.m.-4:30 p.m.
Option: Negotiations.
For CPO USE ONLY. Add the following after the Cost Proposal Deadline event, if applicabie.
#. Negotiations (Optional) 4:30 p.m.
Option: Performance Bond Deadline.
Complete and insert the following row immediately after the Contractor Contract Signature Deadline event
as appropriate.
#. Performance Bond Deadline 4:30 p.m.
3. RESPONSE REQUIREMENTS
3.1. Response Form
Option: Technical Response Page Limitation
Replace section 3.1.1.2. with the following (revise specific documents that will be exempted from page
limitation count as appropriate):
A Technical Response should be economically prepared, with emphasis on completeness and clarity, and
should NOT exceed ____ pages in length (maps, graphs, charts, as noted and included as an appendix
will not count against this page limit). A response, as well as any reference material presented, must be
written in English and must be written on standard 8 2" x 11" pages (although oversize exhibits are
permissible) and all text must be at least a 12 point font. All response pages must be numbered.
Also, if page limitations will be a mandatory requirement, add the following row to the RFP Attachment
6.2., Section A table:
At Respondent's Technical Response must not exceed pages in
" | length and all text must be at least a 12 point font (maps, graphs, and
charts included as an appendix will not count against this page limit)
3.2. Response Delivery

Request respondents to provide to the State a sufficient number of Technical Response copy discs or USB flash
drives to allow one copy for each Proposal Evaluation Team member.
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Option: Additional Delivery Instructions.

Revise subsections, if necessary, to provide for additional instructions for labeling and submitting the
Technical Response and Cost Proposal.

Response and Respondent Prohibitions

Option: No Extraneous Terms and Conditions in Response

If the RFP involves information technology goods or services, insert the following as 3.3.2. and renumber
the subsequent subsections only after consulting with the Central Procurement Office’s Legal Team and
obtaining the Central Procurement Office’s approval.

A Respondent shall not include in its response, or after contract award, any end-user license agreement,
manufacturer's terms and conditions, service guide, clickwrap agreement, shrinkwrap agreement, online
terms and conditions, or other terms and conditions that supplement, modify, or contradict the terms set

forth in the pro forma contract.

GENERAL CONTRACTING INFORMATION & REQUIREMENTS

Disclosure of Response Contents
Option: Additional Disclosure Information.

Add the following to the end of sub-section 4.8.3., if it is requested by the procuring agency and approved
by the Attorney General's Office. The Attorney General's Office’s approval shall be submitted with the
RFP review request.

The State agrees to protect, to the fullest extent permitted by state law, the confidentiality of information expressly
identified by the Respondent as confidential and proprietary, including information that would allow a person to
obtain unauthorized access to confidential information or to electronic information processing systems owned by
or licensed to the State.

4.9,

Contract Approval and Contract Payments
Option: Awarded Respondent shall accept the State’s Purchasing Card as a form of payment

Add the following to the end of subsection 4.9.3. only after performing market research and determining
that requiring vendors to accept payments via purchasing card and providing level lil data reporting is
generally accepted in the marketplace.

The Respondent awarded the Contract resulting from this RFP shall accept the State's Purchasing Card (“P-
Card”) as a form of payment at no cost to the State and provide level Ill data reporting information.

5.1.

EVALUATION & CONTRACT AWARD

Evaluation Categories & Maximum Points

The total, maximum possible points should be expressed as a numerical score, e.g., “100” (or "1,000"), so that the
relative percentage of importance or emphasis of each category is readily apparent. The weight of each category
should correspond to the importance to the State of each criterion. The evaluation points assighed to the Cost
Proposal may NOT be less than 30% of the total points.

Option: Oral Presentation Points - Example 1.

Replace the RFP Section 5.1. table with the following if an Oral Presentation requirement is proposed.
Only include this section if the Oral Presentation will be evaluated as a separate evaluation category.

vi
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EVALUATION CATEGORY ' _ . MAXIMUM POINTS POSSIBLE
General Qualifications & Experience
(refer to RFP Attachment 6.2., Section B) e
Technical Qualifications, Experience & Approach NUMBER

(refer to RFP Attachment 6.2., Section C)

Oral Presentation

(refer to RFP Attachment 6.2., Section D)

NUMBER <10% OF TOTAL POINTS

Cost Proposal
(refer to RFP Attachment 6.3.)

NUMBER > 30% OF TOTAL POINTS

5.2.

Evaluation Process

Option: Multiple Contract Awards

If the State intends to use this RFP to award multiple contracts (e.g. by region) the Evaluation Process
must clearly detail how the responses will be evaluated.

Option: Oral Presentation Points — Example 1.

The procuring state agency must maintain an accurate record of each Respondent's oral presentation session such
lhat all pertinent dialogue between Proposal Evaluation Team members, technlical advisers, and Respondents shall
be reduced to writing or otherwise memorialized. Procurement Professionals should consider using a court reporter,
video recording, or audio recording to memorialize the oral presentation.

Insert the following as sections 5.2.1.5., et seq. (and renumber current section 5.2.1.5. accordingly) if an

Oral Presentation is required.

5.2.1.5. The Solicitation Coordinator will invite each apparently responsive and responsible
Respondent to make an oral presentation.

5.2.1.51.

52.1.5.2.

5.2.1.5.3.

5.2.1.54.

5.2.1.5.5.

The oral presentations are mandatory. The Solicitation Coordinator will
schedule Respondent presentations during the period indicated by the
RFP Section 2, Schedule of Events. The Solicitation Coordinator will
make every effort to accommodate each Respondent's schedules.
When the Respondent presentation schedule has been determined, the
Solicitation Coordinator will contact Respondents with the relevant
information as indicated by RFP Section 2, Schedule of Events.

Respondent presentations are only open to the invited Respondent,
Proposal Evaluation Team members, the Solicitation Coordinator, and
any technical consultants who are selected by the State to provide
assistance to the Proposal Evaluation Team.

Oral presentatlons provide an opportunity for Respondents to explain
and clarify their responses. Respondents must not materially alter their
responses and presentations will be limited to addressing the items
detailed in RFP Attachment 6.2., Technical Response & Evaluation
Guide. Respondent pricing shall not be discussed during oral
presentations.

The State will maintain an accurate record of each Respondent’s oral
presentation session. The record of the Respondent's oral presentation
shall be available for review when the State opens the procurement files
for public inspection.

Proposal Evaluation Team members will independently evaluate each
oral presentation in accordance with the RFP Attachment 6.2., Technical

vii
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Response & Evaluation Guide, Section D,

5.2.1.5.6. The Solicitation Coordinator will calculate and document the average of
the Proposal Evaluation Team member scores for RFP Attachment 6.2.,
Technical Response & Evaluation Guide, Section D, and record that
number as the score for Respondent’s Technical Response section.

Option: Oral Presentation Threshoid Requirement.
| A threshold requirement should not be arbitrary and may require legal counsel recommendation.

The optional language for RFP section 5.2.1.5. (above) may be revised to establish a minimum standard
or threshold requirement that must be met before an invitation to make an Oral Presentation is extended
by the State. The minimum standard or threshold requirement must be detailed in the RFP. See possible
examples below:

Option: Ranking

The Solicitation Coordinator will invite the top NUMBER (#) ranked Respondents to make an oral
presentation. The ranking will be determined after the Technical Response score is totaled and ranked
(e.g., 1 — the best evaluated ranking, etc.).

Option: Percentile

The Solicitation Coordinator will invite Respondents whose Technical Response scores have attained a

combined score of NUMBER (#). This minimum score threshold represents a score of NUMBER (#)% of
' the maximum possible Technical Response score.

Option: Minimum Score

The Solicitation Coordinator will invite Respondents to make an oral presentation who have attained a
minimum score of NUMBER (#).

Option: Oral Presentation No Points — Example 2.

The procuring state agency must maintain an accurate record of each Respondent's oral presentation session such
that all pertinent dialogue between Proposal Evaluation Team members, technical advisers, and Respondents shall
be reduced to writing or otherwise memorialized. Procurement Professionals should consider using a court reporter,
video recording, or audio recording to memorialize the oral presentation.

Insert the following optional language as sections 5.2.1.5., ef seq. (and renumber current section 5.2.1.5.
accordingly) if an Oral Presentation is proposed.

5.2.1.5. The Solicitation Coordinator will invite each Respondent, who is apparently responsive
and responsible, to make an oral presentation.

5.2.1.5.1. The Solicitation Coordinator will schedule Respondent presentations
during the period indicated by the RFP Sectlon 2, Schedule of Events.
The Solicitation Coordinator will make every effort to accommodate each
Respondent's schedules. When the Respondent presentation schedule
has been determined, the Solicitation Coordinator will contact
Respondents with the relevant information as indicated by RFP Section
2, Schedule of Events.

5.2.1.5.2. Respondent presentations are only open to the invited Respondent,
Proposal Evaluation Team members, the Solicitation Coordinator, and
any technical consultants who are selected by the State to provide
assistance to the Proposal Evaluation Team.

viii
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5.2.1.5.3. Oral presentations provide an opportunity for Respondents to explain

and clarify their responses. Respondents must not materially alter their

responses and presentations will be limited to addressing the items
detailed in RFP Attachment 6.2., Technical Response & Evaluation
Guide. Respondent pricing shall not be discussed during oral
presentations. Evaluators may adjust Respondents’ Technical
Response scores based on Oral Presentations.

5.2.1.54. The State will maintain an accurate record of each Respondent's oral

presentation session. The record of the Respondent’s oral presentation

shall be available for review when the State opens the procurement files

for public inspection.

Option: Clarifications and Negotiations.

is performed by the central procurement office. (See Tenn. Code Ann. § 4-56-108(a)(8).

Add the following section as 5.2.3. and renumber subsequent sections accordingly.

5.2.3.

Clarifications and Negotiations: The State reserves the right to award a contract on the basis of
initial responses received, therefore, each response shall contain the Respondent’s best terms
and conditions from a technical and cost standpoint. The State reserves the right to conduct
clarifications or negotiations with one or more Respondents. All communications, clarifications,
and negotiations shall be conducted in a manner that supports fairness in response
improvement.

§.2.3.1. Clarifications: The State may identify areas of a response that may require further clarification

5.2.3.2.

or areas in which it is apparent that there may have been miscommunications or
misunderstandings as to the State's specifications or requirements. The State may seek to
clarify those issues identified during one or multipie clarification rounds. Each clarification

sought by the State may be unique to an individual Respondent, provided that the process is

conducted in a manner that supports fairness in response improvement.

revised responses, negotiating costs, or finalizing contract terms and conditions. The State
reserves the right to conduct multiple negotiation rounds or no negotiations at all.

5.2.3.3. Cost Negotiations: All Respondents, selected for negotiation by the State, will be given

5234.

equivalent information with respect to cost negotiations. All cost negotiations will be

documented for the procurement file. Additionally, the State may conduct target pricing and

other goods or services level negotiations. Target pricing may be based on considerations
such as current pricing, market considerations, benchmarks, budget availability, or other
methods that do not reveal individual Respondent pricing. During target price negotiations,

Respondents are not obligated to reduce their pricing to target prices, but no Respondent is

allowed to increase prices.

best evaluated Respondent, the State reserves the right to bypass the apparent best
evaluated Respondent and enter into contract negotiations with the next apparent best
evaluated Respondent.

Negotiations: The State may elect to negotiate with one or more Respondents by requesting

If the State determines that it is unable to successfully negotiate a contract with the apparent

Option: Muitiple Contract Awards Possible
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Revise the following subsections to describe how contracts will be awarded if more than one award is
contemplated. This should also be mentioned in RFP section 1.1., “Statement of Procurement Purpose.”

5.3.

Contract Award Process

5.3.1. The Solicitation Coordinator will submit the Proposal Evaluation Team determinations and scores
to the head of the procuring agency for consideration along with any other relevant information
that might be available and pertinent to the contract awards.

5.3.2. The procuring agency head will determine the apparent best-evaluated Responses. To effect a
contract award to a Respondent other than the ones receiving the highest evaluation process
score, the head of the procuring agency must provide written justification and obtain the written
approval of the Chief Procurement Officer and the Comptroller of the Treasury.

5.3.3. The State will issue a Notice of Intent to Award identifying the apparent best-evaluated responses
and make the RFP files available for public inspection at the time and date specified in the RFP
Section 2, Schedule of Events.

NOTICE: The Notice of Intent to Award shall not create rights, interests, or claims of
entitlement in either the apparent best-evaluated Respondents or any other Respondent.

5.3.4. The Respondents identified as offering the apparent best-evaluated responses must sign a
contract drawn by the State pursuant to this RFP. The contract shall be substantially the same as
the RFP Attachment 6.6., Pro Forma Contract. The Respondents must sign the contract by the
Contractor Signature Deadline detailed in the RFP Section 2, Schedule of Events. If the
Respondent fails to provide the signed contract by this deadline, the State may determine that the
Respondent is non-responsive to this RFP and reject the response.

5.3.5. Notwithstanding the foregoing, the State may, at its sole discretion, entertain limited negotiations
prior to contract signing and, as a result, revise the pro forma contract terms and conditions or
performance requirements in the State’s best interests, PROVIDED THAT such revision of terms
and conditions or performance requirements shall NOT materially affect the basis of response
evaluations or negatively impact the competitive nature of the RFP and contractor selection
process.

5.3.6. If the State determines that a response is non-responsive and rejects it after opening Cost
Proposals, the Solicitation Coordinator will re-calculate scores for each remaining responsive
Cost Proposal to determine (or re-determine) the apparent best-evaluated responses.

6.2.

TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT - SECTION A

Proof of Financial Ability to Perform

One or more of the following optional provisions for a respondent to show its financial ability to perform must
be added to RFP Attachment 6.2., Section A table if appropriate. Solicitation coordinators should consider the
effect on competition of requiring excessive financial ability to perform documentation in light of the goods or
services being procured. In the interests of flexibility, one or more of the following optional provisions must be
utilized.

Optlon: Bank Reference

Add the following row to the RFP Attachment 6.2, Sectlon A table {after the template items) if appropriate to
require the submission of a bank reference as evidence of Respondent’s financial responsibility.

Provide a current bank reference indicating that the Respondent’s business
relationship with the financial institution is in positive standing. Such reference
must be written in the form of a standard business letter, signed, and dated
within the past three (3) months.

At
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Option: Credit References

Add the following row to the RFP Attachment 6.2, Section A table (after the template items) if appropriate to
require the submission of vendor credit references as evidence of Respondent’s financial responsibility.

A Provide two current positive credit references from vendors with which the Respondent has
e done business written in the form of standard business letters, signed, and dated within the past
three (3) months.

Option: CredIit Bureau Report

Add the following row to the RFP Attachment 6.2, Section A table (after the template items) if appropriate to
require the submission of a credit bureau report as evidence of Respondent’s financial responsibility.

Provide an official document or letter from an accredited credit bureau, verified and dated within
A#. the last three (3) months and indicating a satisfactory credit score for the Respondent (NOTE: A
credit bureau report number without the full report is insufficient and will not be considered
responsive.)

Option: Credit Rating

Add the following row to the RFP Attachment 6.2, Section A table (after the template items) if appropriate to
require the submission of a credit rating as evidence of Respondent’s flnanclal responsibility.

Ad Provide a current credit rating from Moody's, Standard & Poor's, A.M. Best or Fitch Ratings,
s verified and dated within the last three (3) months and indicating a positive credit rating for the
Respondent.

Option: Credit Rating ~ Credit Bureau Report Option.
Some companies may not have an official credit rating from one of the four major credit rating services.
Therefore, requiring credit ratings (as detailed above) without an alternative to the requirement could
conceptually prevent certain companies from responding to the RFP.
The procuring agency should consider the possible impact of the requirement on competition versus the
State’s need to reasonably determine the financial responsibility of respondents and decide whether it is
appropriate to include an alternative to the requirement.

Insert the following paragraph in the optional credit rating requirement text {(above) if appropriate.

OR, in lieu of the aforementioned credit rating, provide an official document or letter from an accredited credit bureau, verified
and dated within the last three (3) months and indicating a satisfactory credit score for the Respondent (NOTE: A credit
bureau report number without the full report is insufficlent and will not be considered responsive.)

Option: Certificate of Insurance.

Add the following row to the RFP Attachment 6.2., Section A table (after the template items) ONLY IF a
Certificate of Insurance is considered necessary evidence of contractor financial responsibility.
(Specifying insurance requirements in the pro forma contract does not necessitate adding this optional
response requirement.)

Add, delete, or revise subsections detailing insurance coverage requirements as appropriate. (If this
response requirement item is added to the RFP, the appropriate Insurance provision must be detailed in
the pro forma contract. The insurance coverage requirements specified in both the RFP and the pro
forma contract must be the same.)

A.#. | Provide a valid, Certificate of Insurance that is verified and dated within
the last six (6) months and which details all of the following:

(a) Name of the Insurance Company

(b) Respondent's Name and Address as the Insured
(c) Policy Number

(d) The following minimum insurance coverages:

(i) Workers' Compensation/ Employers’ Liability with a limit not
less than the relevant statutory amount or WRITTEN AMOUNT

Xi
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Dollars (SNUMBER AMOUNT) per occurrence for employers’
liability;

(iiy Comprehensive Commercial General Liability (including
personal injury and property damage, premises/operations,
independent contractor, contractual liability and completed
operations/products) with a bodily injury/property damage
combined single limit not less than WRITTEN AMOUNT
Dollars (SNUMBER AMOUNT) per occurrence and WRITTEN
AMOUNT Dollars ($NUMBER AMOUNT) aggregate;

(i) Automobile Coverage (including owned, leased, hired, and
non-owned vehicles) with a bodily injury/property damage
combined single limit not less than WRITTEN AMOUNT
Dollars (SNUMBER AMOUNT) per occurrence; and

(iv) Professional Malpractice Liability with a limit of not less than
WRITTEN AMOUNT Dollars (SNUMBER AMOUNT) per claim.

(e) The following information applicable to each type of insurance
coverage:

(i) Coverage Description,

(i) Exceptions and Exclusions,

(i) Policy Effective Date,

(iv) Policy Expiration Date, and

(v) Limit(s) of Liability.

Option: Audited Financial Statements.
Add the following row to the RFP Attachment 6.2., Section A table (after the template items) ONLY IF the

anticipated contract amount is = $1,000,000.00 AND extraordinary effort to assure contractor financial
responsibility is appropriate. Note: Audited Financial Statements may also be included as appropriate.

A

Provide the Respondent's most recent independent audited financial
statements. Said independent audited financial statements must:

(1) reflect an audit period for the most recent available fiscal year;

(2) be prepared with all monetary amounts detailed in United States
currency;

(3) be prepared under United States Generally Accepted Accounting
Principles (US GAAP);

(4) include the auditor’s opinion letter; financial statements; and the
notes to the financial statements; and

(5) be deemed, in the sole discretion of a C.P.A. employed by the
State and charged with the financial document review of the
Respondent, to reflect sufficient financial stability to undertake the
subject contract with the State if awarded pursuant to this RFP.

NOTES:

= Reviewed or Compiled Financial Statements will not be deemed
responsive to this requirement and will not be accepted.

All persons, agencies, firms, or other entities that provide opinions
regarding the Respondent's financial status must be properly
licensed to render such opinions. The State may require the
Respondent to submit proof that the person or entity who renders an
opinion regarding the Respondent’s financial status is licensed,
including the license number and state in which the person or entity
is licensed.

Option: Audited Financial Statements - Line of Credit Option.
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Privately held entities may not respond to a RFP if there is a risk that their audited financial statements will be
available for public review. Therefore, requiring audited financial statements (as detailed above) without an
alternative to this requirement could limit competition or involvement by privately held entities.

The procuring agency should weigh the impact of the financial statement requirement on competition versus the
state’s need to reasonably determine the financial stability/responsibility of Respondents and whether a suitable
alternative to a financial statement is available.

Insert the following paragraph before the “NOTES" in the optional audited financial statements
requirement text (above) if appropriate.

OR, in lieu of the aforementioned independent audited financial statements, provide a financial institution’s letter
of commitment for a general Line of Credit in the amount of WRITTEN AMOUNT > ONE MILLION DOLLARS
(SNUMBER AMOUNT), U.S. currency, available to the Respondent. Said letter must specify the Respondent's
name, be signed and dated within the past three (3) months by an authorized agent of the financial institution, and
indicate that the Line of Credit shall be available for at least PERIOD > 6 MONTHS.

Contingent Requirement: Performance Bond Confirmation.

Add the following row to the RFP Attachment 6.2., Section A table ONLY IF a Performance Bond is
proposed.

A#. | Provide a statement confirming that, if awarded a contract pursuant to
this RFP, the Respondent shall deliver a Performance Bond to the
State in accordance with the requirements of this RFP. The statement
must be signed by an individual with legal authority to bind the
Respondent to the provisions of this RFP and any contract awarded
pursuant to it.

6.2.

Option: Additional Mandatory Requirements.

Typically, each mandatory requirement item must be drafted such that it is capable of being objectively determined on
a “yes/no” basis. Do not include a mandatory requirement that entails a response that should or must be more
subjectively evaluated. Qualitative evaluation should not be required to determine whether the response was
reasonable and adequate to satisfy each mandatory requirement.

Procuring agency staff may be asked to provide evidence that a proposed mandatory requirement is rationally related
to the procurement goals.

To prevent unnecessary delays, submit evidence that supports the inclusion of a proposed mandatory requirement.

Add mandatory requirement items to the RFP Attachment 6.2., Section A table (after the template items)
as appropriate.

TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT —~ SECTION B
General Qualifications & Experience

The entire set of General Qualification & Experience items detailed in the template for this section MUST be
evaluated together as indicated.

RFP Attachment 6.2., Section B and the methodology for evaluating responses may NOT be revised except to add
new evaluation items.

B.17. References

Option: Revised Reference Requirements.
Do not assume automatic approval of any revision of the template text.

Revise the number of required references as appropriate. Revise the template text, as appropriate, to
detail an alternate process for obtaining and evaluating references. Any such revision must be exactly
detailed and clearly uniform in application with all Respondents.

xiii
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6.2,

Option:

14-01-1604-20-17 RFP

TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT - SECTION C
Technical Qualifications, Experience & Approach

The total, maximum possible points should be expressed as a numerical score, e.g., “100" (or “1,000”), so that the
relative percentage of importance or emphasis of each category is readily apparent. The weight of each category
should correspond to the impartance to the State of each criterion.

Do NOT assume automatic approval of proposed Evaluation Factors. Procuring agency staff may be required to
justify and explain in detail the basis for each proposed Evaluation Factor.

Assign Evaluation Factors such that the Point Scale Score for each item will be weighted to reflect the
relative importance of the item to the other evaluation items within the section.

If all evaluation items in the section are to be considered (weighted) equally, specify “1” as the Evaluation
Factor for each item.

Option: C.1. Delete or revise this requirement as appropriate.
Optilon: C.2, Delete or revise this requirement as appropriate.
Option: C.3. Delete or revise this requirement as appropriate.

Option: Additional Technical Qualifications, Experience & Approach Items. Add evaluation items to
the RFP Attachment 6.2., Section C table so that the state has the best possible information upon which
to make a contractor selection.

6.2. TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT - SECTION D

The total, maximum possible points should be expressed as a numerical score, e.g., “100” (or "1,000"), so that the
relative percentage of importance or emphasis of each category is readily apparent. The weight of each category
should correspond to the importance to the State of each criterion.

Do NOT assume automatic approval of proposed Evaluation Factors, Procuring agency staff may be required to
justify and explain In detail the basis for each proposed Evaluation Factor.

Add RFP Attachment 6.2., Section D (next page) if oral presentation points are proposed.

Assign Evaluation Factors such that the Point Scale Score for each item will be weighted to reflect the
relative importance of the item to the other evaluation items within the section. If all evaluation items in
the section are to be considered (weighted) equally, specify “1" as the Evaluation Factor for every item.

Xiv
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RFP ATTACHMENT 6.2.— SECTION D

TECHNICAL RESPONSE & EVALUATION GUIDE

SECTION D: ORAL PRESENTATION. The Respondent must address ALL Oral Presentation Items (below).

A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the presentation
response to each item. Each evaluator will use the following whole-number, raw point scale for scoring each item:;

0 = little value 1=poor 2 = fair 3 = satisfactory 4 =good 5 = excellent

The Solicitation Coordinator will multiply the item Score by the associated Evaluation Factor (indicating the relative emphasis of .
the item in the overall évaluation). The resulting product will be the item’s raw, weighted score for purposes of caiculating the
section score as indlcated. .

ORAL PRESENTATION TOPIC OR QUESTION TO BE

ADDRESSED NUMBELR

D.2. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM
REFERENCES AND WEIGHTS AS NECESSARY

T } ) T

NUMBER

State Use — Evaluator Identification:

State Use — Solicitation Coordinator Signature, Printed Name & Date:
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11-61-1604-20-17 RFP

COST PROPOSAL & SCORING GUIDE ATTACHMENT

Each cost item must clearly specify the associated, applicable compensable units of goods or services. While the
cost item description should stipulate the applicable compensable units of goods or services, it should also be
specified within each blank cost cell. Examples; $__ /hour, or $__ /each, etc.

The Cost Proposal format should not require calcutations by Respondents.
The Cost Proposal & Scoring Guide (and the associated pro forma contract payment methodology) must be drafted
such that NO Respondent proposes a total cost equal to zero. This is critical if the cost proposal evaluation formula
is to mathematically result in rational numbers as cost proposal scores. (In some instances, it might be necessary to
require 2 minimum proposed amount for one or more compensable units.)

S | Formatted: Indent: Left: 0" |
Note: A RFP is not the correct solicitation choice if the procurement is for certain categories of | Formatted: Font: (Default) Arial, Not HIghIlght?
professional services (e.qg., attorneys, financial advisors, or engineers), Please refer to the RFQ Templale
and see Tenn. Code Ann, § 12-3-103 and 12-4-107 for more information. State Building Commission
(SBC) approval may be required to approve the procurement of architectural or engineering services. )
Please contact STREAM far more information., , [ Formatted: Font: (Default) Arial, Not nghlight]

[ Formatted: Font: (Default) Arlal |

EVALUATION FACTORS — A factor associated with each cost item is used to foster reasonable,
competitive pricing for all compensable units and to prevent Respondents from offering prices with the
intent of gaming the evaluation model but not resulting in the best overall cost to the state. The use of
Evaluation Factors should also result in a more appropriate consideration of each cost item in terms of its
relative impact upon the total cost to the State under any contract awarded pursuant to the RFP.
Typically, all Evaluation Factors must be based upon:
« historic data relating to the number of the associated compensable units previously bought by the state
for a comparable period; OR
= the procuring state agency's reasoned projection of the actual number of each compensable unit that
the state will buy during the entire contract period (including all renewals or extensions of the contract).
If one or more milestone or other lump sum type payment amounts are included in the mix of cost items,
the logical Evaluation Factor for each milestone or lump sum cost item should typically be “1” since each
payment amount would be remitted only one time.

Do NOT assume automatic approval of proposed Evaluation Factors. Procuring agency staff may be required to
justify and explain in detail the basis for each proposed Evaluation Factor.

Option: Cost Proposal Format Default - ONE Payment Rate Per Cost Item (static or CPI-
escalated).

Use the default Cost Proposal schedule if the Respondents must offer only one rate per compensable
unit for the entire contract period (with or without rate escalation provisions are detailed in the pro forma
contract).

Option: Cost Proposal Format = Unit or Temporal Rate Payments (proposed by period).

Use the following table if Respondents must offer rates for one or more compensable units for each of
several speclfied perlods of the contract.

Option: Cost Proposal Schedule

If it is beneficial to the State, the number of days that the Cost Proposal shall remain valid may be revised
to a number not less than thirty (30) days.

xvl
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RFP ATTACHMENT 6.3.

COST PROPOSAL & SCORING GUIDE
NOTICE: THIS COST PROPOSAL MUST BE COMPLETED EXACTLY AS REQUIRED

COST PROPOSAL SCHEDULE— The Cost Proposal, delailed below, shall indicate the proposed price for providing goods or services as defined in the Scope of Services of the RFF Attachment 6.6., Pro Forma Contract, for
the entire contract period. The Cost Proposal shall remain valid for at least 120 days subsequent lo the date of the Cost Proposal opening and thereafter in accordance with any confract resulting from this RFP. All monetary

amaunts shall be in U.S. currency and limited (o two (2) places to the right of the decimal point,
ADDITIONAL REQUIREMENTS FOR COMPLETING PROPOSED COST (LE., MINIMUM AMOUNT, “BLANK” CELLS, ETC.)

NOTICE: The Evaluation Factor d with each P bie unit is for evaluation p
quantity. The evaluation factors shall NOT create rights, interests, or claims of entiiement in the Respondent.

P only. The evaluation factors do NOT and should NOT be construed as any type of volume guarantee or minimum purchase

Notwithstanding the cost items herein, pursuant to the second paragraph of the Pro Forma Contract, Section C.1. (refer to RFP Attachment 6.6.), “The State is under no obligation to request any goods or services

from the Contractor in any specific dollar amounts or to request any goods or services at all from the Contractor during any period of this Contract.”

This Cost Proposal must be signed, in the space below, by an individual empowered to bind the Respondent to the provisions of this RFP and any contract awarded pursuant to this RFP. If the individual signing this

Cost Proposal is not the President or Chief Executive Officer, the Respondent must attach evidence to the Cost Proposal showing the individual's authority to legally bind the Respondent.

RESPONDENT SIGNATURE:
PRINTED NAME & TITLE:
DATE:
o fieicrpon | DATE—DATE | DAYE—DATE \DATEDATE | Sum
DESCRIPTION $ $ $ $ s
JUNIT TUNIT TUNIT {UNIT TUNIT NUMBER
REPEAT AS NECESSARY $ $ $ $ $
TUNIT JUNIT UNIT JUNIT 1uNIT NUMBER
REPEAT AS NECESSARY $ $ $ $ $
TUNIT JUNIT TUNIT TuNIT TUNIT NUMBER
REPEAT AS NECESSARY $ $ $ $ $
1 UNIT TuNIT TUNIT TUNIT TUNIT NUMBER
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o Demap, | oare—pare | oare=omiE | sew | Splemion | Emmion Cust

REPEAT AS NECESSARY

$
1 UNIT 1 UNIT NUMBER

State Use — Solicitation Coordinator Signature, Printed Name & Date:
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6.4.

6.5.

$1-01-1604-20-17 RFP

Option: Cost Proposal Format = No Evaluation Factors Column

In those instances where the relative importance of ALL cost items is equal (for example, if contract
payments will be only based on milestone/ lump sum type payments in which the sum of all of the cost
items would equal the anticlpated cost of the contract), alt Evaluation Factors would equal "1." Towards
that end, it is acceptable to draft the cost proposal format without the preamble notice relating to
Evaluation Factors, without the Evaluation Factor column, or the Sum and Evaluation Factor columns.

Option: Cost Proposal & Scoring Guide.

Revise the Cost Proposal & Scoring Guide detailed in the template, as appropriate, to direct Respondents
to complete a protected spreadsheet (“protected” so that Respondents may only insert proposed cost as
required) provided by the State along with the RFP in lieu of completing the cost proposal table illustrated
in the guide.

REFERENCE QUESTIONNAIRE ATTACHMENT

Option: Questionnaire Revision.

Add, delete, or revise questionnaire items as appropriate to the subject procurement so that the State has
the best possible information upon which to make a contractor selection.

SCORE SUMMARY MATRIX ATTACHMENT

Replace the RFP Attachment 6.5. table with the following replacement table ONLY IF points will be
allocated for the Oral Presentation.

Xix
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RFP ATTACHMENT 6.5.

Limaxtmum; § 574 N/
EVALUATOR NAME

EVALUATOR NAME

REPEAT AS NECESSARY

EVALUATOR NAME

AVERAGE:

AVERAGE:

AVERAGE:

EVALUATOR NAME

REPEAT AS NECESSARY

AVERAGE:

AVERAGE:

AVERAGE:

EVALUATOR NAME

EVALUATOR NAME

REPEAT AS NECESSARY

AVERAGE:

AVERAGE:

AVERAGE:

SCORE:

SCORE:

SCORE:

Solicitation Coordinator Signature, Printed Name & Date:




11-01-1604-20-17 RFP

6.6. PRO FORMA CONTRACT ATTACHMENT
Draft the pro forma contract in accordance with the current FA Template.

Option: Disclaimer for Government Entity Contracts.
Add the following optional text to the attachment cover page if deemed appropriate.

If the contract is awarded to a governmental entity established pursuant to Tennessee Code
Annotated and separate and apart from the State (e.g., a human resource agency, a developmental
district, etc.), the standard terms and conditions of the contract shall be revised accordingly.
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REQUEST FOR PROPOSALS (RFP) STANDARD TEMPLATE

This template prescribes the format and content for a Request for Proposals (RFP). A RFP is a competitive solicitation used
to award a contract based on Respondent qualifications, experience, technical approach and cost. Documents of this type
must adhere to this template with revisions only as instructions permit. A Rule Exception Request is required unless the
deviation is immaterial; however, even immaterial deviations are subject to disapproval.

APPROVAL INSTRUCTIONS

Each RFP must be approved for release in accordance with the instructions below. Approval is also
required for any RFP amendment or RFP cancellation. For detailed guidance on contract approvals, see the
Procurement Procedures Manual of the Central Procurement Office (CPO) at § 5.15.3. All references below
to requisite Comptroller's Office submission and approvals should be followed only as applicable.

Procurement professionals should complete template fields and follow, replace, or otherwise address red
instructional text (e.g., State Agency Name, amount, will/will not) as indicated with appropriate font and
color. The standard RFP Template begins on the following page. Additional RFP instructions,
considerations, and options follow the standard RFP Template.

Procurement professionals should submit the RFP draft at least 20 business days before the desired RFP
release date. (Notwithstanding compliance with this deadline, circumstances may necessitate a delay of
the release date.) To prevent additional delays, any approved Rule Exception Requests, endorsements,
justifications, or other required approvals must be submitted with the RFP draft. If there are any
questions as to whether a Rule Exception Request is required, consult CPO staff for guidance. The RFP
draft should be submitted via e-mail to: Agsprs.Agsprs@tn.gov as a digital file in DOC format and copy
to: COT.CPC@cot.tn.gov. Each draft must:

be clearly marked as “REVIEW DRAFT";

specify a number indicating the draft version;

highlight all deviations from the template language; and

highlight any changes between draft versions that may be necessary prior to release.

e CPO staff will: (a) review the draft and confer with procuring agency staff by means of e-
mailed review notes and redrafts; and (b) e-mail the proposed document to Comptroller staff
when the CPO review is completed.

o Comptroller staff will: (a) review the draft and confer directly with CPO staff and copy
procuring agency staff by means of review notes and redrafts exchanged by e-mail; and (b)
e-mail approval notice to both the CPO staff and procuring agency staff when the latest draft
appears acceptable for release.

PwON =

PUBLICATION INSTRUCTIONS

Upon Comptroller approval, prepare the RFP for public release by removing any highlighting, changing all
text to an appropriate color, and removing any draft version number or other extraneous notations. On
the business day before the date approved for public solicitation, e-mail the RFP prepared for public
release to the CPO contact assigned to the procuring agency and to the Comptroller so that CPO staff
can post the digital document(s) on the Internet as appropriate. The documents presented for publication
must consist of one or more (clearly and logically separated component) digital files in PDF and DOC
format. If previously approved, the cost proposal attachment may be presented for publication in XLS,
spreadsheet format.

ALWAYS confirm that each document is properly posted for public review on the CPO’s website. If, for
any reason, a RFP is not properly published to the Internet, it may be necessary for the State to revise
the approved RFP schedule of events to add additional time before the Q&A and Respondent deadlines.
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STATE OF TENNESSEE

STATE AGENCY NAME
REQUEST FOR PROPOSALS
FOR
BRIEF GOODS OR SERVICES CAPTION
RFP # NUMBER
RFP CONTENTS

SECTIONS:

1. INTRODUCTION

2 RFP SCHEDULE OF EVENTS

3. RESPONSE REQUIREMENTS

4, GENERAL CONTRACTING INFORMATION & REQUIREMENTS

5. EVALUATION & CONTRACT AWARD
ATTACHMENTS:

6.1. Response Statement of Certifications & Assurances

6.2. Technical Response & Evaluation Guide
6.3. Cost Proposal & Scoring Guide

6.4. Reference Questionnaire

6.5. Score Summary Matrix

6.6.  Pro Forma Contract
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INTRODUCTION

1.1.

1.2,

1.3.

1.4.

The State of Tennessee, STATE AGENCY NAME, hereinafter referred to as “the State,” issues this
Request for Proposals (RFP) to define minimum contract requirements; solicit responses; detail response
requirements; and, outline the State’s process for evaluating responses and selecting a contractor to
provide the needed goods or services.

Through this RFP, the State seeks to procure necessary goods or services at the most favorable,
competitive prices and to give ALL qualified respondents, including those that are owned by minorities,
women, Tennessee service-disabled veterans, and small business enterprises, an opportunity to do
business with the state as contractors, subcontractors or suppliers.

Statement of Procurement Purpose

BRIEF, HIGH-LEVEL EXPLANATION OF GOODS OR SERVICES SOUGHT OR A SUMMARY OF THE
PROBLEM TO BE ADDRESSED. INCLUDE FURTHER INFORMATION ABOUT INITIATIVE,
SUMMARY BACKGROUND INFORMATION, ETC. AS NEEDED. DO NOT ASSUME THAT DETAILED
SPECIFICATIONS (WHICH SHOULD BE SET OUT IN THE PRO FORMA CONTRACT SCOPE), WILL
BE APPROVED FOR THIS SECTION. INCLUDE SUMMARY BACKGROUND INFORMATION ONLY AS
NEEDED.

ONLY IF APPLICABLE AND IF THE MAXIMUM LIABILITY IS NOT INCLUDED IN THE PRO FORMA
CONTRACT, INCLUDE INFORMATION REGARDING THE TOTAL ESTIMATED PURCHASE BY
AGENCIES OF STATE GOVERNMENT FOR THE CURRENT CONTRACT PERIOD, AND FOR THE
CONTRACT PERIOD OF THE CONTRACT AWARDED PURSUANT TO THIS RFP. (SEE TENN. CODE
ANN. § 12-3-305).

Scope of Service, Contract Period, & Required Terms and Conditions
The RFP Attachment 6.6., Pro Forma Contract details the State’s requirements:

Scope of Services and Deliverables (Section A);
Contract Period (Section B);

Payment Terms (Section C);

Standard Terms and Conditions (Section D); and,
Special Terms and Conditions (Section E).

The pro forma contract substantially represents the contract document that the successfut Respondent
must sign.

Nondiscrimination

No person shall be excluded from participation in, be denied benefits of, or be otherwise subjected to
discrimination in the performance of a Contract pursuant to this RFP or in the employment practices of the
Contractor on the grounds of handicap or disability, age, race, creed, color, religion, sex, national origin,
or any other classification protected by federal, Tennessee state constitutional, or statutory law. The
Contractor pursuant to this RFP shall, upon request, show proof of such nondiscrimination and shall post
in conspicuous places, available to all employees and applicants, notices of nondiscrimination.

RFP Communications

1.4.1. The State has assigned the following RFP identification number that must be referenced in all
communications regarding this RFP:

RFP # NUMBER

RFP # NUMBER
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1.4.2.

1.4.3.

1.44.

1.4.5.

1.4.6.

1.4.7.

04-20-17RFP

Unauthorized contact about this RFP with employees or officials of the State of Tennessee
except as detailed below may result in disqualification from consideration under this
procurement process.

1.42.1. Prospective Respondents must direct communications concerning this RFP to the
following person designated as the Solicitation Coordinator:

NAME

STATE AGENCY NAME

STREET ADDRESS

TELEPHONE NUMBER

E-MAIL ADDRESS

OTHER APPROPRIATE INFORMATION IF ANY

1.4.2.2. Notwithstanding the foregoing, Prospective Respondents may aiternatively contact:

a. staff of the Governor’s Office of Diversity Business Enterprise for assistance
available to minority-owned, woman-owned, Tennessee service-disabled veteran
owned, and small businesses as well as general, public information relating to this
RFP (visit http://www.tn.gov/generalservices/article/godbe-general-contacts for
contact information); and

b. the following individual designated by the State to coordinate compliance with the
nondiscrimination requirements of the State of Tennessee, Title VI of the Civil
Rights Act of 1964, the Americans with Disabilities Act of 1990, and associated
federal regulations:

NAME

STATE AGENCY NAME

STREET ADDRESS

TELEPHONE NUMBER

E-MAIL ADDRESS

OTHER APPROPRIATE INFORMATION IF ANY

Only the State’s official, written responses and communications with Respondents are binding
with regard to this RFP. Oral communications between a State official and one or more
Respondents are unofficial and non-binding.

Potential Respondents must ensure that the State receives all written questions and comments,
including questions and requests for clarification, no later than the Written Questions &
Comments Deadline detailed in the RFP Section 2, Schedule of Events.

Respondents must assume the risk of the method of dispatching any communication or response
to the State. The State assumes no responsibility for delays or delivery failures resuiting from the
Respondent’s method of dispatch. Actual or digital “postmarking” of a communication or
response to the State by a specified deadline is not a substitute for the State’s actual receipt of a
communication or response.

The State will convey all official responses and communications related to this RFP to the
prospective Respondents from whom the State has received a Notice of Intent to Respond (refer
to RFP Section REFERENCE).

The State reserves the right to determine, at its sole discretion, the method of conveying official,
written responses and communications related to this RFP. Such written communications may
be transmitted by mail, hand-delivery, facsimile, electronic mail, Internet posting, or any other
means deemed reasonable by the State. For internet posting, please refer to the following
website: http://th.gov/generalservices/article/request-for-proposals-rfp-opportunities.

RFP # NUMBER
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1.5.

1.6.

1.7.

1.8.

04-20-17RFP

1.4.8. The State reserves the right to determine, at its sole discretion, the appropriateness and
adequacy of responses to written comments, questions, and requests related to this RFP. The
State’s official, written responses will constitute an amendment of this RFP.

1.4.9. Any data or factual information provided by the State (in this RFP, an RFP amendment or any
other communication relating to this RFP) is for informational purposes only. The State will make
reasonable efforts to ensure the accuracy of such data or information, however it is the
Respondent’s obligation to independently verify any data or information provided by the State.
The State expressly disclaims the accuracy or adequacy of any information or data that it
provides to prospective Respondents.

Assistance to Respondents With a Handicap or Disability

Prospective Respondents with a handicap or disability may receive accommodation relating to the
communication of this RFP and participating in the RFP process. Prospective Respondents may contact
the Solicitation Coordinator to request such reasonable accommodation no later than the Disability
Accommodation Request Deadline detailed in the RFP Section 2, Schedule of Events.

Respondent Required Review & Waiver of Objections

1.6.1. Each prospective Respondent must carefully review this RFP, including but not limited to,
attachments, the RFP Attachment 6.6., Pro Forma Contract, and any amendments, for questions,
comments, defects, objections, or any other matter requiring clarification or correction (collectively
called “questions and comments”).

1.6.2. Any prospective Respondent having questions and comments concerning this RFP must provide
them in writing to the State no later than the Written Questions & Comments Deadline detailed in
the RFP Section 2, Schedule of Events.

1.6.3. Protests based on any objection to the RFP shall be considered waived and invalid if the
objection has not been brought to the attention of the State, in writing, by the Written Questions &
Comments Deadline.

Pre-Response Conference

A Pre-response Conference will be held at the time and date detailed in the RFP Section 2, Schedule of
Events. Pre-response Conference attendance is not mandatory, and prospective Respondents may be
limited to @ maximum number of attendees depending upon overall attendance and space limitations.

The conference will be held at;

ADDRESS/LOCATION
OTHER APPROPRIATE INFORMATION IF ANY

The purpose of the conference is to discuss the RFP scope of goods or services. The State will entertain
questions, however prospective Respondents must understand that the State’s oral response to any
question at the Pre-response Conference shall be unofficial and non-binding. Prospective Respondents
must submit all questions, comments, or other concerns regarding the RFP in writing prior to the Written
Questions & Comments Deadline date detailed in the RFP Section 2, Schedule of Events. The State will
send the official response to these questions and comments to prospective Respondents from whom the
State has received a Notice of Intent to respond as indicated in RFP Section REFERENCE and on the
date detailed in the RFP Section 2, Schedule of Events.

Notice of Intent to Respond

RFP # NUMBER
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Before the Notice of Intent to Respond Deadline detailed in the RFP Section 2, Schedule of Events,
prospective Respondents should submit to the Solicitation Coordinator a Notice of Intent to Respond (in
the form of a simple e-mail or other written communication). Such notice should include the following
information:

= the business or individual's name (as appropriate);
= acontact person’s name and title; and
= the contact person’s mailing address, telephone number, facsimile number, and e-mail address.

A Notice of Intent to Respond creates no obligation and is not a prerequisite for submitting a
response, however, it is necessary to ensure receipt of any RFP amendments or other notices and
communications relating to this RFP.

Response Deadline

A Respondent must ensure that the State receives a response no later than the Response Deadline time
and date detailed in the RFP Section 2, Schedule of Events. The State will not accept late responses,
and a Respondent’s failure to submit a response before the deadline will result in disqualification of the
response. It is the responsibility of the Respondent to ascertain any additional security requirements with
respect to packaging and delivery to the State of Tennessee. Respondents should be mindful of any
potential delays due to security screening procedures, weather, or other filing delays whether foreseeable
or unforeseeable.

RFP # NUMBER
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2, RFP SCHEDULE OF EVENTS

21. The following RFP Schedule of Events represents the State’s best estimate for this RFP.
_ EVENT T mme  DATE

a2 : g gl | (central time zohe) | A LR

1. RFP Issued DATE

2. Disability Accommodation Request Deadline 2:00 p.m. | > 3 BUSINESS DAYS LATER
3. Pre-response Conference TIME | > 1 BUSINESS DAY LATER

4. Notice of Intent to Respond Deadline 2:00 p.m. | > 1 BUSINESS DAY LATER

5. Written "Questions & Comments” Deadline 2:00 p.m. | > 3 BUSINESS DAYS LATER
6. State Response to Written “Questions & Comments” > 3 BUSINESS DAYS LATER
7. Response Deadline 2:00 p.m. | > 5 BUSINESS DAYS LATER
8. Efiatli ;:ti%r:getion of Technical Response > 3 BUSINESS DAYS LATER
9. State Opening & Scoring of Cost Proposals 2:00 p.m, | 1 BUSINESS DAY LATER
e 200p:m.| 1-3 BUSINESS DAYS LATER
11. End of Open File Period 7 CALENDAR DAYS LATER
12. State sends contract to Contractor for signature 1 BUSINESS DAY LATER

13. Contractor Signature Deadline 2:00 p.m. | 1 — 5 BUSINESS DAYS LATER
22 The State reserves the right, at its sole discretion, to adjust the RFP Schedule of Events as it

deems necessary. Any adjustment of the Schedule of Events shall constitute an RFP amendment, and
the State will communicate such to prospective Respondents from whom the State has received a Notice
of Intent to Respond (refer to section REFERENCE).
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RESPONSE REQUIREMENTS

3.1.

Response Form

A response to this RFP must consist of two parts, a Technical Response and a Cost Proposal.

311.

Technical Response. RFP Attachment 6.2., Technical Response & Evaluation Guide provides
the specific requirements for submitting a response. This guide includes mandatory requirement
items, general qualifications and experience items, and technical qualifications, experience, and
approach items all of which must be addressed with a written response and, in some instances,
additional documentation.

NOTICE: A technical response must not include any pricing or cost information.
If any pricing or cost information amounts of any type (even pricing relating to
other projects) is included in any part of the technical response, the state may
deem the response to be non-responsive and reject it.

3.1.1.1. A Respondent must use the RFP Attachment 6.2., Technical Response & Evaluation
Guide to organize, reference, and draft the Technical Response by duplicating the
attachment, adding appropriate page numbers as required, and using the guide as a
table of contents covering the Technical Response.

3.1.1.2,  Aresponse should be economically prepared, with emphasis on completeness and
clarity. A response, as well as any reference material presented, must be written in
English and must be written on standard 8 %2" x 11" pages (although oversize exhibits
are permissible) and use a 12 point font for text. All response pages must be
numbered.

3.1.1.3.  Allinformation and documentation included in a Technical Response should
correspond to or address a specific requirement detailed in the RFP Attachment 6.2.,
Technical Response & Evaluation Guide. All information must be incorporated into a
response to a specific requirement and clearly referenced. Any information not
meeting these criteria will be deemed extraneous and will not contribute to evaluations.

3.1.1.4. The State may determine a response to be non-responsive and reject it if:

a. the Respondent fails to organize and properly reference the Technical Response
as required by this RFP and the RFP Attachment 6.2., Technical Response &
Evaluation Guide; or

b. the Technical Response document does not appropriately respond to, address, or
meet all of the requirements and response items detailed in the RFP Attachment
6.2., Technical Response & Evaluation Guide.

Cost Proposal. A Cost Proposal must be recorded on an exact duplicate of the RFP Attachment
6.3., Cost Proposal & Scoring Guide.

NOTICE: If a Respondent fails to submit a cost proposal exactly as required, the
State may deem the response to be non-responsive and reject it.

3.1.2.1. A Respondent must only record the proposed cost exactly as required by the RFP
Attachment 6.3., Cost Proposal & Scoring Guide and must NOT record any other rates,
amounts, or information.
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The proposed cost shall incorporate ALL costs for services under the contract for the
total contract period, including any renewals or extensions.

A Respondent must sign and date the Cost Proposal.

A Respondent must submit the Cost Proposal to the State in a sealed package
separate from the Technical Response (as detailed in RFP Sections 3.2.3., et seq.).

3.2. Response Delivery

3.2.1. A Respondent must ensure that both the original Technical Response and Cost Proposal
documents meet all form and content requirements, including all required signatures, as detailed
within this RFP, as may be amended.

3.2.2. A Respondent must submit original Technical Response and Cost Proposal documents and
copies as specified below.

322.1.

3.222.

One (1) original Technical Response paper document labeled:
“RFP # NUMBER TECHNICAL RESPONSE ORIGINAL”

and WRITTEN NUMBER (NUMBER) digital copies of the Technical Response each in
the form of one (1) digital document in “PDF” format properly recorded on its own
otherwise blank, standard CD-R recordable disc or USB flash drive labeled:

“RFP # NUMBER TECHNICAL RESPONSE COPY”

The digital copies should not include copies of sealed customer references, however
any other discrepancy between the paper Technical Response document and any
digital copies may result in the State rejecting the proposal as non-responsive.

One (1) original Cost Proposal paper document labeled:

“RFP # NUMBER COST PROPOSAL ORIGINAL”

and one (1) copy in the form of a digital document in “PDF/XLS" format properly
recorded on separate, blank, standard CD-R recordable disc or USB flash drive
labeled:

“RFP # NUMBER COST PROPOSAL COPY”

In the event of a discrepancy between the original Cost Proposal document and the
digital copy, the original, signed document will take precedence.

3.2.3. A Respondent must separate, seal, package, and label the documents and copies for delivery as

follows:

3.2.31.

3.2.3.2.

The Technical Response original document and digital copies must be placed in a
sealed package that is clearly labeled:

“DO NOT OPEN... RFP # NUMBER TECHNICAL RESPONSE FROM
[RESPONDENT LEGAL ENTITY NAME]”

The Cost Proposal original document and digital copy must be placed in a separate,
sealed package that is clearly labeled:

RFP # NUMBER
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“DO NOT OPEN... RFP # NUMBER COST PROPOSAL FROM [RESPONDENT
LEGAL ENTITY NAME]”

3.2.3.3. The separately, sealed Technical Response and Cost Proposal components may be
enclosed in a larger package for mailing or delivery, provided that the outermost
package is clearly labeled:

“RFP # NUMBER SEALED TECHNICAL RESPONSE & SEALED COST PROPOSAL
FROM [RESPONDENT LEGAL ENTITY NAME]”

A Respondent must ensure that the State receives a response no later than the Response
Deadline time and date detailed in the RFP Section 2, Schedule of Events at the following
address:

SOLICITATION COORDINATOR NAME
STATE AGENCY NAME

STREET ADDRESS

OTHER APPROPRIATE INFORMTION IF ANY

Response & Respondent Prohibitions

3.3.1.

3.3.2.

3.3.3.

3.34.

3.3.5.

3.3.6.

3.3.7.

A response must not include alternate contract terms and conditions. If a response contains such
terms and conditions, the State, at its sole discretion, may determine the response to be a non-
responsive counteroffer and reject it.

A response must not restrict the rights of the State or otherwise qualify either the offer to deliver
goods or provide services as required by this RFP or the Cost Proposal. If a response restricts<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>