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MINUTES 
ADVISORY COUNCIL ON STATE PROCUREMENT MEETING #047 

THURSDAY, OCTOBER 4, 2021, 2:00 P.M. 
NASHVILLE ROOM AND WEBEX 

 
Members in Attendance: 
Mike Perry, Jennifer Pfeiffer, Summer Carr Johnson, Ted Hayden, Sean Newman, Buddy Lea, Brian Wilcox, Jay 
Malpass, Stewart Shunk,  
 
Others in Attendance: 
Paul Krivacka, Jenny Young, Debi Moss, Robin Upchurch, Bryan Chriske, Shannon Mohundro, Davis Nwankwo, 
Randy Dean, Lorraine Lassourreille, DeRenne Raley, Estie Harris, JD Cressman, Karen Conway, Kay Morgan, 
Mary Lenderman, Chadwick Nottingham, CJ Duncan 
 
I. Call to Order:   Mr. Mike Perry, Chief Procurement Officer, called the meeting to order and recognized 
that a quorum of voting members was present.  

II. Announcements: 

Buddy Lea, Assistant Commissioner, Department of Finance and Administration, was re-appointed to the 
Advisory Council for a four-year term by Commissioner Butch Eley, the Department of Finance and 
Administration.  Mr. Perry announced that this meeting would be the last meeting for Summer Carr-Johnson, 
Assistant General Counsel, Department of Economic and Community Development, as a member of the 
Advisory Council.  Mike Perry thanked Ms. Carr-Johnson for her service. And Mr. Perry announced that 
Commissioner Christi Branscom, of the Department of General Services, had appointed Chris Benson, 
Strategic Technology Solutions, to succeed Ms. Carr-Johnson starting November 1, 2021.  Mr. Perry also 
announced that this meeting would be Mr. Sean Newman’s, NIGP, C.D.E. Lightband, last meeting due to the 
expiration of his term.   

III. Minutes from the March 22, 2021 Meeting:  Mr. Perry asked if there were any corrections or 
additions to the minutes from the March 22, 2021 meeting.  Hearing none, a motion was made by Mrs. Jennifer 
Pfeiffer, Chief of Staff for the Tennessee Comptroller of the Treasury, to accept the minutes as presented.  Mr. 
Lea seconded the motion. All members voted in favor – none opposed. 
 
IV. New Business:   
 
Mr. Perry asked Paul Krivacka, Lead Attorney/Director of Category Management, Central Procurement Office, 
to present the following New Business agenda items:   
 
Mr. Krivacka proceeded to present agenda item (1): 
 
(1) RFP (Section 1.1.2.) and RFQ Template (Section 1.1.) 
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Mr. Krivacka summarized the following points about the RFP (Section 1.1.2.) and RFQ Template (Section 1.1.) 
proposal: 

 
• Tenn. Code Ann. § 12-3-305(c) was recently amended by deleting the language “maximum liability 

or total estimated purchase by agencies of state government” and substituting the language “total 
estimated scope or volume.” 

• This proposed change updates the requirement in the RFP and RFQ Templates accordingly. 
 

Hearing no discussion on agenda item (1), Mr. Ted Hayden, Executive Director of Compliance, State of 
Tennessee Real Estate Asset Management, made a motion to recommend the RFP (Section 1.1.2.) and RFQ 
Template (Section 1.1.) proposal as presented to the Procurement Commission for approval.  Mr. Lea seconded 
the motion. All members voted in favor – none opposed. 
 
Mr. Krivacka then proceeded to present agenda item (2): 
 
(2) Reverse Auction definition 

 
Mr. Krivacka presented the following points regarding the Reverse Auction definition proposal: 
 

• This proposal corrects the statutory citation in CPO rules, policies, and procedures under the 
definition of “Reverse Auction.” 

• This proposal corrects a citation reference from Tenn. Code Ann. § 12-3-219 to Tenn. Code Ann. 
§ 12-3-513. 

• The term  “Reverse Auction” will have the meaning set forth in Tenn. Code Ann. § 12-3-513. 
 

Hearing no discussion on agenda item (2), Mrs. Pfeiffer made a motion to recommend the Reverse Auction 
definition proposal as presented to the Procurement Commission for approval.  Mr. Lea seconded the motion.  
All members voted in favor – none opposed. 

 
Mr. Krivacka then proceeded to present agenda item (3): 

 
(3) Renewal or Extension Request 

 
Mr. Krivacka presented the following points about Renewal or Extension Request proposal: 

 
• This proposal adds instructional text to the signature block (similar to the instructions already 

approved in other formal request documents) to: [Either upload signed Renewal or Extension 
Request in Edison or capture authorized agency approval in Edison Workflow.] This will comply 
with how the CPO processes all its other authority documents.  
 

Hearing no discussion on agenda item (3), Ms. Summer Carr Johnson made a motion to recommend Renewal 
or Extension Request proposal as presented to the Procurement Commission for approval.  Ms. Pfeiffer 
seconded the motion. All members voted in favor – none opposed. 
 
Mr. Krivacka then proceeded to present agenda item (4): 
 
(4) Delegated Grant Authority (“DGA”) 
  
Mr. Krivacka presented the following points regarding the Delegated Grant Authority (“DGA”) proposal: 

 
• This proposal adds instructional text making it clear that the 30-day rule does apply to DGAs. 
• Adoption of this proposal will ensure that there is sufficient time for the CPO and COT to review 

and approve DGAs. 
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Hearing no discussion on agenda item (4), Mr. Lea made a motion to recommend Delegated Grant Authority 
(“D.G.A.) proposal as presented to the Procurement Commission for approval.  Mr. Hayden seconded the 
motion.  All members voted in favor – none opposed 
 
Mr. Krivacka then proceeded to present agenda item (5): 
 
(5)  Contractor Hosted Services Requirements and Confidential Data Options 

 
Mr. Krivacka presented the Contractor Hosted Services Requirements and Confidential Data Options proposal: 

 
• This proposal updates the name and acronym of the State’s annual financial report to  “Annual 

Comprehensive Financial Report” (it will now be “ACFR” instead of “CAFR”). 
• This proposal also removes the FedRAMP requirement for contracts that involve CMS. Data. 

 
Hearing no discussion on agenda item (5), Ms. Pfeiffer made a motion to recommend Contractor Hosted 
Services Requirements and Confidential Data Options proposal as presented to the Procurement Commission 
for approval.  Mr. Lea seconded the motion.  All members voted in favor – none opposed. 

 

Mr. Krivacka then proceeded to present agenda item (6): 

(6) Statewide Payment Card Policy and Procedures 2015-010 

Mr. Krivacka presented the Statewide Payment Card Policy and Procedures 2015-010 proposal: 

• This proposal removes the section paragraph at the bottom of section 5.8. advising P-Card 
Users to contact the Statewide P-Card Program Administration Team. This has caused 
confusion and is not adding any additional information. 

• This proposal also adds a new section #14 – Travel. This reminds procurement professionals to 
comply with F&A Travel Regulations and that there is a virtual P-Card that may be used for air 
travel through Statewide Contract # 747. 
 

Hearing no discussion on agenda item (6), Mr. Lea made a motion to recommend the Statewide Payment Card 
Policy and Procedures 2015-010 proposal as presented to the Procurement Commission for approval.  Ms. 
Pfeiffer seconded the motion.  All members voted in favor – none opposed. 
 
Mr. Krivacka then proceeded to present agenda item (7): 
 
(7) State Agency P-Card Procedures Model 
 
Mr. Krivacka presented the following points about the State Agency P-Card Procedures Model proposal: 
 

• This proposal adds more details to the instructions. The optional agency procedures model has been 
updated to reflect changes made to Statewide Payment Card Policy 2015- 010 at the last two 
Procurement Commission meetings. 

 
Mr. Perry asked if these changes were regarding the audit from a couple of years ago or if this is new. Mr. 
Krivacka replied that it was unrelated to the audit. The changes were due to the last two Procurement 
Commission meetings; several P-Card policy changes have been made to better reflect what and how the 
State does business. Those changes further necessitated the changes in the P-Cards model that agencies will 
be using to continue using the P-Card.  

 
Hearing no further discussion on agenda item (7), Ms. Pfeiffer made a motion to recommend the State Agency 
P-Card Procedures Model proposal as presented to the Procurement Commission for approval.  Mr. Hayden 
seconded the motion.  All members voted in favor – none opposed. 
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Mr. Krivacka then proceeded to present agenda item (8): 
 
(8) RFP - References 
 
Mr. Krivacka presented the following points about the RFP – Reference’s proposal: 
 

• This proposal will move B.17. References instructions to RFP, Attachment 6.4. References 
Questionnaire.  This proposal will also move References out of section B. so that references are no 
longer scored by an evaluation committee.  

• With adoption of this proposal, the instructional text now included at RFP, Attachment 6.4., has 
been revised so the prohibition on State employees providing references is removed if wall 
between the procuring state agency and referencing state agency is established; and, 

• As a result of the adoption of this proposal, the Reference Questionnaire itself will be much 
shorter.  There will be fewer questions for reference and the Reference Questionairre will be easier 
to complete. 

 
Ms. Pfeiffer asked if the evaluation committee would no longer score the references, how will the references 
be used or evalutated under the proposal Mr. Krivacka replied that the references would not be scored.  The 
references do have some value for due diligence purposes. There may be information within the references 
that would lead the CPO to investigate whether a given respondent is responsive or responsible and eligible 
for contract evaluation and award. The CPO has found that because of concerns about the parties providing 
self-serving references, disparagement type claims against the party providing references, e.g., against the 
party if they did not givea glowing reference, that there were limits on the usefulness of the references. The 
unwillingness of organizations to provide much meaningful information and the fact that most references are 
primarily self-serving, meaning one will pick references most likely to give a favorable reference, the CPO is 
not getting a complete picture. Then the unfairness of qualitatively judging a reference vis-à-vis other 
respondents’ references further limits the past practice’s usefulness. The CPO would nonetheless like to have 
the references for due diligence purposes, because the last thing the CPO would want to do is award a contract 
to a respondent where a reference would show that the respondent was not eligible for evaluation and award.  

 
Hearing no further discussion on agenda item (8), Mr. Hayden made a motion to recommend RFP - References 
proposal as presented to the Procurement Commission for approval.  Mr. Lea seconded the motion.  All 
members voted in favor – none opposed. 
 
Mr. Krivacka then proceeded to present agenda item (9): 
 
(9) Grant Contract (“GR”) and Governmental Grant (“GG”) Contract Templates 
 
Mr. Krivacka presented the following points about the Grant Contract (“GR”) and Governmental Grant (“GG”) 
Contract Templates proposal: 
 

• Adoption of this proposal will globally change all references to “CFDA” to “Assistance Listing” to 
be consistent with federal law. 

• This proposal will add a a “budget period” reference (see C.F.R. § 200.1) to be consistent with 
federal law. 

• This proposal will revise the default number of days from 60 days to 90 days for contract section 
C.7— Disbursement Reconciliation and Close Out (see 2 C.F.R. 200.344(a). 

• This proposal will also change the applicability threshold for inclusion of the optional Federal 
Funding Accountability and Transparency Act (“FFATA”) to comply with recent updates (see 2 C.F.R. 
Pt. 170, App. A). 

• This proposal will add additional instructions for Prohibition on Certain Telecommunications 
applicability. 

• Finally, this proposal will add  new optional terms for “Domestic Preference for Procurements” 
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and for “Never Contract with the Enemy.” 
 

Hearing no discussion on agenda item (9), Ms. Pfeiffer made a motion to recommend Grant Contract (“GR”) 
and Governmental Grant (“GG”) Contract Templates proposal as presented to the Procurement Commission 
for approval.  Ms. Carr-Johnson seconded the motion.  All members voted in favor – none opposed. 

 
Mr. Krivacka then proceeded to present agenda item (10): 
 
(10) Contract Models & Template – Federal Terms 

 
Mr. Krivacka presented the following points about the Contract Models & Template – Federal Terms proposal: 
 

• (This proposal makes similar changes that were made for Grant Contracts to other non-grant 
contract templates and models (Item No. 9)). 

• This proposal will change the applicability threshold for inclusion of the optional Federal Funding 
Accountability and Transparency Act (“FFATA”) to comply with recent updates (see 2 C.F.R. Pt. 170, 
App. A). 

• This proposal will also add additional instructions for Prohibition on Certain Telecommunications 
applicability. 

• Finally, this proposal will add new optional terms for “Domestic Preference for Procurements.” 
 

Hearing no discussion on agenda item (10), Mr. Hayden made a motion to recommend Contract Models & 
Template – Federal Terms proposal as presented to the Procurement Commission for approval.  Mr. Lea 
seconded the motion.  All members voted in favor – none opposed. 
 
Mr. Krivacka then proceeded to present agenda item (11): 
 
(11) Procurement Procedures Manual Section 5.18 

 
Mr. Krivacka presented the following points about the Procurement Procedures Manual Section 5.18 proposal: 
 

• This proposal will add a reminder to the Manual that all procurement files should be maintained, 
retained, and destroyed in accordance with the applicable Records Disposition Authority (”RDA”), 
as published by The Office of the Secretary of State, Records Management Division. 

• This proposal will also provide a link to the Secretary of State website with the published R.D.A.s. 
 

Hearing no discussion on agenda item (11), Ms. Pfeiffer made a motion to recommend Procurement 
Procedures Manual Section 5.18 proposal as presented to the Procurement Commission for approval.  Mr. 
Hayden seconded the motion.  All members voted in favor – none opposed. 
 
Adjournment:  Hearing no other business, a motion for adjournment was made by Mr. Perry. Ms. Pfeiffer 
seconded the motion.   All members voted in favor – none opposed, whereupon October 4, 2021, Advisory 
Council meeting was adjourned. 
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Overview of Agenda Items for Discussion: 

1) Comptroller Required Review:  
• Tenn. Code Ann. § 4-56-108, describing the Comptroller of the Treasury’s review and 

approval, was modified by Public Chapter No. 0193, by deleting section (a)(14) and by 
adding the following text at (a)(4):  

(4) Cooperative agreement to participate, sponsor, conduct or administer as provided in § 12-
3-512 with any other entity with an estimated liability in excess of five million dollars 
($5,000,000), which may be increased or decreased by action of the commission; 
• The requested change mirrors these changes in policy and procedures, where applicable.  

 
2) CPO Policy Number 2013-002 Procurement Methods, Oral Presentation:  

• The proposed change clarifies that the timing of Oral presentations, that are included as 
part of a solicitation, should occur in accordance with the solicitation details.    
 

3) Federal Award Identification Worksheet (“FAIW”): 
• This updates the worksheet that is included in the GR and GG Templates.   
• The federal government is transitioning from using the DUNS numbering system to 

using a Unique Entity Identifier (SAM) created in SAM.gov by April 2022.  (See 
https://www.gsa.gov for more information). 

• Also changes the term “Assistance Listing” to CFDA (see 
https://sam.gov/content/assistance-listings).  

• Other changes, including new worksheet fields, are a response to the recent changes to 
the Uniform Guidance and recommendations by F&A representatives.  (Please see 2 
C.F.R. §200.332(a)(1)). 
 

4) Grant Contract (“GR”) and Governmental Grant (“GG”) Contract Templates – Track Changes to 
Current:  
• In addition to updating the language in the FAIW, this makes a global request to change all 

references to “CFDA” to “Assistance Listing” in the GR and GG templates to be consistent 
with federal language.  

• Revises the default number of days from 60 days to 90 days for contract section C.7 and the 
optional sections for Disbursement Reconciliation and Close Out.  (See 2 C.F.R. 200.344(a)). 

• Adds additional instructions for Prohibition on Certain Telecommunications applicability.  
• Changes the applicability threshold for inclusion of the optional Federal Funding 

Accountability and Transparency Act (“FFATA”) to comply with recent updates (see 2 CFR Pt. 
170, App. A) and replaces the DUNS number reference.  
 

5) Grant Contract (“GR”) and Governmental Grant (“GG”) Contract Templates – New Optional 
Terms:  
• Adds two new optional terms for section E—Special Terms and Conditions in our grant 

templates, from federal regulations: (1) Domestic Preference for Procurements; and, (2) 
Never Contract with the Enemy. 
 

https://publications.tnsosfiles.com/acts/112/pub/pc0193.pdf
https://1.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000039&cite=TNSTS12-3-512&refType=LQ&originationContext=document&transitionType=DocumentItem&ppcid=ec39d601f2594d5d8e92a2332564284e&contextData=(sc.Default)
https://1.next.westlaw.com/Link/Document/FullText?findType=L&pubNum=1000039&cite=TNSTS12-3-512&refType=LQ&originationContext=document&transitionType=DocumentItem&ppcid=ec39d601f2594d5d8e92a2332564284e&contextData=(sc.Default)
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR682eb6fbfabcde2/section-200.344
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-170/appendix-Appendix%20A%20to%20Part%20170
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-170/appendix-Appendix%20A%20to%20Part%20170
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d/section-200.322
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-I/part-183
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6) Request for Proposals (“RFP”) Template, Option: Electronic Submission of Proposals: 

• To provide additional flexibility during the pandemic, this option waives all requirements to 
submit paper copy bids and references.  

• Suppliers expressed challenges regarding logistics around providing paper bids and 
references and this option could be utilized to permit Electronic Submission of Proposals. 
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COMPTROLLER REQUIRED REVIEW 

 
REDLINE 

 



REQUEST: Revise the “Contract Subject Matter” regarding the Comptroller of the Treasury 
Required Approval or Endorsement column as follows:  

 

Procurement Procedures Manual of the Central Procurement Office § 5.15.3.1. 

Contract Subject Matter Required Approval or Endorsement 

• Cooperative agreements as provided 
in  Tenn. Code Ann. § 12-3-512 with 
an estimated liability in excess of five 
million dollars ($5,000,000);.  
 

• Procurements or contracts that allow 
for the negotiation of a necessary, 
mandatory, or standard contract 
clause; 
 

Comptroller of the Treasury 

 

Contract Management Policy 2013-004 § 6.2: 

Contract Subject Matter Required Approval or Endorsement 
• Cooperative agreements as provided in  

§ 12-3-512 with an estimated liability 
in excess of five million dollars 
($5,000,000); 
 

• Procurements/contracts that allow for 
the negotiation of a necessary, 
mandatory, or standard contract 
clause; 

 

Comptroller of the Treasury 

 

Delegation of Authority Policy 2013-006 § 6: 

Contract Subject Matter Required 
Approval or 
Endorsement 



• Cooperative agreements as provided 
in  Tenn. Code Ann. § 4-56-
108(a)(4); 

 
• Procurements/contracts that allow 

for the negotiation of a necessary, 
mandatory, or standard contract 

 
 
 

Comptroller of 
the Treasury 
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COMPTROLLER REQUIRED REVIEW 
 

CLEAN 



REQUEST: Revise the “Contract Subject Matter” regarding the Comptroller of the Treasury 
Required Approval or Endorsement column as follows:  

 

Procurement Procedures Manual of the Central Procurement Office § 5.15.3.1. 

Contract Subject Matter Required Approval or Endorsement 

• Cooperative agreements as provided 
in  Tenn. Code Ann. § 12-3-512 with 
an estimated liability in excess of five 
million dollars ($5,000,000);.  
 
 

Comptroller of the Treasury 

 

Contract Management Policy 2013-004 § 6.2: 

Contract Subject Matter Required Approval or Endorsement 
• Cooperative agreements as provided in  

§ 12-3-512 with an estimated liability 
in excess of five million dollars 
($5,000,000); 
 

 

Comptroller of the Treasury 

 

Delegation of Authority Policy 2013-006 § 6: 

Contract Subject Matter Required 
Approval or 
Endorsement 

• Cooperative agreements as provided 
in  Tenn. Code Ann. § 4-56-
108(a)(4); 

 
 
 

Comptroller of 
the Treasury 

 



Attachments to Agenda 
Advisory Council – December 15,2021 

CPO POLICY NUMBER 2013-002 
PROCUREMENT METHODS, ORAL 

PRESENTATION 
 

REDLINE 
 
 
 
 
 
 
 
 
 
 
 
 



REQUEST: Revise Central Procurement Office Policy Number 2013-002 Procurement Methods 
Policy and Procedures as follows:  

 

8.         Oral Presentation. 

 

A solicitation may require oral presentations in a manner set forth in the solicitation.  Oral 
presentations shall be conducted after the solicitation is released.,  but before Oral 
Presentations should be scheduled and evaluatedresponses are submitted byto the Central 
Procurement Office or procuring State Agency in accordance with the solicitation. 
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CPO POLICY NUMBER 2013-002 
PROCUREMENT METHODS, ORAL 

PRESENTATION 
 

CLEAN



REQUEST: Revise Central Procurement Office Policy Number 2013-002 Procurement Methods 
Policy and Procedures as follows:  

 

8.         Oral Presentation. 

A solicitation may require oral presentations in a manner set forth in the solicitation.  Oral 
presentations shall be conducted after the solicitation is released.  Oral Presentations 
should be scheduled and evaluated by the Central Procurement Office or procuring State 
Agency in accordance with the solicitation. 
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FEDERAL AWARD IDENTIFICATION 
WORKSHEET (“FAIW”) 

 
REDLINE  



REQUEST: Revise the Federal Award Identification Worksheet attachment in the Grant Contract 
(“GR”) and Governmental Grant (“GG”) Templates as follows:   

 
 

ATTACHMENT REFERENCE 
 

Federal Award Identification Worksheet 
 

Subrecipient’s name (must match registered 
name in DUNSassociated with its Unique 
Entity Identifier (SAM) 

 

Subrecipient’s DUNS numberUnique Entity 
Identifier (SAM) 

 

Federal Award Identification Number (FAIN)  
Federal award date  
Subaward Period of Performance Start and 
End Date 

 

Subaward Budget Period Start and End Date  
CFDA number and name Assistance Listing 
number (formerly known as the CFDA 
number) and Assistance Listing program title. 

 

Grant contract’s begin date  
Grant contract’s end date  
Amount of federal funds obligated by this 
grant contract 

 

Total amount of federal funds obligated to the 
subrecipient 

 

Total amount of the federal award to the 
pass-through entity (Grantor State Agency) 

 

Federal award project description (as 
required to be responsive to the Federal 
Funding Accountability and Transparency Act 
(FFATA) 

 

Name of federal awarding agency  
Name and contact information for the federal 
awarding official 
 
 
 
 

 

Name of pass-through entity  
Name and contact information for the pass-
through entity awarding official 

 

Is the federal award for research and 
development? 

 

Indirect cost rate for the federal award (See 2 
C.F.R. §200.331 for information on type of 
indirect cost rate)  
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FEDERAL AWARD IDENTIFICATION 
WORKSHEET (“FAIW”) 

 
CLEAN 



REQUEST: Revise the Federal Award Identification Worksheet attachment in the Grant Contract 
(“GR”) and Governmental Grant (“GG”) Templates as follows:   

 
 

ATTACHMENT REFERENCE 
 

Federal Award Identification Worksheet 
 

Subrecipient’s name (must match name 
associated with its Unique Entity Identifier 
(SAM) 

 

Subrecipient’s Unique Entity Identifier (SAM)  
Federal Award Identification Number (FAIN)  
Federal award date  
Subaward Period of Performance Start and 
End Date 

 

Subaward Budget Period Start and End Date  
 Assistance Listing number (formerly known 
as the CFDA number) and Assistance Listing 
program title. 

 

Grant contract’s begin date  
Grant contract’s end date  
Amount of federal funds obligated by this 
grant contract 

 

Total amount of federal funds obligated to the 
subrecipient 

 

Total amount of the federal award to the 
pass-through entity (Grantor State Agency) 

 

Federal award project description (as 
required to be responsive to the Federal 
Funding Accountability and Transparency Act 
(FFATA) 

 

Name of federal awarding agency  
Name and contact information for the federal 
awarding official 
 
 
 
 

 

Name of pass-through entity  
Name and contact information for the pass-
through entity awarding official 

 

Is the federal award for research and 
development? 

 

Indirect cost rate for the federal award (See 2 
C.F.R. §200.331 for information on type of 
indirect cost rate)  
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GRANT CONTRACT (“GR”) AND 
GOVERNMENTAL GRANT (“GG”) 

CONTRACT TEMPLATES – TRACK 
CHANGES TO CURRENT 

 
REDLINE



REQUEST: Global request to change all references to “CFDA” to “Assistance Listing” and revise 
the Grant Contract (“GR”) and Governmental Grant (“GG”) Contract Templates as 
follows:  

The following revisions should be made: Changes are in red 

C.7.      Disbursement Reconciliation and Close Out.  The Grantee shall submit any final invoice and a 
grant disbursement reconciliation report within ninety (90) days of the Grant Contract end date, in 
form and substance acceptable to the State.  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit a grant disbursement 
reconciliation report within ninety (90) days of the Grant Contract end date and in form and 
substance acceptable to the State (and include, as applicable, documentation and receipts as 
required by the above-referenced "State Comprehensive Travel Regulations").  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit a grant disbursement 
reconciliation report within ninety (90) days of the Grant Contract end date and in form and 
substance acceptable to the State (and include, as applicable, documentation and receipts as 
required by the above-referenced "State Comprehensive Travel Regulations").  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit any final invoice and a 
grant disbursement reconciliation report within ninety (90) days of the Grant Contract end date 
and in form and substance acceptable to the State.  

 

Federal Funding Accountability and Transparency Act 

Add the following Section if the Grant Contract will be funded in whole or part by a federal grant or 
contract of twenty-five thousand dollars ($25,000) or more (excluding grants subject to section 1512 of 
the American Recovery and Reinvestment Act of 2009)), and the grant will provide for the expenditure of 
twenty-five thousand dollars ($25,000) or more in federal funds.funds anticipated to equal or exceed 
$30,000. 

E.#. Federal Funding Accountability and Transparency Act (FFATA).  This Grant requires the 
Grantee to provide supplies or services that are funded in whole or in part by federal funds that 
are subject to FFATA. The Grantee is responsible for ensuring that all applicable requirements, 
including but not limited to those set forth herein, of FFATA are met and that the Grantee 
provides information to the State as required.   

The Grantee shall comply with the following: 

a. Reporting of Total Compensation of the Grantee’s Executives.  
 

(1) The Grantee shall report the names and total compensation of each of its five 
most highly compensated executives for the Grantee’s preceding completed 
fiscal year, if in the Grantee’s preceding fiscal year it received: 
 
i. 80 percent or more of the Grantee’s annual gross revenues from 

federal procurement contracts and Federal financial assistance 
subject to the Transparency Act, as defined at 2 C.F.R. § 170.320 
(and sub awards); and  

ii. $25,000,000 or more in annual gross revenues from federal 
procurement contracts (and subcontracts), and federal financial 
assistance subject to the Transparency Act (and sub awards); and 



iii. The public does not have access to information about the 
compensation of the executives through periodic reports filed under 
section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 
U.S.C. § 78m(a), 78o(d)) or § 6104 of the Internal Revenue Code of 
1986. (To determine if the public has access to the compensation 
information, see the U.S. Security and Exchange Commission total 
compensation filings at http://www.sec.gov/answers/execomp.htm.). 

 
As defined in 2 C.F.R. § 170.315, “Executive” means officers, managing 
partners, or any other employees in management positions. 
 

(2) Total compensation means the cash and noncash dollar value earned by the 
executive during the Grantee’s preceding fiscal year and includes the following 
(for more information see 17 § C.F.R. 229.402(c)(2)):  

 
i. Salary and bonus.  
ii. Awards of stock, stock options, and stock appreciation rights. Use the 

dollar amount recognized for financial statement reporting purposes 
with respect to the fiscal year in accordance with the Statement of 
Financial Accounting Standards No. 123 (Revised 2004) (FAS 123R), 
Shared Based Payments.  

iii. Earnings for services under non-equity incentive plans. This does not 
include group life, health, hospitalization or medical reimbursement 
plans that do not discriminate in favor of executives, and are available 
generally to all salaried employees.  

iv. Change in pension value. This is the change in present value of 
defined benefit and actuarial pension plans.  

v. Above-market earnings on deferred compensation which is not tax 
qualified.  

vi. Other compensation, if the aggregate value of all such other 
compensation (e.g. severance, termination payments, value of life 
insurance paid on behalf of the employee, perquisites or property) for 
the executive exceeds $10,000. 

 
b. The Grantee must report executive total compensation described above to the State 

by the end of the month during which this Grant Contract is established.   
 
c. If this Grant is amended to extend the Term, the Grantee must submit an executive 

total compensation report to the State by the end of the month in which the 
amendment to this Grant becomes effective. 

 
d. The Grantee will obtain a Data Universal Numbering System  Unique Entity Identifier 

(SAMDUNS) number and maintain its DUNS number for the term of this Grant.  More 
information about obtaining a Unique Entity Identifier DUNS Number can be found at:  
https://www.gsa.gov.Error! Hyperlink reference not valid. 

The Grantee’s failure to comply with the above requirements is a material breach of this Grant 
for which the State may terminate this Grant Contract for cause.  The State will not be 
obligated to pay any outstanding invoice received from the Grantee unless and until the 
Grantee is in full compliance with the above requirements. 

 

 

 



 

 

 

 

Prohibition on Certain Telecommunications and Video Surveillance Services or Equipment 

Add the following Section as appropriate.  Federal law prohibits the obligation or expending of federal 
award funds on certain telecommunication products or from certain entities for national security reasons.  
Use of this term is required when federal funds are involved pursuant to 2 C.F.R. Part 200, Appendix II, § K 
(citing 2 C.F.R. § 200.216).   
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Advisory Council – December 15,2021 

GRANT CONTRACT (“GR”) AND 
GOVERNMENTAL GRANT (“GG”) 

CONTRACT TEMPLATES – TRACK 
CHANGES TO CURRENT 

 
CLEAN



REQUEST: Global request to change all references to “CFDA” to “Assistance Listing” and revise 
the Grant Contract (“GR”) and Governmental Grant (“GG”) Contract Templates as 
follows:  

The following revisions should be made: Changes are in red 

C.7.      Disbursement Reconciliation and Close Out.  The Grantee shall submit any final invoice and a 
grant disbursement reconciliation report within ninety (90) days of the Grant Contract end date, in 
form and substance acceptable to the State.  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit a grant disbursement 
reconciliation report within ninety (90) days of the Grant Contract end date and in form and 
substance acceptable to the State (and include, as applicable, documentation and receipts as 
required by the above-referenced "State Comprehensive Travel Regulations").  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit a grant disbursement 
reconciliation report within ninety (90) days of the Grant Contract end date and in form and 
substance acceptable to the State (and include, as applicable, documentation and receipts as 
required by the above-referenced "State Comprehensive Travel Regulations").  

C.#.      Disbursement Reconciliation and Close Out.  The Grantee shall submit any final invoice and a 
grant disbursement reconciliation report within ninety (90) days of the Grant Contract end date 
and in form and substance acceptable to the State.  

 

Federal Funding Accountability and Transparency Act 

Add the following Section if the Grant Contract will be funded in whole or part by federal funds 
anticipated to equal or exceed $30,000. 

E.#. Federal Funding Accountability and Transparency Act (FFATA).  This Grant requires 
the Grantee to provide supplies or services that are funded in whole or in part by federal funds 
that are subject to FFATA. The Grantee is responsible for ensuring that all applicable 
requirements, including but not limited to those set forth herein, of FFATA are met and that the 
Grantee provides information to the State as required.  The Grantee shall comply with the 
following: 

a. Reporting of Total Compensation of the Grantee’s Executives.  
 

(1) The Grantee shall report the names and total compensation of each of its five 
most highly compensated executives for the Grantee’s preceding completed 
fiscal year, if in the Grantee’s preceding fiscal year it received: 
 
i. 80 percent or more of the Grantee’s annual gross revenues from 

federal procurement contracts and Federal financial assistance 
subject to the Transparency Act, as defined at 2 C.F.R. § 170.320 
(and sub awards); and  

ii. $25,000,000 or more in annual gross revenues from federal 
procurement contracts (and subcontracts), and federal financial 
assistance subject to the Transparency Act (and sub awards); and 

iii. The public does not have access to information about the 
compensation of the executives through periodic reports filed under 
section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 
U.S.C. § 78m(a), 78o(d)) or § 6104 of the Internal Revenue Code of 
1986. (To determine if the public has access to the compensation 



information, see the U.S. Security and Exchange Commission total 
compensation filings at http://www.sec.gov/answers/execomp.htm.). 

 
As defined in 2 C.F.R. § 170.315, “Executive” means officers, managing 
partners, or any other employees in management positions. 
 

(2) Total compensation means the cash and noncash dollar value earned by the 
executive during the Grantee’s preceding fiscal year and includes the following 
(for more information see 17 § C.F.R. 229.402(c)(2)):  

 
i. Salary and bonus.  
ii. Awards of stock, stock options, and stock appreciation rights. Use the 

dollar amount recognized for financial statement reporting purposes 
with respect to the fiscal year in accordance with the Statement of 
Financial Accounting Standards No. 123 (Revised 2004) (FAS 123R), 
Shared Based Payments.  

iii. Earnings for services under non-equity incentive plans. This does not 
include group life, health, hospitalization or medical reimbursement 
plans that do not discriminate in favor of executives, and are available 
generally to all salaried employees.  

iv. Change in pension value. This is the change in present value of 
defined benefit and actuarial pension plans.  

v. Above-market earnings on deferred compensation which is not tax 
qualified.  

vi. Other compensation, if the aggregate value of all such other 
compensation (e.g. severance, termination payments, value of life 
insurance paid on behalf of the employee, perquisites or property) for 
the executive exceeds $10,000. 

 
b. The Grantee must report executive total compensation described above to the State 

by the end of the month during which this Grant Contract is established.   
 
c. If this Grant is amended to extend the Term, the Grantee must submit an executive 

total compensation report to the State by the end of the month in which the 
amendment to this Grant becomes effective. 

 
d. The Grantee will obtain a Unique Entity Identifier (SAM) and maintain its number for 

the term of this Grant.  More information about obtaining a Unique Entity Identifier  can 
be found at: https://www.gsa.gov.Error! Hyperlink reference not valid. 

The Grantee’s failure to comply with the above requirements is a material breach of this Grant 
for which the State may terminate this Grant Contract for cause.  The State will not be 
obligated to pay any outstanding invoice received from the Grantee unless and until the 
Grantee is in full compliance with the above requirements. 

 

 

 

 

 

 



 

Prohibition on Certain Telecommunications and Video Surveillance Services or Equipment 

Add the following Section as appropriate.  Federal law prohibits the obligation or expending of federal 
award funds on certain telecommunication products or from certain entities for national security reasons.  
Use of this term is required when federal funds are involved pursuant to 2 C.F.R. Part 200, Appendix II, § K 
(citing 2 C.F.R. § 200.216).   
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GRANT CONTRACT (“GR”) AND 
GOVERNMENTAL GRANT (“GG”) 
CONTRACT TEMPLATES – NEW 

OPTIONAL TERMS 
 

NEW 
 
 
 
 
 
 
 
 
 
 
 



REQUEST:  Add the following as NEW Optional Terms to the GR and GG Templates:  

 

Domestic Preference for Procurements.  

Add the following section as appropriate or when required by federal funding source.  See 2 C.F.R. Part 
200, Appendix II, § L (citing 2 C.F.R. § 200.322). 

   

E.#.   Domestic Preference for Procurements.  As appropriate, and to the extent consistent with law, the 
Grantee should, to the greatest extent practicable, provide a preference for the purchase, 
acquisition, or use of goods, products or materials produced in the United States.  This includes, 
but is not limited to iron, aluminum, steel, cement, and other manufactured products.  For 
purposes of this clause: (1) “Produced in the United States” means, for iron and steel products, 
that all manufacturing processes, from the initial melting stage through the application of coatings, 
occurred in the United States; (2) “Manufactured products” means items and construction 
materials composed in whole or in part of non-ferrous metals such as aluminum; plastics and 
polymer-based products such as polyvinyl chloride pipe; aggregates such as concrete; glass, 
including optical fiber; and lumber. 

 

Never Contract with the Enemy.  
The following term applies only to grants that are expected to exceed $50,000 and that are performed 
outside the United States, including U.S. territories, and that are in support of a contingency operation in 
which members of the Armed Forces are actively engaged in hostilities. It does not apply to the 
authorized intelligence or law enforcement activities of the Federal Government.  

 

E.#.   Never Contract with the Enemy.  
I. Prohibition on Providing Funds to the Enemy 

A. The Grantee must— 
1. Exercise due diligence to ensure that none of the funds, including supplies 

and services, received under this grant or cooperative agreement are 
provided directly or indirectly (including through subawards or contracts) to 
a person or entity who is actively opposing the United States or coalition 
forces involved in a contingency operation in which members of the Armed 
forces are actively engaged in hostilities, which must be completed 
through 2 C.F.R. 180.300 prior to issuing a subaward or contract and; 

2. Terminate or void in whole or in part any subaward or contract with a 
person or entity listed in SAM as a prohibited or restricted source pursuant 
to subtitle E of Title VIII of the NDAA for FY 2015, unless the Department 
of State provides written approval to continue the subaward or contract. 

B. The Grantee may include the substance of this clause, including paragraph (A) of 
this clause, in subawards under this grant or cooperative agreement that have an 
estimated value over $50,000 and will be performed outside the United States, 
including its outlying areas. 

C. The State has the authority to terminate or void this grant or cooperative 
agreement, in whole or in part, if the State becomes aware that the Grantee failed 
to exercise due diligence as required by paragraph (A) of this clause or if the State 
becomes aware that any funds received under this grant or cooperative agreement 
have been provided directly or indirectly to a person or entity who is actively 
opposing coalition forces involved in a contingency operation in which members of 
the Armed Forces are actively engaged in hostilities. 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=8de1509dffa794102d431d13e52aa81a&mc=true&r=SECTION&n=se2.1.200_1322


II. Additional Access to Grantee Records 
A. In addition to any other existing examination-of-records authority, the State is 

authorized to examine any records of the Grantee and its subawards or contracts 
to the extent necessary to ensure that funds, including supplies and services, 
available under this grant or cooperative agreement are not provided, directly or 
indirectly, to a person or entity that is actively opposing United States or coalition 
forces involved in a contingency operation in which members of the Armed Forces 
are actively engaged in hostilities, except for awards awarded by the Department 
of Defense on or before December 19, 2017 that will be performed in the United 
States Central Command (USCENTCOM) theater of operations. 

B. The substance of this clause, including this paragraph (B), is required to be 
included in subawards or contracts under this grant or cooperative agreement that 
have an estimated value over $50,000 and will be performed outside the United 
States, including its outlying areas. 
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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.  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.  

• 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 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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1. INTRODUCTION 
 

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, service-disabled veterans, persons with disabilities and small business enterprises, an 
opportunity to do business with the state as contractors, subcontractors or suppliers. 

 
1.1. 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. 

 
1.1.2. ONLY IF APPLICABLE AND IF THE MAXIMUM LIABILITY IS NOT INCLUDED IN THE PRO FORMA 

CONTRACT, INCLUDE INFORMATION REGARDING THE TOTAL ESTIMATED SCOPE OR VOLUME 
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). 

 
1.2. 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 successful Respondent 
must sign. 

 
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 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. 

 
1.4. 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 
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1.4.2. 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 IF 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, service-disabled veteran-owned, 
businesses owned by persons with disabilities, and small businesses as well as 
general, public information relating to this RFP (visit 
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-
contacts.html 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 

 
1.4.3. 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.   

 
1.4.4. 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. 

 
1.4.5. 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.  It is encouraged for Respondents to submit bids digitally.  

 
1.4.6. 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). 

 
1.4.7. 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 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
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means deemed reasonable by the State.  For internet posting, please refer to the following 
website: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/supplier-information/request-for-proposals--rfp--opportunities1.html. 

 
 
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. 

 
1.5. 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. 

 
1.6. 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. 

 
1.7. 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.  

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-information/request-for-proposals--rfp--opportunities1.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-information/request-for-proposals--rfp--opportunities1.html
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1.8. Notice of Intent to Respond 

 
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); 
 a contact 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. 

 
1.9. 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.   
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2. RFP SCHEDULE OF EVENTS 
 
2.1. The following RFP Schedule of Events represents the State’s best estimate for this RFP.   
 

EVENT 
 

TIME  
(central time zone) 

DATE 
 

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. State Completion of Technical Response 
Evaluations   ≥ 3 BUSINESS DAYS LATER 

9. State Opening & Scoring of Cost Proposals  2:00 p.m. 1 BUSINESS DAY LATER 

10. State Notice of Intent to Award Released and 
RFP Files Opened for Public Inspection 2:00 p.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 

 
2.2. 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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3. RESPONSE REQUIREMENTS 
 
3.1. Response Form 

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

 
3.1.1. 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 should duplicate and 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. A response 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 ½” 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. All information 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. 

 
3.1.2. 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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3.1.2.2. The proposed cost shall incorporate ALL costs for services under the contract for the 
total contract period, including any renewals or extensions.   

 
3.1.2.3. A Respondent must sign and date the Cost Proposal. 
 
3.1.2.4. 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. 
 

3.2.2.1. 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. 

 
3.2.2.2. 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: 
 
3.2.3.1. 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]” 

 
3.2.3.2. 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]” 
 

3.2.4. 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 
 

3.3. Response & Respondent Prohibitions  
 

3.3.1. 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. 

 
3.3.2. 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. 

 
3.3.3. 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. 

 
3.3.4. A Cost Proposal must be prepared and arrived at independently and must not involve 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. 

 
3.3.5. 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.  

 
3.3.6. 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. 

 
3.3.7. 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.  An individual 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.   

3.3.9. This RFP is also subject to Tenn. Code Ann. § 12-4-101—105.  

 
3.4. 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 unless such is formally requested, in writing, by the State.   

 
3.5. 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.   

 
3.6. 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. 

 
3.7. 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 Item 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 approval. 
 
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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4.6. Insurance 
 
The State 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. 

 
4.7. Professional Licensure and Department of Revenue Registration 
 

4.7.1. 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. 

 
4.7.2. 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. 

 
4.7.3.   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.  To register, please visit the Department of Revenue’s 
Tennessee Taxpayer Access Point (TNTAP) website for Online Registration and the Vendor 
Contract Questionnaire.  These resources are available at the following: 
https://tntap.tn.gov/eservices/_/#1 

 
4.8. Disclosure of Response Contents 
 

4.8.1. 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 does 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. 

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

confidence during the evaluation process.   
4.8.3. 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 Tenn. Code Ann. § 10-7-504(a)(7). 

 
4.9. Contract Approval and Contract Payments 
 

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

 
4.9.2.  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 Contract 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. 

 
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. 

https://tntap.tn.gov/eservices/_/#1
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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 responsible 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 Effective 
Date or after the Contract Term.  

 
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. 

 
4.10. 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. 

 
4.11. Contract Amendment 

 
After Contract award, the State may request the Contractor to deliver additional goods or perform 
additional services within the general scope of the Contract and this RFP, but beyond the specified 
Scope, 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 applicable 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. 

 
4.12. 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. 

 
4.13. Next Ranked Respondent 

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



10-21-2101-20-22 RFP 
 

RFP # NUMBER 
PAGE NUMBER 

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. 

 
EVALUATION CATEGORY MAXIMUM POINTS POSSIBLE 

General Qualifications & Experience 
(refer to RFP Attachment 6.2., Section B) NUMBER 

Technical Qualifications, Experience & 
Approach 
(refer to RFP Attachment 6.2., Section C) 

NUMBER 

Cost Proposal 
(refer to RFP Attachment 6.3.) NUMBER ≥ 30% OF TOTAL POINTS 

 
5.2. Evaluation Process 

 
The evaluation process is designed to award the contract resulting 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 
material 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; 

 
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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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 Proposal 
Evaluation Team identifies any Respondent that does not 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. 

 
5.2.2. 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. 

 
5.2.3. 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). 

 
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 contract award. 

 
5.3.2. 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. 

 
5.3.3. 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 
entitlement in either the apparent best-evaluated Respondent or any other Respondent. 

 
5.3.4. The Respondent identified as offering the apparent best-evaluated response 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 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 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 terms and 

conditions or pricing 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. 
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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 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, Item A.1.).   

The Respondent does, hereby, expressly affirm, declare, confirm, certify, and assure ALL of the following: 
1. The Respondent will comply with all of the provisions and requirements of the RFP. 
2. The Respondent will provide all services as defined in the Scope of the RFP Attachment 6.6., Pro Forma Contract for 

the total Contract Term. 
3. 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. 
4. The Respondent acknowledges and agrees that a contract resulting from the RFP shall incorporate, by reference, all 

proposal responses as a part of the Contract. 
5. 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. 

6. To the knowledge of the undersigned, the information detailed within the response submitted to this RFP is accurate. 
7. The response submitted to this RFP was independently prepared, without collusion, under penalty of perjury. 
8. No amount shall be paid directly or indirectly to an employee or official of the State of Tennessee 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. 

9. 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. 

10. 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: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/library-/public-information-library.html. 

By signing this Statement of Certifications 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 NOT SIGN THIS DOCUMENT IF YOU ARE NOT LEGALLY AUTHORIZED TO BIND THE RESPONDENT 

SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  

RESPONDENT LEGAL ENTITY 
NAME: 

 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-/public-information-library.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-/public-information-library.html
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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 Solicitation 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. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

  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 alternate responses (refer to RFP Section 
3.3.). 

 

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

 

 A.1. 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 shall cause to deliver goods or perform 
services under the contract has a possible conflict of interest (e.g., 
employment by the State of Tennessee) 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. 

 

 A.3. INSERT APPROPRIATE MANDATORY REQUIREMENT OPTIONS AS 
NEEDED. (FOLLOWING A.2., YOU MUST INCLUDE AT LEAST ONE 
OPTION TO DETERMINE FINANCIAL RESPONSIBILITY). 

 

 A.#. 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. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

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 Items. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 B.1. Detail the name, e-mail address, mailing address, telephone number, and facsimile number of 
the person the State should contact regarding the response. 

 B.2. 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. 

 B.6. 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. 

 B.8. 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 benefit of creditors.  If so, 
include an explanation providing relevant details. 

 B.9. 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, explain 
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. 
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RFP ATTACHMENT 6.2. — SECTION B (continued) 

RFP # NUMBER 
PAGE NUMBER 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

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.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 expressly assented to being 
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: 
(a) 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, service-disabled veterans, persons with disabilities, 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, service-disabled veterans, persons with 
disabilities, and small business enterprises. Please include the following information: 
(i) contract description; 
(ii) contractor name and ownership characteristics (i.e., ethnicity, gender, service-disabled 

veteran-owned or persons with disabilities); 
(iii) contractor contact name and telephone number. 

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

(ii) anticipated goods or services contract descriptions; 
(iii) names and ownership characteristics (i.e., ethnicity, gender, service-disabled veterans, 

or disability) of anticipated subcontractors and supply contractors. 
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RFP ATTACHMENT 6.2. — SECTION B (continued) 

RFP # NUMBER 
PAGE NUMBER 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 
NOTE:  In order to claim status as a Diversity Business Enterprise under this contract, 
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&XID=9810 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, service-
disabled veterans, persons with disabilities, 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 
five (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. 

 B.17. 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. 

 B.#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM REFERENCES AS NECESSARY 

SCORE (for all Section B—Qualifications & Experience Items above): 
(maximum possible score = RFP § 5.1. NUMBER)  

State Use – Evaluator Identification: 

https://tn.diversitysoftware.com/FrontEnd/StartCertification.asp?TN=tn&XID=9810
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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 = excellent 

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. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

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

 NUMBER  

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

 NUMBER  

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

 NUMBER  

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

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

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

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

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

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

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

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

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

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

 C.#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM 
REFERENCES & WEIGHTS AS NECESSARY   NUMBER  
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RFP ATTACHMENT 6.2. — SECTION C (continued) 

RFP # NUMBER 
PAGE NUMBER 

Formatted: Font color: Red

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

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

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

The Solicitation Coordinator will use this sum and the formula below to 
calculate the section score.  All calculations will use and result in numbers 
rounded to two (2) places to the right of the decimal point. 

Total Raw Weighted Score: 
(sum of Raw Weighted Scores above)   

 Total Raw Weighted Score 
X RFP § 5.1. NUMBER 

(maximum possible score) = SCORE:   Maximum Possible Raw Weighted Score 
(i.e., 5 x the sum of item weights above) 

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 6.6., 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 each 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 shall NOT create rights, interests, or claims of entitlement 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 6.6.), “The State is under no obligation to request 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 said individual is not the President or 
Chief Executive Officer, this document must attach evidence showing the individual’s authority to legally bind 
the Respondent. 

RESPONDENT SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  
 

RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

DESCRIPTION $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  
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RFP ATTACHMENT 6.3. (continued) 

RFP # NUMBER 
PAGE NUMBER 

RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

EVALUATION COST AMOUNT (sum of evaluation costs above):  
 The Solicitation Coordinator will use this sum and the formula below to calculate the Cost Proposal Score.  

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 

 
lowest evaluation cost amount from all proposals 

x RFP § 5.1. NUMBER 
(maximum section 

score) 

= 
SCORE:  

evaluation cost amount being evaluated 

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

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

The Respondent will be solely responsible for obtaining completed reference questionnaires as detailed below, 
and for enclosing the sealed reference envelopes within the Respondent’s Technical Response... Provide 
references from individuals who are not current State employees of the procuring State Agency for projects 
similar to the goods or services sought under this RFP and which represent:   

 two (2) contracts Respondent currently services that are similar in size and scope to the services required 
by this RFP; and 

 three (3) completed contracts that are similar in size and scope to the services required by this RFP.   
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 individual contact reference provided for each contract or project shall not be a current State 
employee of the procuring State agency.  Procuring State agencies that accept references from another State 
agency shall document, in writing, a plan to ensure that no contact is made between the procuring State agency 
and a referring State agency. The standard reference questionnaire, should be used and completed, and is 
provided on the next page of this RFP Attachment 6.4.   
The Respondent will be solely responsible for obtaining completed reference questionnaires and including them in 
the sealed Technical Response.  In order to obtain and submit the completed reference questionnaires 
followfollowing one of the processtwo processes below. 
 
Written: 
(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. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) 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 able to collect all required references in time to include them 
within the sealed Technical Response). 

(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. 
 
Email:  
(a) Add the Respondent’s name to the standard reference questionnaire at RFP Attachment 6.4. and make a 

copy for each reference. 
(b) E-mail a reference questionnaire to each reference. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) sign and date the completed reference questionnaire; 
(iii) E-mail the reference directly to the Solicitation Coordinator by the RFP Technical Response Deadline with 

the Subject line of the e-mail as “[Respondent’s Name] Reference for RFP # NUMBER”. 
 
NOTES:   
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 The State will not accept late references or references submitted by any means other than thatthe two which 
isare 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 reference e-mails or 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.  
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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 and follow either process outlined below; 
Physical:  
 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. 
E-Mail: 
 e-mail the completed questionnaire to: 

Solicitation Coordinator Name and E-Mail Address 
  
 
 
(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. 
 

NAME:  

TITLE:  

TELEPHONE #  

E-MAIL ADDRESS:  

 
(3) What goods or services does/did the reference subject provide to your company or organization? 
 
 
 
 
 
 
 
 
(4) 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. 

Formatted: Font: Bold
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(5) 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. 

 
 
 
 
 
 
 
 
(6) How satisfied are you with the reference subject’s ability to perform based on your expectations 

and according to the contractual arrangements?  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

REFERENCE SIGNATURE: 
(by the individual completing this  

request for reference information) 

 

DATE: 

(must be the same as the signature across the envelope seal) 
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RFP ATTACHMENT 6.5. 

SCORE SUMMARY MATRIX 

 RESPONDENT NAME RESPONDENT NAME RESPONDENT NAME 

GENERAL QUALIFICATIONS 
& EXPERIENCE  
(maximum:  § 5.1. NUMBER)    

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

TECHNICAL 
QUALIFICATIONS, 
EXPERIENCE & APPROACH  
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

COST PROPOSAL  
(maximum:  § 5.1. NUMBER) SCORE:  SCORE:  SCORE:  

TOTAL RESPONSE 
EVALUATION SCORE: 

(maximum: NUMBER) 
      

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

RFP ATTACHMENT 6.6. 

RFP # NUMBER PRO FORMA CONTRACT 
The Pro Forma Contract detailed in following pages of this exhibit contains some “blanks” (signified by 
descriptions in capital letters) that will be completed with appropriate information in the final contract 
resulting from the RFP. 
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PRO FORMA CONTRACT 
DRAFTED IN COMPLIANCE WITH CURRENT APPLICABLE MODEL  
  



10-21-2101-20-22  RFP 
 

ii 

 
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. Nondiscrimination 

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 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. 

 
 
1.4.1. RFP Communications 

Assign a RFP number consisting of: 
• the 5-digit, procuring agency business unit code  
• a unique, 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.  



10-21-2101-20-22  RFP 
 

iii 

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 attends in person. 
 

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

 A.#. Respondent’s representative attended the mandatory Pre-response 
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., minority, woman-owned, service-disabled veteran-owned, businesses owned by persons with 
disabilities or small 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 bond 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: 
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a. a performance bond that covers the entire Contract period including all options to extend the 
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: 
 

EVENT 
 

TIME  
(central time zone) 

DATE 
 

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.  
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10. State Notice of Intent to Award Released and 
RFP Files Opened for Public Inspection 2:00 p.m.  

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 or Field Test 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 or 
Field Test   

#.   Respondent Oral Presentation or Field Test 8 a.m. - 4:30 p.m.  

 
Option: Negotiations.   
For CPO USE ONLY.  Add the following after the Cost Proposal Deadline event, if applicable.   

#.   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 ½” 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.   

 
 

Option: Digital Submittal of Responses.    
Delete section 3.1.2.4. and replace with the following if Responses should be submitted as digital 
documents. 
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3.1.2.4.  A Respondent must submit the Cost Proposal to the State on a separate e-mail, CD, or USB flash 
drive from the Technical Response (as detailed in RFP Sections 3.2.3., et. seq)..). 

 
 

Option:  Digital (instead of Paper) Submittal of Responses. 
Delete and replace section 3.2. with the following if following if Responses should be submitted as digital 
documents.  Please note that all electronic records must be maintained in accordance with the Secretary 
of State’s Record Management Division’s and the Department of Finance & Administration’s Strategic 
Technology Solution’s policies.      

 
 

3.2. Response Delivery  
 
3.2.1. A Respondent must ensure that both the Technical Response and Cost Proposal files meet all 

form and content requirements, including all required signatures, as detailed within this RFP.  

3.2.2. A Respondent must submit their response as specified in one of the two formats below.    

3.2.2.1. Digital Media Submission 

3.2.2.1.3.2.2.1.1. Technical Response 

The Technical Response document should be 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 and should be clearly identified as the:  
 
“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 clearly labeled: 
 
“RFP # NUMBER TECHNICAL RESPONSE COPY”  
 
The sealed customer references should be the only paper documents 
includeddelivered by each reference in the document. accordance with RFP 
Attachment 6.4. Reference Questionnaire.  

 

3.2.2.2.3.2.2.1.2. Cost Proposal:  

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format properly recorded on a separate, otherwise blank, standard CD-R recordable 
disc or USB flash drive clearly labeled:  
 
“RFP #NUMBER COST PROPOSAL”  
 
An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable.   
 

3.2.2.2. E-mail Submission 

3.2.2.2.1. Technical Response3.2.3. A 

The Technical Response document should be in the form of one (1) digital document in 
“PDF” format or other easily accessible digital format attached to an e-mail to the 
Solicitation Coordinator.  Both the subject and file name should be clearly identified as 
follows:  
 
“RFP #NUMBER TECHNICAL RESPONSE”  
 

 
 

Formatted

Formatted

Formatted: Underline
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The customer references should be delivered by each reference in accordance with RFP Attachment 6.4. 
Reference Questionnaire.  
 

3.2.2.2.2. Cost Proposal:  

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format or other easily accessible digital format attached to an e-mail to the Solicitation 
Coordinator.  Both the subject and file name should be clearly identified as follows:   
 
“RFP #NUMBER COST PROPOSAL”  
 
An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable.   

 

3.2.3. For e-mail submissions, the Technical Response and Cost Proposal documents must be 
dispatched to the Solicitation Coordinator in separate e-mail messages.  For digital media 
submissions, a Respondent must separate, seal, package, and label the documents and copies 
for delivery as follows: 
 
3.2.3.1. The Technical Response and copies must be placed in a sealed package that is clearly 

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

 
3.2.3.2. The Cost Proposal must be placed in a separate, sealed package that is clearly 

labeled: 
 
“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]” 

 
3.2.3.4. Any Respondent wishing to submit a Response in a format other than digital may do so 

by contacting the Solicitation Coordinator.   
 

3.2.4. 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 
 

 
 
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. 
 
Option:  Additional Delivery Instructions.   
Revise required response format and subsections, if necessary, to provide for additional instructions for 
labeling and submitting the Technical Response and Cost Proposal. 
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3.3. 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.   
 
4. GENERAL CONTRACTING INFORMATION & REQUIREMENTS 
 
4.8. 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 III 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 III data reporting information. 
 

     
 
5. EVALUATION & CONTRACT AWARD 
 
5.1. 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 assigned to the Cost 
Proposal may NOT be less than 30% of the total points. 

 
Option:  Oral Presentation or Field Test Points – Example 1. 
Replace the RFP Section 5.1. table with the following if an Oral Presentation or Field Test requirement is 
proposed.  Only include this section if the Oral Presentation or Field Test will be evaluated as a separate 
evaluation category.   
   

EVALUATION CATEGORY MAXIMUM POINTS POSSIBLE 



10-21-2101-20-22  RFP 
 

ix 

General Qualifications & Experience 
(refer to RFP Attachment 6.2., Section B) NUMBER 

Technical Qualifications, Experience & Approach 
(refer to RFP Attachment 6.2., Section C) NUMBER 

Oral Presentation or Field Test 
(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 or Field Test Points – Example 1.  
The procuring state agency must maintain an accurate record of each Respondent’s oral presentation or Field Test 
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 or Field Test.  
 
Insert the following as sections 5.2.1.5., et seq. (and renumber current section 5.2.1.5. accordingly) if an 
Oral Presentation or Field Test is required. 

5.2.1.5. The Solicitation Coordinator will invite each apparently responsive and responsible 
Respondent to make a(n) Oral Presentation or Field Test. 

 
5.2.1.5.1. The Oral Presentations or Field Tests are mandatory.  The Solicitation 

Coordinator will schedule Respondent Presentations or Field Tests 
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 or 
Tests 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 or Tests 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. 

 
5.2.1.5.3. Oral Presentations or Field Tests provide an opportunity for 

Respondents to explain and clarify their responses and for the State to 
test to better understand the practical application of the good or 
service as applicable.  Respondents must not materially alter their 
responses and Presentations or Field Tests will be limited to 
addressing the items detailed in RFP Attachment 6.2., Technical 
Response & Evaluation Guide.  Respondent pricing shall not be 
discussed or provided during Oral Presentations or Field Tests. 

 
5.2.1.5.4. The State will maintain an accurate record of each Respondent’s Oral 

Presentation or Field Test session.  The record of the Respondent’s 
Oral Presentation or Field Test shall be available for review when the 
State opens the procurement files for public inspection. 
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5.2.1.5.5. Proposal Evaluation Team members will independently evaluate each 
Oral Presentation or Field Test in accordance with the RFP 
Attachment 6.2., Technical 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 or Field Test Threshold 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 or Field Test 
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 or Field Test.  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 or Field Test who have 
attained a minimum score of NUMBER (#). 
   
Option:  Oral Presentation or Field Test No Points – Example 2.  
The procuring state agency must maintain an accurate record of each Respondent’s Oral Presentation or Field Test 
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 or Field Test.   
 
Insert the following optional language as sections 5.2.1.5., et seq. (and renumber current section 5.2.1.5. 
accordingly) if an Oral Presentation or Field Test is proposed. 

5.2.1.5. The Solicitation Coordinator will invite each Respondent, who is apparently responsive 
and responsible, to make an Oral Presentation or Field Test. 

 
5.2.1.5.1. The Oral Presentations or Field Tests are mandatory.  The Solicitation 

Coordinator will schedule Respondent Presentation or Field Test 
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 Presentations 
or Field Tests schedule has been determined, the Solicitation 
Coordinator will contact Respondents with the relevant information as 
indicated by RFP Section 2, Schedule of Events. 

 



10-21-2101-20-22  RFP 
 

xi 

5.2.1.5.2. Respondent Presentations or Field Tests 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. 

 
5.2.1.5.3. Oral Presentations or Field Tests provide an opportunity for 

Respondents to explain and clarify their responses and for the State to 
test to better understand the practical application of the good or 
service as applicable.  Respondents must not materially alter their 
responses and Presentations or Field Tests 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 or Field Tests.  Evaluators may 
adjust Respondents’ Technical Response scores based on Oral 
Presentations or Field Tests. 

 
5.2.1.5.4. The State will maintain an accurate record of each Respondent’s Oral 

Presentations or Field Tests session.  The record of the Respondent’s 
Oral Presentations or Field Tests shall be available for review when 
the State opens the procurement files for public inspection. 

 
 
Option: Clarifications and Negotiations. 
For CPO USE ONLY.  Note: Negotiations (pricing or terms and conditions negotiations) shall not be 
utilized by a state agency unless such procurement 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. 

 
5.2.3.1. Clarifications: The State may identify areas of a response that may require further 

clarification 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 multiple 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. 

 

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

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 



10-21-2101-20-22  RFP 
 

xii 

target price negotiations, Respondents are not obligated to reduce their pricing to target 
prices, but no Respondent is allowed to increase prices.   

 

5.2.3.4. If the State determines that it is unable to successfully negotiate terms and conditions of a 
contract with the apparent best evaluated Respondent, the State reserves the right to 
bypass the apparent best evaluated Respondent and enter into terms and conditions 
contract negotiations with the next apparent best evaluated Respondent.  

 
 

Option: Multiple Contract Awards Possible  
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 
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services being procured.  In the interests of flexibility, one or more of the following optional provisions must be 
utilized. 

 
Option: Bank Reference 
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 bank reference as evidence of Respondent’s financial responsibility. 

 A.#. 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. 

 

 
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 
done business written in the form of standard business letters, signed, and dated within the 
past three (3) months. 

 
Option: Credit 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. 

 A.#. 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 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 financial responsibility. 
   

 A.#. Provide a current credit rating from Moody’s, Standard & Poor’s, A.M. Best or Fitch Ratings, 
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 insufficient 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.) 
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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 Dollars ($NUMBER AMOUNT) per occurrence for 
employers’ liability; 

(ii) 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 ($NUMBER AMOUNT) per occurrence and 
WRITTEN AMOUNT Dollars ($NUMBER AMOUNT) 
aggregate; 

(iii) 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 ($NUMBER AMOUNT) per occurrence; and 

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

(e) The following information applicable to each type of insurance 
coverage: 
(i) Coverage Description,  
(ii) Exceptions and Exclusions,  
(iii) 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.   

 A.#. Provide the Respondent’s most recent independent audited financial 
statements.   Said independent audited financial statements must: 
(1) reflect an audit period for a fiscal year ended within the last 36 

months; 
(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 
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(5) be deemed, in the sole discretion of the State 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.   
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 ($NUMBER 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. 

 

 
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.    

 
 
6.2. TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT – SECTION B 
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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.  
 
  

 
 
 

6.2. 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 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. 
 
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. 
 
Option:  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. 

 
Option:  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 or field test 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. 
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RFP ATTACHMENT 6.2.— SECTION D 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION D:  ORAL PRESENTATION OR FIELD TEST.  The Respondent must address ALL Oral Presentation or Field Test 
Items (below).   
A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the oral 
presentation or field test 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 evaluation).  The resulting product will be the item’s raw, weighted score for purposes of calculating 
the section score as indicated. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Oral Presentation or Field Test Items Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

D.1. ORAL PRESENTATION OR FIELD TEST TOPIC OR 
QUESTION TO BE ADDRESSED  NUMBER  

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

Total Raw Weighted Score (sum of Raw Weighted Scores above): 
The Solicitation Coordinator will use this sum and the formula below to calculate the score. 

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 
 

 total raw weighted score 

X RFP § 5.1. NUMBER 
(maximum section score) 

= SCORE:   maximum possible raw weighted 
score 

(i.e., 5 x the sum of item weights above) 

State Use – Evaluator Identification: 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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6.3. 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 calculations 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 a minimum proposed amount for one or more compensable units.)  

 
Note: A RFP is not the correct solicitation choice if the procurement is for certain categories of 
professional services (e.g., attorneys, financial advisors, or engineers). Please refer to the RFQ Template 
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 for more information.   
 
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 specified periods 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.  
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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 providing goods or services as defined in the Scope of Services of the RFP Attachment 6.6., Pro Forma Contract, 
for the entire contract period.  The Cost Proposal shall remain valid for at least 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 each compensable unit 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 shall NOT create rights, interests, or claims of entitlement 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 6.6.), “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:  

 

RESPONDENT LEGAL ENTITY NAME:  

Cost Item Description 
Proposed Cost State Use ONLY 

DATE— DATE DATE— DATE DATE— DATE DATE— DATE DATE— DATE Sum  Evaluation 
Factor 

Evaluation Cost 
(sum x  factor) 

DESCRIPTION $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  
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RESPONDENT LEGAL ENTITY NAME:  

Cost Item Description 
Proposed Cost State Use ONLY 

DATE— DATE DATE— DATE DATE— DATE DATE— DATE DATE— DATE Sum  Evaluation 
Factor 

Evaluation Cost 
(sum x  factor) 

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

TOTAL EVALUATION COST AMOUNT (sum of evaluation costs above):   
The Solicitation Coordinator will use this sum and the formula below to calculate the Cost Proposal Score.  Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 

 
lowest evaluation cost amount from all proposals x RFP § 5.1. NUMBER 

(maximum possible score) 
= 

SCORE:  
evaluation cost amount being evaluated 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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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 anticipated cost of the contract), all 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. 

 
6.4. 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. 
 
Option:  Revised Reference Requirements.   

 
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.   
 

 
 
6.5. 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. 
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RFP ATTACHMENT 6.5. 

SCORE SUMMARY MATRIX 

 RESPONDENT NAME RESPONDENT NAME RESPONDENT NAME 

GENERAL QUALIFICATIONS 
& EXPERIENCE  
(maximum:  § 5.1. NUMBER)    

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

TECHNICAL 
QUALIFICATIONS, 
EXPERIENCE & APPROACH  
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

ORAL PRESENTATION/ 
FIELD TEST 
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

COST PROPOSAL  
(maximum:  § 5.1. NUMBER) SCORE:  SCORE:  SCORE:  

TOTAL RESPONSE 
EVALUATION SCORE: 

(maximum: NUMBER) 
      

Solicitation Coordinator Signature, Printed Name & Date: 
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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. 

 
 
ALTERNATE LANGUAGE IF TERMS AND CONDITIONS NEGOTIATIONS 
ALLOWED - CPO USE ONLY  

This template prescribes the format and content of alternate language to include in a Request for Proposals (RFP) 
when redlines are permitted.  All respondents shall be given fair treatment, therefore comparable information shall 
be provided in communications and negotiations and a consistent evaluation process and criteria shall be upheld 
throughout the procurement.  For additional information regarding negotiations, please see Policy Number 2012-
001 Central Procurement Office Contracting Communications and Negotiations Policy & Procedures for 
Procurements and Amendments on the CPO Library Webpage.  

 
Add all of the following sections to the RFP ONLY if it would benefit the State to consider changes to the pro forma 
contract.  Inclusion of these terms requires prior review and approval by CPO Legal.  For consistency throughout the 
RFP, delete and replace all of the standard terms and replace or add with the following if redlines are permitted.  
Please note that inclusion of these terms may result in the need to issue an amendment to provide approved 
language options to all potential respondents.  
 
3.3. Response & Respondent Prohibitions  
 

3.3.1 A response must not include alternate contract terms and conditions, except as otherwise 
permitted by the RFP. 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. 

 
 

 
5.3 Contract Award Process 
 
5.3.4 Subject to agreement on the exceptions permitted by RFP Attachment 6.2 – B.#., the 

Respondent identified as offering the apparent best-evaluated response 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 except as modified by any mutually agreed to 
exceptions permitted by RFP Attachment 6.2 – B.#.  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 Contract by this deadline, the State may determine that 
the Respondent is non-responsive to this RFP and reject the response.   

 
RFP ATTACHMENT 6.2.-  SECTION B.  

 B.#. The Respondents are permitted to submit, as part of their Response, a 
“redline” of RFP Attachment 6.6, Pro Forma Contract, that tracks the 
Respondents’ request for alternative or supplemental contract language. 
The redline changes that are allowed by this provision shall not include 
any exceptions or changes that (1) contradict any applicable state or 
federal law; (2) a mandatory requirement identified in RFP Attachment 
6.2. – Section A; or (3) alter any deadlines in the Schedule of Events. 

 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-.html
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Attachments to Agenda 
Advisory Council – December 15,2021 

REQUEST FOR PROPOSALS (“RFP”) 
TEMPLATE, OPTION: ELECTRONIC 

SUBMISSION OF PROPOSALS 
 

CLEAN 



01-20-22 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, 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.  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.  

• 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 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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1. INTRODUCTION 
 

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, service-disabled veterans, persons with disabilities and small business enterprises, an 
opportunity to do business with the state as contractors, subcontractors or suppliers. 

 
1.1. 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. 

 
1.1.2. ONLY IF APPLICABLE AND IF THE MAXIMUM LIABILITY IS NOT INCLUDED IN THE PRO FORMA 

CONTRACT, INCLUDE INFORMATION REGARDING THE TOTAL ESTIMATED SCOPE OR VOLUME 
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). 

 
1.2. 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 successful Respondent 
must sign. 

 
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 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. 

 
1.4. 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 
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1.4.2. 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 IF 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, service-disabled veteran-owned, 
businesses owned by persons with disabilities, and small businesses as well as 
general, public information relating to this RFP (visit 
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-
contacts.html 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 

 
1.4.3. 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.   

 
1.4.4. 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. 

 
1.4.5. 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.  It is encouraged for Respondents to submit bids digitally.  

 
1.4.6. 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). 

 
1.4.7. 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 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-contacts.html
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means deemed reasonable by the State.  For internet posting, please refer to the following 
website: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/supplier-information/request-for-proposals--rfp--opportunities1.html. 

 
 
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. 

 
1.5. 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. 

 
1.6. 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. 

 
1.7. 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.  

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-information/request-for-proposals--rfp--opportunities1.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-information/request-for-proposals--rfp--opportunities1.html
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1.8. Notice of Intent to Respond 

 
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); 
 a contact 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. 

 
1.9. 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.   
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2. RFP SCHEDULE OF EVENTS 
 
2.1. The following RFP Schedule of Events represents the State’s best estimate for this RFP.   
 

EVENT 
 

TIME  
(central time zone) 

DATE 
 

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. State Completion of Technical Response 
Evaluations   ≥ 3 BUSINESS DAYS LATER 

9. State Opening & Scoring of Cost Proposals  2:00 p.m. 1 BUSINESS DAY LATER 

10. State Notice of Intent to Award Released and 
RFP Files Opened for Public Inspection 2:00 p.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 

 
2.2. 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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3. RESPONSE REQUIREMENTS 
 
3.1. Response Form 

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

 
3.1.1. 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 should duplicate and 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. A response 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 ½” 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. All information 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. 

 
3.1.2. 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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3.1.2.2. The proposed cost shall incorporate ALL costs for services under the contract for the 
total contract period, including any renewals or extensions.   

 
3.1.2.3. A Respondent must sign and date the Cost Proposal. 
 
3.1.2.4. 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. 
 

3.2.2.1. 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. 

 
3.2.2.2. 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: 
 
3.2.3.1. 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]” 

 
3.2.3.2. 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]” 
 

3.2.4. 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 
 

3.3. Response & Respondent Prohibitions  
 

3.3.1. 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. 

 
3.3.2. 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. 

 
3.3.3. 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. 

 
3.3.4. A Cost Proposal must be prepared and arrived at independently and must not involve 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. 

 
3.3.5. 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.  

 
3.3.6. 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. 

 
3.3.7. 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.  An individual 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.   

3.3.9. This RFP is also subject to Tenn. Code Ann. § 12-4-101—105.  

 
3.4. 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 unless such is formally requested, in writing, by the State.   

 
3.5. 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.   

 
3.6. 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. 

 
3.7. 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 Item 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 approval. 
 
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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4.6. Insurance 
 
The State 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. 

 
4.7. Professional Licensure and Department of Revenue Registration 
 

4.7.1. 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. 

 
4.7.2. 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. 

 
4.7.3.   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.  To register, please visit the Department of Revenue’s 
Tennessee Taxpayer Access Point (TNTAP) website for Online Registration and the Vendor 
Contract Questionnaire.  These resources are available at the following: 
https://tntap.tn.gov/eservices/_/#1 

 
4.8. Disclosure of Response Contents 
 

4.8.1. 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 does 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. 

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

confidence during the evaluation process.   
4.8.3. 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 Tenn. Code Ann. § 10-7-504(a)(7). 

 
4.9. Contract Approval and Contract Payments 
 

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

 
4.9.2.  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 Contract 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. 

 
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. 

https://tntap.tn.gov/eservices/_/#1
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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 responsible 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 Effective 
Date or after the Contract Term.  

 
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. 

 
4.10. 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. 

 
4.11. Contract Amendment 

 
After Contract award, the State may request the Contractor to deliver additional goods or perform 
additional services within the general scope of the Contract and this RFP, but beyond the specified 
Scope, 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 applicable 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. 

 
4.12. 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. 

 
4.13. Next Ranked Respondent 

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

 
EVALUATION CATEGORY MAXIMUM POINTS POSSIBLE 

General Qualifications & Experience 
(refer to RFP Attachment 6.2., Section B) NUMBER 

Technical Qualifications, Experience & 
Approach 
(refer to RFP Attachment 6.2., Section C) 

NUMBER 

Cost Proposal 
(refer to RFP Attachment 6.3.) NUMBER ≥ 30% OF TOTAL POINTS 

 
5.2. Evaluation Process 

 
The evaluation process is designed to award the contract resulting 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 
material 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; 

 
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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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 Proposal 
Evaluation Team identifies any Respondent that does not 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. 

 
5.2.2. 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. 

 
5.2.3. 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). 

 
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 contract award. 

 
5.3.2. 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. 

 
5.3.3. 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 
entitlement in either the apparent best-evaluated Respondent or any other Respondent. 

 
5.3.4. The Respondent identified as offering the apparent best-evaluated response 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 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 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 terms and 

conditions or pricing 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. 
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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 response. 



01-20-22 RFP 
 

RFP # NUMBER 
PAGE NUMBER 

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, Item A.1.).   

The Respondent does, hereby, expressly affirm, declare, confirm, certify, and assure ALL of the following: 
1. The Respondent will comply with all of the provisions and requirements of the RFP. 
2. The Respondent will provide all services as defined in the Scope of the RFP Attachment 6.6., Pro Forma Contract for 

the total Contract Term. 
3. 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. 
4. The Respondent acknowledges and agrees that a contract resulting from the RFP shall incorporate, by reference, all 

proposal responses as a part of the Contract. 
5. 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. 

6. To the knowledge of the undersigned, the information detailed within the response submitted to this RFP is accurate. 
7. The response submitted to this RFP was independently prepared, without collusion, under penalty of perjury. 
8. No amount shall be paid directly or indirectly to an employee or official of the State of Tennessee 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. 

9. 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. 

10. 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: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/library-/public-information-library.html. 

By signing this Statement of Certifications 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 NOT SIGN THIS DOCUMENT IF YOU ARE NOT LEGALLY AUTHORIZED TO BIND THE RESPONDENT 

SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  

RESPONDENT LEGAL ENTITY 
NAME: 

 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-/public-information-library.html
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-/public-information-library.html
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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 Solicitation 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. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

  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 alternate responses (refer to RFP Section 
3.3.). 

 

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

 

 A.1. 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 shall cause to deliver goods or perform 
services under the contract has a possible conflict of interest (e.g., 
employment by the State of Tennessee) 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. 

 

 A.3. INSERT APPROPRIATE MANDATORY REQUIREMENT OPTIONS AS 
NEEDED. (FOLLOWING A.2., YOU MUST INCLUDE AT LEAST ONE 
OPTION TO DETERMINE FINANCIAL RESPONSIBILITY). 

 

 A.#. 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. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

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 Items. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 B.1. Detail the name, e-mail address, mailing address, telephone number, and facsimile number of 
the person the State should contact regarding the response. 

 B.2. 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. 

 B.6. 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. 

 B.8. 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 benefit of creditors.  If so, 
include an explanation providing relevant details. 

 B.9. 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, explain 
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. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

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.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 expressly assented to being 
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: 
(a) 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, service-disabled veterans, persons with disabilities, 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, service-disabled veterans, persons with 
disabilities, and small business enterprises. Please include the following information: 
(i) contract description; 
(ii) contractor name and ownership characteristics (i.e., ethnicity, gender, service-disabled 

veteran-owned or persons with disabilities); 
(iii) contractor contact name and telephone number. 

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

(ii) anticipated goods or services contract descriptions; 
(iii) names and ownership characteristics (i.e., ethnicity, gender, service-disabled veterans, 

or disability) of anticipated subcontractors and supply contractors. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 
NOTE:  In order to claim status as a Diversity Business Enterprise under this contract, 
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&XID=9810 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, service-
disabled veterans, persons with disabilities, 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 
five (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. 

 B.17. 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. 

 B.#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM REFERENCES AS NECESSARY 

SCORE (for all Section B—Qualifications & Experience Items above): 
(maximum possible score = RFP § 5.1. NUMBER)  

State Use – Evaluator Identification: 

https://tn.diversitysoftware.com/FrontEnd/StartCertification.asp?TN=tn&XID=9810
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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 = excellent 

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. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

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

 NUMBER  

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

 NUMBER  

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

 NUMBER  

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

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

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

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

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

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

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

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

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

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

 C.#. REPEAT REQUIREMENT ITEMS & ASSOCIATED ITEM 
REFERENCES & WEIGHTS AS NECESSARY   NUMBER  
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RFP ATTACHMENT 6.2. — SECTION C (continued) 

RFP # NUMBER 
PAGE NUMBER 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

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

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

The Solicitation Coordinator will use this sum and the formula below to 
calculate the section score.  All calculations will use and result in numbers 
rounded to two (2) places to the right of the decimal point. 

Total Raw Weighted Score: 
(sum of Raw Weighted Scores above)   

 Total Raw Weighted Score 
X RFP § 5.1. NUMBER 

(maximum possible score) = SCORE:   Maximum Possible Raw Weighted Score 
(i.e., 5 x the sum of item weights above) 

State Use – Evaluator Identification: 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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RFP # NUMBER 
PAGE NUMBER 

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 6.6., 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 each 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 shall NOT create rights, interests, or claims of entitlement 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 6.6.), “The State is under no obligation to request 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 said individual is not the President or 
Chief Executive Officer, this document must attach evidence showing the individual’s authority to legally bind 
the Respondent. 

RESPONDENT SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  
 

RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

DESCRIPTION $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  
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RFP ATTACHMENT 6.3. (continued) 

RFP # NUMBER 
PAGE NUMBER 

RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT NUMBER  

EVALUATION COST AMOUNT (sum of evaluation costs above):  
 The Solicitation Coordinator will use this sum and the formula below to calculate the Cost Proposal Score.  

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 

 
lowest evaluation cost amount from all proposals 

x RFP § 5.1. NUMBER 
(maximum section 

score) 

= 
SCORE:  

evaluation cost amount being evaluated 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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RFP # NUMBER 
PAGE NUMBER 

RFP ATTACHMENT 6.4. 

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

The Respondent will be solely responsible for obtaining completed reference questionnaires as detailed below.. 
Provide references from individuals who are not current State employees of the procuring State Agency for 
projects similar to the goods or services sought under this RFP and which represent:   

 two (2) contracts Respondent currently services that are similar in size and scope to the services required 
by this RFP; and 

 three (3) completed contracts that are similar in size and scope to the services required by this RFP.   
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 individual contact reference provided for each contract or project shall not be a current State 
employee of the procuring State agency.  Procuring State agencies that accept references from another State 
agency shall document, in writing, a plan to ensure that no contact is made between the procuring State agency 
and a referring State agency. The standard reference questionnaire, should be used and completed, and is 
provided on the next page of this RFP Attachment 6.4.   
In order to obtain and submit the completed reference questionnaires following one of the two processes below. 
 
Written: 
(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. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) 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 able to collect all required references in time to include them 
within the sealed Technical Response). 

(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. 
 
Email:  
(a) Add the Respondent’s name to the standard reference questionnaire at RFP Attachment 6.4. and make a 

copy for each reference. 
(b) E-mail a reference questionnaire to each reference. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) sign and date the completed reference questionnaire; 
(iii) E-mail the reference directly to the Solicitation Coordinator by the RFP Technical Response Deadline with 

the Subject line of the e-mail as “[Respondent’s Name] Reference for RFP # NUMBER”. 
 
NOTES:   
 The State will not accept late references or references submitted by any means other than the two which are 

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.   
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RFP # NUMBER 
PAGE NUMBER 

 While the State will base its reference check on the contents of the reference e-mails or 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.  
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RFP # NUMBER 
PAGE NUMBER 

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 and follow either process outlined below; 
Physical:  
 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. 
E-Mail: 
 e-mail the completed questionnaire to: 

Solicitation Coordinator Name and E-Mail Address 
 
 
 
(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. 
 

NAME:  

TITLE:  

TELEPHONE #  

E-MAIL ADDRESS:  

 
(3) What goods or services does/did the reference subject provide to your company or organization? 
 
 
 
 
 
 
 
 
(4) 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. 



01-20-22 RFP 
 

RFP # NUMBER 
PAGE NUMBER 

 
 
 
 
 
 

 
(5) 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. 

 
 
 
 
 
 
 
 
(6) How satisfied are you with the reference subject’s ability to perform based on your expectations 

and according to the contractual arrangements?  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

REFERENCE SIGNATURE: 
(by the individual completing this  

request for reference information) 

 

DATE: 

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

RFP ATTACHMENT 6.5. 

SCORE SUMMARY MATRIX 

 RESPONDENT NAME RESPONDENT NAME RESPONDENT NAME 

GENERAL QUALIFICATIONS 
& EXPERIENCE  
(maximum:  § 5.1. NUMBER)    

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

TECHNICAL 
QUALIFICATIONS, 
EXPERIENCE & APPROACH  
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

COST PROPOSAL  
(maximum:  § 5.1. NUMBER) SCORE:  SCORE:  SCORE:  

TOTAL RESPONSE 
EVALUATION SCORE: 

(maximum: NUMBER) 
      

Solicitation Coordinator Signature, Printed Name & Date: 
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RFP ATTACHMENT 6.6. 

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

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 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. 

 
 
1.4.1. RFP Communications 

Assign a RFP number consisting of: 
• the 5-digit, procuring agency business unit code  
• a unique, 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 attends in person. 
 

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

 A.#. Respondent’s representative attended the mandatory Pre-response 
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., minority, woman-owned, service-disabled veteran-owned, businesses owned by persons with 
disabilities or small 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 bond 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: 
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a. a performance bond that covers the entire Contract period including all options to extend the 
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: 
 

EVENT 
 

TIME  
(central time zone) 

DATE 
 

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.  



01-20-22  RFP 
 

v 

10. State Notice of Intent to Award Released and 
RFP Files Opened for Public Inspection 2:00 p.m.  

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 or Field Test 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 or 
Field Test   

#.   Respondent Oral Presentation or Field Test 8 a.m. - 4:30 p.m.  

 
Option: Negotiations.   
For CPO USE ONLY.  Add the following after the Cost Proposal Deadline event, if applicable.   

#.   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 ½” 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.   

 
 

Option: Digital Submittal of Responses.    
Delete section 3.1.2.4. and replace with the following if Responses should be submitted as digital 
documents. 
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3.1.2.4.  A Respondent must submit the Cost Proposal to the State on a separate e-mail, CD, or USB flash 
drive from the Technical Response (as detailed in RFP Sections 3.2.3., et. seq). 

 
 

Option:  Digital (instead of Paper) Submittal of Responses. 
Delete and replace section 3.2. with the following if following if Responses should be submitted as digital 
documents.  Please note that all electronic records must be maintained in accordance with the Secretary 
of State’s Record Management Division’s and the Department of Finance & Administration’s Strategic 
Technology Solution’s policies.      

 
 

3.2. Response Delivery  
 
3.2.1. A Respondent must ensure that both the Technical Response and Cost Proposal files meet all 

form and content requirements, including all required signatures, as detailed within this RFP.  

3.2.2. A Respondent must submit their response as specified in one of the two formats below.    

3.2.2.1. Digital Media Submission 

3.2.2.1.1. Technical Response 

The Technical Response document should be 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 and should be clearly identified as the:  
 
“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 clearly labeled: 
 
“RFP # NUMBER TECHNICAL RESPONSE COPY”  
 
The customer references should be delivered by each reference in accordance with 
RFP Attachment 6.4. Reference Questionnaire.  

 

3.2.2.1.2. Cost Proposal:  

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format properly recorded on a separate, otherwise blank, standard CD-R recordable 
disc or USB flash drive clearly labeled:  
 
“RFP #NUMBER COST PROPOSAL”  
 
An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable.   
 

3.2.2.2. E-mail Submission 

3.2.2.2.1. Technical Response 

The Technical Response document should be in the form of one (1) digital document in 
“PDF” format or other easily accessible digital format attached to an e-mail to the 
Solicitation Coordinator.  Both the subject and file name should be clearly identified as 
follows:  
 
“RFP #NUMBER TECHNICAL RESPONSE”  
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The customer references should be delivered by each reference in accordance with RFP Attachment 6.4. 
Reference Questionnaire.  
 

3.2.2.2.2. Cost Proposal:  

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format or other easily accessible digital format attached to an e-mail to the Solicitation 
Coordinator.  Both the subject and file name should be clearly identified as follows:   
 
“RFP #NUMBER COST PROPOSAL”  
 
An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable.   

 

3.2.3. For e-mail submissions, the Technical Response and Cost Proposal documents must be 
dispatched to the Solicitation Coordinator in separate e-mail messages.  For digital media 
submissions, a Respondent must separate, seal, package, and label the documents and copies 
for delivery as follows: 
 
3.2.3.1. The Technical Response and copies must be placed in a sealed package that is clearly 

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

 
3.2.3.2. The Cost Proposal must be placed in a separate, sealed package that is clearly 

labeled: 
 
“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]” 

 
3.2.3.4. Any Respondent wishing to submit a Response in a format other than digital may do so 

by contacting the Solicitation Coordinator.   
 

3.2.4. 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 
 

 
 
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. 
 
Option:  Additional Delivery Instructions.   
Revise required response format and subsections, if necessary, to provide for additional instructions for 
labeling and submitting the Technical Response and Cost Proposal. 
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3.3. 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.   
 
4. GENERAL CONTRACTING INFORMATION & REQUIREMENTS 
 
4.8. 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 III 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 III data reporting information. 
 

     
 
5. EVALUATION & CONTRACT AWARD 
 
5.1. 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 assigned to the Cost 
Proposal may NOT be less than 30% of the total points. 

 
Option:  Oral Presentation or Field Test Points – Example 1. 
Replace the RFP Section 5.1. table with the following if an Oral Presentation or Field Test requirement is 
proposed.  Only include this section if the Oral Presentation or Field Test will be evaluated as a separate 
evaluation category.   
   

EVALUATION CATEGORY MAXIMUM POINTS POSSIBLE 
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General Qualifications & Experience 
(refer to RFP Attachment 6.2., Section B) NUMBER 

Technical Qualifications, Experience & Approach 
(refer to RFP Attachment 6.2., Section C) NUMBER 

Oral Presentation or Field Test 
(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 or Field Test Points – Example 1.  
The procuring state agency must maintain an accurate record of each Respondent’s oral presentation or Field Test 
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 or Field Test.  
 
Insert the following as sections 5.2.1.5., et seq. (and renumber current section 5.2.1.5. accordingly) if an 
Oral Presentation or Field Test is required. 

5.2.1.5. The Solicitation Coordinator will invite each apparently responsive and responsible 
Respondent to make a(n) Oral Presentation or Field Test. 

 
5.2.1.5.1. The Oral Presentations or Field Tests are mandatory.  The Solicitation 

Coordinator will schedule Respondent Presentations or Field Tests 
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 or 
Tests 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 or Tests 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. 

 
5.2.1.5.3. Oral Presentations or Field Tests provide an opportunity for 

Respondents to explain and clarify their responses and for the State to 
test to better understand the practical application of the good or 
service as applicable.  Respondents must not materially alter their 
responses and Presentations or Field Tests will be limited to 
addressing the items detailed in RFP Attachment 6.2., Technical 
Response & Evaluation Guide.  Respondent pricing shall not be 
discussed or provided during Oral Presentations or Field Tests. 

 
5.2.1.5.4. The State will maintain an accurate record of each Respondent’s Oral 

Presentation or Field Test session.  The record of the Respondent’s 
Oral Presentation or Field Test shall be available for review when the 
State opens the procurement files for public inspection. 

 



01-20-22  RFP 
 

x 

5.2.1.5.5. Proposal Evaluation Team members will independently evaluate each 
Oral Presentation or Field Test in accordance with the RFP 
Attachment 6.2., Technical 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 or Field Test Threshold 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 or Field Test 
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 or Field Test.  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 or Field Test who have 
attained a minimum score of NUMBER (#). 
   
Option:  Oral Presentation or Field Test No Points – Example 2.  
The procuring state agency must maintain an accurate record of each Respondent’s Oral Presentation or Field Test 
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 or Field Test.   
 
Insert the following optional language as sections 5.2.1.5., et seq. (and renumber current section 5.2.1.5. 
accordingly) if an Oral Presentation or Field Test is proposed. 

5.2.1.5. The Solicitation Coordinator will invite each Respondent, who is apparently responsive 
and responsible, to make an Oral Presentation or Field Test. 

 
5.2.1.5.1. The Oral Presentations or Field Tests are mandatory.  The Solicitation 

Coordinator will schedule Respondent Presentation or Field Test 
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 Presentations 
or Field Tests schedule has been determined, the Solicitation 
Coordinator will contact Respondents with the relevant information as 
indicated by RFP Section 2, Schedule of Events. 
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5.2.1.5.2. Respondent Presentations or Field Tests 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. 

 
5.2.1.5.3. Oral Presentations or Field Tests provide an opportunity for 

Respondents to explain and clarify their responses and for the State to 
test to better understand the practical application of the good or 
service as applicable.  Respondents must not materially alter their 
responses and Presentations or Field Tests 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 or Field Tests.  Evaluators may 
adjust Respondents’ Technical Response scores based on Oral 
Presentations or Field Tests. 

 
5.2.1.5.4. The State will maintain an accurate record of each Respondent’s Oral 

Presentations or Field Tests session.  The record of the Respondent’s 
Oral Presentations or Field Tests shall be available for review when 
the State opens the procurement files for public inspection. 

 
 
Option: Clarifications and Negotiations. 
For CPO USE ONLY.  Note: Negotiations (pricing or terms and conditions negotiations) shall not be 
utilized by a state agency unless such procurement 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. 

 
5.2.3.1. Clarifications: The State may identify areas of a response that may require further 

clarification 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 multiple 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. 

 

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

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 
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target price negotiations, Respondents are not obligated to reduce their pricing to target 
prices, but no Respondent is allowed to increase prices.   

 

5.2.3.4. If the State determines that it is unable to successfully negotiate terms and conditions of a 
contract with the apparent best evaluated Respondent, the State reserves the right to 
bypass the apparent best evaluated Respondent and enter into terms and conditions 
contract negotiations with the next apparent best evaluated Respondent.  

 
 

Option: Multiple Contract Awards Possible  
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 
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services being procured.  In the interests of flexibility, one or more of the following optional provisions must be 
utilized. 

 
Option: Bank Reference 
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 bank reference as evidence of Respondent’s financial responsibility. 

 A.#. 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. 

 

 
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 
done business written in the form of standard business letters, signed, and dated within the 
past three (3) months. 

 
Option: Credit 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. 

 A.#. 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 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 financial responsibility. 
   

 A.#. Provide a current credit rating from Moody’s, Standard & Poor’s, A.M. Best or Fitch Ratings, 
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 insufficient 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.) 
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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 Dollars ($NUMBER AMOUNT) per occurrence for 
employers’ liability; 

(ii) 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 ($NUMBER AMOUNT) per occurrence and 
WRITTEN AMOUNT Dollars ($NUMBER AMOUNT) 
aggregate; 

(iii) 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 ($NUMBER AMOUNT) per occurrence; and 

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

(e) The following information applicable to each type of insurance 
coverage: 
(i) Coverage Description,  
(ii) Exceptions and Exclusions,  
(iii) 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.   

 A.#. Provide the Respondent’s most recent independent audited financial 
statements.   Said independent audited financial statements must: 
(1) reflect an audit period for a fiscal year ended within the last 36 

months; 
(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 
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(5) be deemed, in the sole discretion of the State 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.   
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 ($NUMBER 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. 

 

 
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.    

 
 
6.2. TECHNICAL RESPONSE & EVALUATION GUIDE ATTACHMENT – SECTION B 
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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.  
 
  

 
 
 

6.2. 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 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. 
 
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. 
 
Option:  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. 

 
Option:  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 or field test 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. 
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RFP ATTACHMENT 6.2.— SECTION D 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION D:  ORAL PRESENTATION OR FIELD TEST.  The Respondent must address ALL Oral Presentation or Field Test 
Items (below).   
A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the oral 
presentation or field test 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 evaluation).  The resulting product will be the item’s raw, weighted score for purposes of calculating 
the section score as indicated. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Oral Presentation or Field Test Items Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

D.1. ORAL PRESENTATION OR FIELD TEST TOPIC OR 
QUESTION TO BE ADDRESSED  NUMBER  

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

Total Raw Weighted Score (sum of Raw Weighted Scores above): 
The Solicitation Coordinator will use this sum and the formula below to calculate the score. 

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 
 

 total raw weighted score 

X RFP § 5.1. NUMBER 
(maximum section score) 

= SCORE:   maximum possible raw weighted 
score 

(i.e., 5 x the sum of item weights above) 

State Use – Evaluator Identification: 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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6.3. 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 calculations 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 a minimum proposed amount for one or more compensable units.)  

 
Note: A RFP is not the correct solicitation choice if the procurement is for certain categories of 
professional services (e.g., attorneys, financial advisors, or engineers). Please refer to the RFQ Template 
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 for more information.   
 
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 specified periods 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.  
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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 providing goods or services as defined in the Scope of Services of the RFP Attachment 6.6., Pro Forma Contract, 
for the entire contract period.  The Cost Proposal shall remain valid for at least 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 each compensable unit 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 shall NOT create rights, interests, or claims of entitlement 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 6.6.), “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:  

 

RESPONDENT LEGAL ENTITY NAME:  

Cost Item Description 
Proposed Cost State Use ONLY 

DATE— DATE DATE— DATE DATE— DATE DATE— DATE DATE— DATE Sum  Evaluation 
Factor 

Evaluation Cost 
(sum x  factor) 

DESCRIPTION $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  
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RESPONDENT LEGAL ENTITY NAME:  

Cost Item Description 
Proposed Cost State Use ONLY 

DATE— DATE DATE— DATE DATE— DATE DATE— DATE DATE— DATE Sum  Evaluation 
Factor 

Evaluation Cost 
(sum x  factor) 

REPEAT AS NECESSARY $ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT 

$ 
/ UNIT  NUMBER  

TOTAL EVALUATION COST AMOUNT (sum of evaluation costs above):   
The Solicitation Coordinator will use this sum and the formula below to calculate the Cost Proposal Score.  Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 

 
lowest evaluation cost amount from all proposals x RFP § 5.1. NUMBER 

(maximum possible score) 
= 

SCORE:  
evaluation cost amount being evaluated 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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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 anticipated cost of the contract), all 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. 

 
6.4. 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. 
 
Option:  Revised Reference Requirements.   

 
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.   
 

 
 
6.5. 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. 
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RFP ATTACHMENT 6.5. 

SCORE SUMMARY MATRIX 

 RESPONDENT NAME RESPONDENT NAME RESPONDENT NAME 

GENERAL QUALIFICATIONS 
& EXPERIENCE  
(maximum:  § 5.1. NUMBER)    

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

TECHNICAL 
QUALIFICATIONS, 
EXPERIENCE & APPROACH  
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

ORAL PRESENTATION/ 
FIELD TEST 
(maximum:  § 5.1. NUMBER) 

      

EVALUATOR NAME       

EVALUATOR NAME       

REPEAT AS NECESSARY       

 AVERAGE:  AVERAGE:  AVERAGE:  

COST PROPOSAL  
(maximum:  § 5.1. NUMBER) SCORE:  SCORE:  SCORE:  

TOTAL RESPONSE 
EVALUATION SCORE: 

(maximum: NUMBER) 
      

Solicitation Coordinator Signature, Printed Name & Date: 
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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. 

 
 
ALTERNATE LANGUAGE IF TERMS AND CONDITIONS NEGOTIATIONS 
ALLOWED - CPO USE ONLY  

This template prescribes the format and content of alternate language to include in a Request for Proposals (RFP) 
when redlines are permitted.  All respondents shall be given fair treatment, therefore comparable information shall 
be provided in communications and negotiations and a consistent evaluation process and criteria shall be upheld 
throughout the procurement.  For additional information regarding negotiations, please see Policy Number 2012-
001 Central Procurement Office Contracting Communications and Negotiations Policy & Procedures for 
Procurements and Amendments on the CPO Library Webpage.  

 
Add all of the following sections to the RFP ONLY if it would benefit the State to consider changes to the pro forma 
contract.  Inclusion of these terms requires prior review and approval by CPO Legal.  For consistency throughout the 
RFP, delete and replace all of the standard terms and replace or add with the following if redlines are permitted.  
Please note that inclusion of these terms may result in the need to issue an amendment to provide approved 
language options to all potential respondents.  
 
3.3. Response & Respondent Prohibitions  
 

3.3.1 A response must not include alternate contract terms and conditions, except as otherwise 
permitted by the RFP. 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. 

 
 

 
5.3 Contract Award Process 
 
5.3.4 Subject to agreement on the exceptions permitted by RFP Attachment 6.2 – B.#., the 

Respondent identified as offering the apparent best-evaluated response 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 except as modified by any mutually agreed to 
exceptions permitted by RFP Attachment 6.2 – B.#.  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 Contract by this deadline, the State may determine that 
the Respondent is non-responsive to this RFP and reject the response.   

 
RFP ATTACHMENT 6.2.-  SECTION B.  

 B.#. The Respondents are permitted to submit, as part of their Response, a 
“redline” of RFP Attachment 6.6, Pro Forma Contract, that tracks the 
Respondents’ request for alternative or supplemental contract language. 
The redline changes that are allowed by this provision shall not include 
any exceptions or changes that (1) contradict any applicable state or 
federal law; (2) a mandatory requirement identified in RFP Attachment 
6.2. – Section A; or (3) alter any deadlines in the Schedule of Events. 

 

https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-.html
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