STATE OF TENNESSEE
DEPARTMENT OF GENERAL SERVICES
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AGENDA

ADVISORY COUNCIL ON STATE PROCUREMENT MEETING #011

TUESDAY, OCTOBER 29, 2013 -1:30 PM
TN TOWER - 3" FLOOR
CONFERENCE ROOM E - CONFERENCE CENTER NORTH

AGENDA ITEM PAGE #
I.  Call to Order and Approve Minutes from September 30, 2013 Meeting 1
(see attached documentation)
Il.  New Business
Proposed revisions to the following Central Procurement Office documents
(see attached redline and clean versions of each):
(1) Request for Qualifications (RFQ) Template 6
(2) Interagency Agreement — Grant Template 100
(3) Contract Amendment Template 149
(4) Amendment Request 160
(5) Special Contract Request 167
(6) Protest Bond Example 177
(7) Business Conduct and Ethics Policy and Procedures 185
(8) Procurement Methods Policy and Procedures 202
(9) Sections 5.13.3, 6.3.3, and 11 of the Procurement Procedures Manual 236

of the Central Procurement Office

I1l.  Other Business

IV.  Adjournment
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STATE OF TENNESSEE

DEPARTMENT OF GENERAL SERVICES

BiLL HastAMm ROBERT E. OGLESBY, AIA

GOVERNOR COMMISSTONER

MINUTES
ADVISORY COUNCIL ON STATE PROCUREMENT MEETING #010
MONDAY, SEPTEMBER 30, 2013 — 1:30 P.M.
TN TOWER - 3*” FLOOR - CONFERENCE ROOMS A & C
CONFERENCE CENTER NORTH

Members in Attendance:

Mike Perry, Sondra Howe, Buddy Lea, Kelly Smith, Jason Mumpower, Mark Choate, Melissa
Kmiecik

Others in Attendance:

Matt Brimm, Shay Oliphant, Melinda Parton, Bryan Chriske, Andy Kidd, Shannon Howell,
Jenny Young, Cindy Heatherly, Jamil Moore, Paul Krivacka, Charlotte McKinney (State of
Tennessee);

IL.

Call to Order: Mike Perry, Chief Procurement Officer and Advisory Council on State
Procurement Chairman, officially called the meeting to order. He recognized that a
quorum of members was present. Chief Procurement Officer Perry recognized and -
thanked the following Council members whose terms will be expiring October 31, 2013:
Sondra Howe, Buddy Lea, Mark Choate, J ay Garrison, Matt Thompson, and Jim
Thompson. Chief Procurement Officer Perry expressed his appreciation for their time
and support of the Central Procurement Office and stated that he would like to give each
of them a certificate of appreciation at the end of the meeting.

Minutes from July 29, 2013 Meeting: Chief Procurement Officer Perry asked if there
were any corrections or changes to the minutes of the July 29, 2013 meeting. Seeing
none, a motion was made by Jason Mumpower, Chief of Staff, Comptroller’s Office, to
accept the minutes as submitted. The motion was seconded by Kelly Smith, Assistant
Commissioner, Department of General Services. All members voted in favor — none
opposed.

New Business: Chief Procurement Officer Perry thanked the CPO Policy Review
Subcommittee and the Comptroller’s Office for their hard work and efforts to review and
edit the Central Procurement Office models and templates that are on today’s agenda. It
is anticipated that these models and templates will be presented to the Procurement
Commission in November. Chief Procurement Officer Perry then took a moment to
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recognize Kelly Smith who is returning to the Advisory Council after a leave of absence
and congratulated her on the birth of her baby boy. At this point Chief Procurement
Officer Perry turned the floor over to Paul Krivacka, Lead Attorney/Director of Category
Management, Central Procurement Office, to discuss the following new business items:

Proposed revisions to:

(1) Small Purchases Model

Mr. Krivacka stated that this model serves as a checklist that documents that due
diligence has taken place for purchases $10,000 and under. After a short discussion,
Jason Mumpower made a motion to accept the model as presented. The motion was
seconded by Buddy Lea, Assistant Commissioner, Department of Finance and
Administration. All members voted in favor — none opposed.

(2) Informal Purchases Model

Mr. Krivacka stated that this model serves as a checklist that documents that due
diligence has taken place for purchases between $10,000.01 and $50,000.00. Chief
Procurement Officer Perry added that agencies will scan this form and it will be attached
in Edison. Buddy Lea asked if that step will be included in the training that agencies will
receive and Chief Procurement Officer Perry indicated that it will be. A short discussion
of Edison, the agencies’ desire to be compliant, and training that will be offered was held.
A motion was made by Jason Mumpower to accept the model as presented. The motion
was seconded by Kelly Smith. All members voted in favor —none opposed.

(3) Request for Information (RFI) Model

Jason Mumpower stated that on page 38 (redline version) and page 43 (clean version),
there is an Option (#3), which is entitled “RESPONSE A PREREQUISITE” that is to be
inserted whenever a response to the RFI is a mandatory condition for participation in the
future solicitation event. Since this option would limit the vendors that can respond to
the future solicitation to only those vendors that participate in the RFI, he proposed that
inclusion of this option will require written justification from the agency head. He
proposed that the following language be added to the instructions for Item 3 — “Option:
RESPONSE A PREREQUISITE”:

Inclusion of this option will require written justification by the agency head.
A motion was made by Kelly Smith to accept the Request for Information (RFI) Model

with the amendment as presented by Jason Mumpower. The motion was seconded by
Buddy Lea. All members voted in favor — none opposed.
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(4) Rule Exception Request Form

Mr. Krivacka explained that this form was originally used by the old Office of Contracts
Review (OCR) and was primarily for services. The updated form now applies to goods
and services.

The Comptroller’s Office proposed that the following edit be made:

In the Comptroller signature box, there is a comma after the word “report” that should be
after the word “audit” so that it reads “annual report and audit,”.

~ After a general discussion, it was proposed that another edit be made for further
clarification of line 6 “Rule(s) (for which the exception is requested)”:

It was proposed that the following language be added:
Please include citation and written explanation of Rule(s) to be excepted.

A motion was made by Buddy Lea to accept the Rule Exception Request Form with the
first amendment as proposed by the Comptroller’s Office and the second amendment as
proposed from the general discussion. The motion was seconded by Jason Mumpower.
All members voted in favor — none opposed.

(5) Interagency Agreement (IA) Model

Mr. Krivacka stated that this form has been simplified and will streamline the process so
that it will take much less time by an agency to process the form. Chief Procurement
Officer Perry clarified that this form will be used mainly by agency legal staff.

Jason Mumpower made a motion to accept the Interagency Agreement (IA) Model as
presented. The motion was seconded by Kelly Smith. All members voted in favor —

none opposed.
(6) Section 11 of the Procurement Procedures Manual of the Central Procurement Office

The Comptroller’s Office proposed that the word “written” be added to the third
sentence of the first paragraph of Section 11 so that it reads:

“When a Rule Exception Request is not applicable, a written explanation for the
deviation shall be provided by the agency head.”

A motion was made by Buddy Lea to accept Section 11 of the Procurement Procedures
Manual of the Central Procurement Office with the amendment as presented by the
Comptroller’s Office.



Advisory Council on State Procurement
Minutes from Meeting #010 — September 30, 2013

I1I.

Iv.

Other Business: Chief Procurement Officer Perry asked for any other business that the
Council needed to discuss. Seeing none, he expressed his appreciation again to the
members who are moving off the Council and stated for those remaining members that
there will be much more work ahead. Mark Choate stated that he had been happy to
serve on the Council and found the overall experience to be very beneficial.

Adjournment: A motion for adjournment was made by Kelly Smith and seconded by
Jason Mumpower. All members voted in favor — none opposed.
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VERSION
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REQUEST FOR QUALIFICATIONS (RFQ) TEMPLATE

This medeltemplate prescribes the format and content for a Request for Qualifications (RFQ)._This template should
only be utilized if the Central Procurement Office is the orocuring entity. - Documents of this type must adhere to this
modellamplate with revisions only as instructions permit. Insignificant deviations from this medeltemplate, while
always subject to disapproval, will typically not require a specific rule exception unless an oversight examiner requires
separate documentation in a particular instance. If a formal rule exception request is not required, oversight approval
of the document will constitute any necessary rule exceptions that may be necessary.

Complete fesw-template fields and follow, replace, or otherwise address red instructional text (e.g., State
Agency Name, amount, will/will not) as indicated, with conforming font and color.

RFQ CONTENTS
Revisions of the standard, simplified RFQ Contents may not be approved. The following optional terms may be
included as applicable:

1. INTRODUCTION

1.1. Statement of Procurement Purpose

Specify important, specific information relating to contract requirements, specifications of goods or
performance in the scope of services and not in this RFQ, section.

1.1.1. RFQ Number
Assign an RFQ number consisting of:
= the 5-digit, contracting agency business unit code
* 3 unique, 5-digit, agency-assigned number such that each RFQ number will be different
Example: RFQ# 31707-12345

1.1.2.  State Communications
Option: Additional information.

Add a second paragraph to this section as appropriate (e.g., add text detailing a specific URL
where the State will convey official, written responses and communications related to this RFQ
by Internet posting).

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

All statistical and fiscal information contained in this RFQ and its exhibits, including
amendments and modifications thereto, are provided “as is”, without warranty as to the
accuracy or adequacy of the data or information so provided, and reflect the department’s
best understanding based on information or belief available to the department at the time
of RFQ preparation. No inaccuracies in such data or information shall be a basis for
delay in performance or a basis for legal recovery of damages, actual, consequential or
punitive.

1.2. Pre-Response Conference
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Option: No Pre-Response Conference.

2. RFQ SCHEDULE OF EVENTS

RFQ Schedule of Events (table)

| The date instructions in the Schedule of Events table indicate minimum days.
Allot more days for each event as practical and where flexibility is allowed by;the maodel instructions
{(indicated by- “2” signs).

Revise the “time zone” as appropriate.

Option: NO Pre-Response Conference Event.

Delete the Pre-Response Conference Event 3 from the schedule {(and re-number subsequent events
accordingly) as appropriate.

Option: Oral Presentation Event.

B {3pmi 13 H __1' % 3 th. fe ks SP &, o ed cryoke .1‘ -‘-m' t.ha
approvads

Complete and insert the following rows, in order immediately after the RFQ Technical Response Deadline
event, (and re-number subsequent events) as appropriate.

#. State Schedules respondent Oral Presentations
(ONLY Respondents who pass Mandatory
Requirements)

=1 BUSINESS DAYS LATER

. . 8:00 a.m. - 4:30 | PERIOD BEGINNING =5
Respondent Oral Presentations p.m. BUSINESS DAYS LATER

I

Option: Cost Proposals
Add the following after RFQ § 2, Schedule of Events “State Notice of Qualified Respondents Released and
Solicitation Files Opened for Public Inspection” if the State will solicit a Cost Proposal from Qualified

Respondents.
#. RFQ Cost Proposal Deadline (ONLY for 2:00 p.m. >7 CALENDAR DAYS
Qualified Respondents) LATER

13 BUSINESS DAYS

#. State Evaluation Notice Released and
icital i i LATER

Selicitation-Files- Opened-for-Public-lnspection

# Solicitation Files Opened for Public Inspection 1 BUSINESS DAY LATER

#. Respondent Contract Signature Deadline = 8 BUSINESS DAYS LATER

220 BUSINESS DAYS
LATER

#, Anticipated Contract Start Date (anticipated date
for contract to be fully executed and vendor to begin
work)

)

Option: RFQ Negotiation: setectif 5 2 >
Add the following after RFQ & 2, Schedule of Events “Cost Proposal Deadline”

#. RFQ Negotiations =3 BUSINESS DAYS LATER
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Option: Performance Bond Event.
Complete and insert the following row immediately after the Contractor Contract Signature Deadline
event as appropriate.

#. Performance Bond Deadline 4:30 p.m. =1 BUSINESS DAY LATER

3. REPSONSE REQUIREMENTS

3.3. Response Format

The RFQ should require that respondents submit enough Technical Response copy discs to allow one copy for
each Evaluation Team member. Revise §3.3.2.1. accordingly.

Option: Additional Delivery Instructions.
Revise subsections, if necessary, to provide for additional instructions for labeling and submitting the
Technical Response and Cost Proposal.

34. Response Prohibitions
Option: Page Limitation
Add the following instruction to limit the Technical Response to a certain number of pages as appropriate.

3.4.#. Exceed pages in length_(maps, graphs. and charts included as an appendix will not count

against this page limit);

Option: Bage-Time Limitation
Add the following instruction to-bmitio prohibit a respondent oral presentation from exceedingsto-a
aexceeding certain length of time as appropriate.

3.4.#. Provide an oral presentation to exceed ___ hours in length including time for questions. A topic
] outline will be provided upen-with the oral presentation invitation.

4. GENERAL INFORMATION & REQUIREMENTS

4.5, Disclosure of Response Contents
Option: Additional Disclosure information.

Add the following to the end of subsection 4.5. if it is deemed necessary and it is approved by the
contracting agency and the Central Procurement Office.

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.

5. PROCUREMENT PROCESS & CONTRACT AWARD

5.1. Option: Cost Proposals & RFQ Negotiations {orbyselectH-EPO-4s-the-procusing-entitgd
Replace RFQ § 5.1.1. with the following if negotiations will be included in the evaluation process.

The vendor selection will be a two-part process: (1) Qualification of Technical Responses, and (2) Cost
Proposals/Negotiations.
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5.2. Competiti\ie Range of Technical Responses
The RFQ should specify what the competitive range will be for your particular RFQ, Add details describing
what selection criteria will be utilized to determine the competitive range/what the respondent must do to be
considered “Qualified”.

Option: Ranking
The Technical Response must be ranked in the top {insert number {¥) » 3] after the Technical
Response score is totaled and put in ordinal ranking (1 - the best evaluated ranking).

Option: Percentile
The Technical Response score must attain a combined score of finsert numberl. This minimum
score threshold represents a score of %.

Option: Respondent Oral Presentations
Add the following to the Phase Il paragraph if oral presentations will be included in the evaluation
process.

The State may invite those who passed the Phase | evaluation to give oral presentations to the State.
The qualitative assessment of each Respondent will include the information derived from the oral
presentations.

10
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5.54. Option: Cost Proposals ‘
Add the following to RFQ § 5.54., Evaluation Guide, if the State will solicit a Cost Proposal from Qualified
Respondents.

' Cost Proposal (refer to RFQ Attachment D) NUMBER 2 30% of TOTAL POINTS
558:5.6. Contract Award ’ +=== . Formatted: Indent: Hanging: 1.25", Outline
The RFQ should specify how anticipated contract award will occur for the particular RFQ, Revise as appropriate, subject numbered + Level: 2 + Numbering Style: 1, 2,
toa ) 3, ... + Start at: 6 + Alignment: Left + Aligned
pprovals. ' b
at: 1" + Indentat: 1.25

Option: cestPrepesalContract Award

Add the following as RFQ § 5.65., Contract Award, if the State will solicit a Cost Proposal from Qualified
Respondents, which will result in a contract award.,

5:5:3.5.6.1. The Solicitation Coordinator will submit the Evaluation Team < “" Formatted: Outline numbered + Level: 3 +

- . Numbering Style: 1, 2,3, .. + Startat: 1 +
determinations and response scores to the head of the contracting | Alignment: Left + Aligned at: 2" + Indent at:
agency, or the agency head’s designee, for consideration along with 2.5"

any other relevant information that might be available and pertinent
to contract award.

5:5:2:5.6.2. The contracting agency head, or the agency head’s designee,
will determine the apparent best-evaluated response. {To effect a
contract award to a Respondent other than the one receiving the
highest evaluation score, the head of the contracting agency must
provide written justification and obtain written approval of the Chief
Procurement Officer and the Comptroller of the Treasury.)

l 5:5-3.5.6.3. The State reserves the right to make an award without

further discussion of any response.

l 5:5:4.5.6.4. The State will issue an Evaluation Notice and make the RFQ

files available for public inspection at the time and date specified in

the RFQ §2, Schedule of Events.

NOTICE: The Evaluation Notice shall not create rights, interests, or claims of entitlement in either the
Respondent identified as the apparent best evaluated or any other Respondent.

55-5-5.6.5. The Respondent identified as offering the apparent best- o * Formatted: Outline numbered + Level: 3 +

. . Numbering Style: 1, 2, 3, ... + Start at: 1 +
evaluated must sign a contract drawn by the State pursuant to this | Alignment: Left + A’"g;,]ea at: 2"+ Indent at:
RFQ. The contract shall be substantially the same as the RFQ 2.5"

Attachment G, pro forma contract. The Respondent must sign said
contract no later than the Respondent Contract Signature Deadline
detailed in RFQ § 2, Schedule of Events. If the Respondent fails to
provide the signed contract by the deadline, the State may determine
the Respondent is non-responsive to this RFQ and reject the response.

5:5-6:5.6.6. Notwithstanding the foregoing, the State may, at its sole
discretion, entertain limited negotiation 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, PROVIED
THAT such revision of terms and conditions or performance

11
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requirements shall NOT materially affect the basis of response
evaluation or negatively impact the competitive nature of the RFQ and
vendor selection process.

5:5-75.6.7. If the State determines that a response is nonresponsive 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.

ATTACHMENT A: TECHNICAL RESPONSE & EVALUATION GUIDE
Option: Page Limitation.
Add the following row to the RFQ Attachment A table (in the grayed out top area) if a page limitation was
included in RFQ § 3.4., Response Prohibitions.

The Technical Response must not exceed

pages in length;

Option: Cash Flow Information.

Add the following row to the RFQ Attachment A table (after the model items) if the contracting agency
chooses to review the evidence of Respondent’s financial stability/responsibility.

A.# | Provide documentation disclosing the amount of cash flows from
operating activities for the Respondent’s most current operating
period. Said documentation must indicate whether the cash flows
are positive or negative, and, if the cash flows are negative for the
most recent operating period, the documentation must include a
detailed explanation of the factors contributing to the negative
cash flows.

NOTICE: 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 of such licensure
detailing the state of licensure and licensure number for each
person or entity that renders the opinions.

Option: Certificate of insurance.

Add the following row to the RFQ Attachment A table (after the model items) ONLY IF a Certificate of
Insurance is considered necessary evidence of Respondent’s financial stability/responsibility. {Specifying
insurance requirements in the pro forma contract does not necessitate adding this optional response
requirement.)

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

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) Insurance Company

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

(d) The following minimum insurance coverage:

() Workers’ Compensation/ Employers’ Liability (including
all states coverage) with a limit not less than the relevant

vi

12
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statutory amount or WRITTEN AMOUNT Dollars
(SNUMBER AMOUNT) per occurrence for employers’
liability;

(i) Comprehensive Commercial General Liability (including
personal injury & 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 AMCOUNT)
per occurrence and WRITTEN AMOUNT Doliars
(SNUMBER AMOUNT) aggregate;

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

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

The following information applicable to each type of insurance
coverage:

(i) Coverage Description,

(i) Exceptions and Exclusions,
(iii) Policy Effective Date,
(
(

(e

~

iv) Policy Expiration Date, and
v) Limit(s) of Liability.

Option: Audited Financial Statements.
Add the following row to the RFQ Attachment A table (after the model items) ONLY IF the anticipated
contract amount is 2 $1,000,000.00 AND extraordinary effort to assure Respondent financial stability/
responsibility is appropriate.

A4

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

(5) be deemed, in the sole discretion of the State to reflect
sufficient financial stability to undertake the subject
agreement with the State.

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 of such licensure

vil
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detailing the state of licensure and licensure number for each
person or entity that renders the opinions.

Option: Audited Financial Statements —~ Line of Credit Option.
Privately held companies may not have or be willing to release audited financial statements for
public review. Therefore, requiring audited financial statements (as detailed above) without an
alternative to the requirement could conceptually prevent privately held companies from
responding to the RFQ.
The contracting agency should consider the possible impact of the requirement on competition
versus the state’s need to reasonably determine the financial stability/responsibility of respondents
and decide whether it is appropriate to include an alternative to the requirement.

Insert the following paragraph before the “NOTES” in the optional audited financial statements

requirement text (above) if appropriate.

OR, inlieu 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 AMOQUNT 2
ONE MILLION DOLLARS (SNUMBER AMOUNT), U.S. currency, available to the Respondent. Said
letter must specify the Respondent’s name, be signed and dated within the past three (3) months by an
authorized agent of the financial institution, and indicate that the Line of Credit shall be available for at
least PERIOD = 6 MONTHS.

Option: Audited Financial Statements —~ Additional Requirement.

Add the following sentence at the end of the second bulleted note in the optional audited financial
statements requirement text ONLY IF the contracting agency legal counsel recommends it in writing.

Any attest or review of the financial status of a Tennessee corporation must be rendered by an
accountant or accounting firm licensed or otherwise specifically permitted to providé an attest or review
by the Tennessee Board of Accountancy.

Option: Proposal Bond Confirmation.

Add the following row to the RFQ Attachment A table ONLY IF a Proposal Bond is required by the Chief
Procurement Officer. Al proposal bond amounts shall be stated as a set amount or as a percentage of the
contract value. In no event shall the proposal bond amount exceed five percent (5%) of the estimated
value of the contract.

A.# | Provide a proposal bond issued by a surety company licensed to
do business in the State of Tennessee in the amountof$__._ .

Contingent Requirement: Performance Bond Confirmation.
Add the following row to the RFQ Attachment A table ONLY IF a Performance Bond is proposed.

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

Option: Additional Mandatory Requirements.

viii
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Typically, each mandatory requirement item must be drafted such that an objective “yes/no” determination of
whether the requirement was met is reasonable and adequate (clearly not necessitating a qualitative
evaluation of the response).
Contracting agency staff may be asked to provide evidence that a proposed mandatory requirement is not
inappropriately arbitrary or capricious (e.g., (1) information from an independent, authoritative source
indicating that the proposed criteria is a reasonable standard; and (2) a recommendation signed by the
contracting agency legal counsel explaining why the proposed requirement is not arbitrary or capricious).
Add mandatory requirement items to the RFQ Attachment A table (after the mode! items) as appropriate.
Do not include a mandatory requirement that entails a response that should or must be more subjectively
evaluated. Do not include an arbitrary mandatory requirement.

ATTACHMENT B: TECHNICAL RESPONSE & EVALUATION GUIDE
General Qualifications & Experience

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

RFQ Attachment B and the methodology for evaluating responses may NOT be revised except to add new
evaluation items.

B.17.  References
Option: Revised Reference Requirements.
Do not assume automatic approval of any revision of the model text.

Revise the number of required references as appropriate. Revise the model 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.

Option: Red-Line pro forma contract submittal.

Add the following row to the RFQ Attachment B table ONLY if it would benefit the State to be
amenable to making changes to the pro forma contract.

B.#. | The State is amenable to making changes to RFQ Attachment G, pro
forma contract. The State will take all reasonable suggested alternative
or supplemental contract language changes by Respondents under
advisement during the evaluation and post award processes, subject to
any mandates or restrictions imposed on the State by applicable state or
federal law. The State, however, recommends that Respondents include
with their response any alternative or supplemental suggested contract
language that a Respondent would proposs.

Clearly indicate, by providing a “red-line” of RFQ Attachment G, pro
forma contract, all suggested alternative or supplemental contract
language. Do pot include any exceptions or changes that (1) contradict
a Federal requirement or a Mandatory Requirement, or (2) push back
any deadlines.

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

The sum of ali Evaluation Factors within the section should equal “100” (or “1,000”) so that the relative
percentage of importance/ emphasis is readily apparent.

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

15
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If all evaluation factors in the section are to be considered (weighted) equally, specify “1” as the
Evaluation Factor for every factor.

Option: Additional Technical Qualifications, Experience & Approach items. Add evaluation itemsto the
RFQ Attachment C table so that the state has the best possible information upon which to select a
Respondent for contract award.

Option: Oral Presentations as part of Technical Response & Evaluation Guide
Oral Presentations may NOT include “general” questions and answers. All questions must either be scripted
questions asked by state staff or subject matter experts in every response presentation or a specific question in
exact follow-up to particular information presented by the respondent in response to one or more of the Oral
Presentation items.

Option: Cost Proposals
ATTACHMENT D: COST PROPOSAL & EVALUATION GUIDE ATTACHMENT

Each line item on which the State is seeking costs must clearly specify the associated, applicable units of goods
or services. While the line item of cost description should stipulate the applicable 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 & Evaluation Guide (and the associated pro forma contract payment methodology) must be
drafted so that NO Respondent is able to propose cost in such a manner that the Evaluation Cost Amount
would equal zero. This is critical if the cost response evaluation formula is to mathematically result in rational
numbers as cost response scores. (in some instances, it might be necessary to require a minimum proposed
amount for one or more line item of costs.) :
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ATTACHMENT D

Cost Proposal & Evaluation Guide
For Qualified Respondents Only

NOTICE: THIS COST PROPOSAL MUST BE COMPLETED EXACTLY AS REQUIRED

COST PROPOSAL SCHEDULE— The Cost Proposal, detailed below, shall indicate the proposed price for the
delivery of specified goods for the entire scope of services including all services defined in the Scope of Services of
the RFQ Attachment G, pre forma Contract and 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 RFQ. All monetary amounts shall be in U.S. currency and limited to two (2} places to the
right of the decimal point.

ADD ADDITIONAL REQUIREMENTS FOR COMPLETING PROPOSED COST AS APPLICABLE (L.E, MINIMUM
AMOUNT, “BLANK" CELLS, £7C)

NOTICE: The Evaluation Factor associated with each line item of cost 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 entitement in
the Respondent.

Notwithstanding the line item of costs herein, pursuant to the second paragraph of the pro forma contract
section C.1. (refer to RFQ Attachment G), “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 Propesal must be signed, in the space below, by an individual empowered to bind the entity
responding to the provisions of this RFQ and any contract awarded pursuant thereto. If said individual is
not responding in an individual capacity or is the President or Chief Executive Officer, this document must
attach evidence showing the individual's authority to legally bind the entity responding to this RFQ.

RESPONDENNET SIGNATURE:
PRINTED NAME & TITLE:
_DATE:
RESPONDNET LEGAL ENTITY
NAME:: : .
§ 7 Gtate Use Only
Line item of cost Description = |- Proposed Cost:~ - Evaluation: Evaluation Cost
: : : Factor: - (cost: x: factor)
DESCRIPTION = = s :
o L JTUNIT | NUMBER
REPEAT AS NECESSARY $ e
% , /UNIT | NUMBER
REPEAT AS NECESSARY | $ o
: ~ ‘ /UNIT | NUMBER
EVALUATION COST AMOUNT (sum of evaluation costs above):

xi
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RESPONDNET LEGAL ENTITY:
NAME: :
BRI S T : StateUseOnly
Line item of cost Description | - Proposed Cost:  Evaluation Cost
: ; : B Y ; {cost: x: factor):
The RFQ Coordma’cor wm use thxs sum and the formula below to calculate the Cost Proposal Soore T

‘ - Numbers rounded to two (2) places to the right of the decimal poxnt will be standard for calculations: ‘

- lowest evaluaﬂon cost amount from all

responses X RFQ § 5;‘4; -
. - NUMBER: . SCORE: |
: : {maximum section:~ R
evaluatlon cost amount belng evaluated 5 score): : ‘

State Use RFQ Coardlnator Slgnature, Pnnted Name & Dare

EVALUATION FACTORS — A factor associated with each line item of cost is used to foster reasonable,

competitive price offers for each line item of costs and to prevent Respondents from offering prices with

the intent of “gaming” the evaluation model and not resulting in the best actual cost to the state. The use

of Evaluation Factors should also result in a more appropriate consideration of each line item of cost in

terms of its relative impact upon the total cost to the state under the proposed contract. Typically, all

Evaluation Factors must be based upon:

= historical data relating to the number of the associated goods or services units previously bought by the
state for a comparable period; OR

* the procuring state agency’s reasoned projection of the actual number of each line item of cost units
that the state will buy under the new contract during the entire contract period (with all options, if any,
to extend the contract exercised).

(if one or more milestone or other lump sum type payment amounts are included in the mix of line item

of costs, the logical Evaluation Factor for each milestone or lump sum line item of cost should typically be

“1” since each payment amount would be remitted only one time.)

Option: Cost Proposal Format Default — ONE Payment Rate Per Line item of cost (static or CPI-
escalated).

Use the default Cost Proposal schedule if the Respondents must offer only one rate per all goods or
services 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).

Option: Cost Proposal Format — NO Evaluation Factors Column contract

In those instances where the relative importance of ALL line item of costs is equal (for example, if

payments will be only based on milestone/ lump sum type payments in which the sum of all of the line :

item of costs would equal the anticipated cost of the contract), all Evaluation Factors would equal “1.” i
Inasmuch, it would be acceptable to draft the Cost Proposal format without the preamble notice relating

to Evaluation Factors as well as without the Evaluation Factor column or the Sum and Evaluation Factor

columns.

Option: Cost Proposal & Evaluation Guide.

xii
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Revise the Cost Proposal & Evaluation Guide detailed in the model, 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 RFQ in lieu of completing the Cost Proposal table
illustrated in the guide.

ATTACHMENT E: STATEMENT OF CERTIFICATIONS & ASSURANCES

Option: Alternate Language if Red-Line Allowed
Modify item 3 as follows if Red-Line pro forma contract submittal was permitted in RFQ Attachment B,

The Respondent accepts and agrees to all terms and conditions, except changes as set forth in the response
(refer to RFQ Attachment B, ttern B#NUMBERY), set out in the RFQ Attachment G, pro forma Contract.

Option: Alternate Language if Red-Line Allowed
Modify item 9 as follows if the State will solicit Cost Proposals from Qualified Respondents.

Both the Technical Response and the Cost Proposal submitted in response to the RFQ 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 RFQ.

ATTACHMENT F: REFERENCE QUESTIONNAIRE

Option: Questionnaire Revision.

Select one of the two different Reference Questionnaire options available below, depending on your
procurement needs.

Add, delete, or revise questionnaire items as appropriate to the subject procurement so that the state has
the best possible information upon which to select a Respondent for contract award.

RFQ # NUMBER REFERENCE QUESTIONNAIRE

RESPONDENT NAME: RESPONDENT NAME (completed by respondent before reference is requested)

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

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

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

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

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

return the sealed envelope containing the completed questionnaire directly to the respondent.

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

reference questionnaire?

xiii
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2 Please provide the foliowing 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 do/did the vendor provide to your company or organization?

4) What is the level of your overall satisfaction with the vendor of the goods or services
described above?

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

1 2 3 4 5

least satisfied E { { } E most satisfied

RFP # NUMBER PROPOSAL REFERENCE QUESTIONNAIRE — PAGE 2

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

(5) If the goods or services that the vendor provided to your company or organization are
completed, were the goods or services completed in compliance with the terms of the
contract, on time, and within budget? If not, please explain.

(6) If the vendor 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.

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

(8) In what areas of goods or service delivery do/did the vendor excel?
9) In what areas of goods or service delivery do/did the vendor fall short?

(10)  What is the level of your satisfaction with the vendor’s project management structures,
processes, and personnel?

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

1 2 3 4 5

least satisfied ; E { E { most satisfied

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

RFP # NUMBER PROPOSAL REFERENCE QUESTIONNAIRE — PAGE 3

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

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

least satisfied ! [ - l ] 1 most satisfied
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What, if any, comments do you have regarding the score selected above?

(12)  Would you contract again with the vendor for the same or similar goods or services?

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

1 2 3 4 5
| l | ] |

least satisfied l [ ] [ ] most satisfied

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

REFERENCE SIGNATURE:

(by the individual completing this
request for reference information)

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

DATE:
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REFERENCE QUESTIONNAIRE

RFQ ¢ NUMBER

The Respondent will be responsible for obtaining completed Reference Questionnaires as required and
for enclosing the sealed envelopes within the response.

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

Each individual responding to this reference questionnaire is asked to follow these instructions:
= complete this questionnaire (either using the form provided or an exact duplicate of this document);

sign and date the completed questionnaire;

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

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

return the sealed envelope containing the completed questionnaire directly to the respondent.

(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: = :
TTLE:. -
TELEPHONE #

EMAL
ADDRESS:

3) What goods or services do /did the vendor provide to your company or organization?
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(4) What is the level of your overall satisfaction with the vendor of the goods or services
described above?

Satisfied |  Not Satisfied ]

Please check one box

(5) Were the goods delivered or services completed in compliance with the terms of the
contract, on time, and within budget?

Yes D No [] Not Completed D

Please check one box

(6) How satisfied are you with the vendor’s ability to perform based on your expectations and
according to the contractual arrangements?

Satisfied L] Not Satisfied [

Please check one box

) What is the level of your satisfaction with the vendor’s project management structures,
processes, and personnei?

satisfied L] Not Satisfied [_]
Please check one box

(8) Wouid you contract again with the vendor for the same or similar goods or services?

Satisfied L] Not Satisfied [

Please check one box

SIGNATURE:
(by the individual completing this
reference questionnaire)

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

DATE:

ATTACHMENT G: PRO FORMA CONTRACT ATTACHMENT
Draft the pro forma contract in accordance with the appropriate contract model.

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

xviii
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If the contract is awarded to a governmental entity established pursuant to Tennessee Code Annotated {e.g.,a
human resource agency, a developmental district, the University of Tennessee, or a Board of Regents school),
the standard terms and conditions of the contract shall be revised accordingly; however, significant performance
requirements shall not be revised.

APPROVAL INSTRUCTIONS
Each RFQ document must be approved for release in accordance with the instructions below.

Complete the document as required by this Model.
Submit the proposed document to CPO at least 20 days before the desired RFQ release date. (Notwithstanding
compliance with this deadline, circumstances may necessitate a delay of the release date.)
Submit the document draft to CPO via e-mail to: Agsprs.Agsprs@state.tn.us or the CPO examiner assigned to the
contracting agency as a digital file in DOC format. Each draft must:
1. beclearly marked as “REVIEW DRAFT”
2. specify a number indicating the draft version;
3. highlight all deviations from the model 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 contracting 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 contracting agency staff by

means of review notes and redrafts exchanged by e-mail; and (b) e-mail pre-approval notice to
both the contracting agency and CPO staff when the latest draft appears acceptable for release.

Approval is alsg required for any amendment or cancellation.

PUBLICATION INSTRUCTIONS

Upon Comptroller approval, prepare the solicitation document 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 document prepared for public
release to the CPO staff person assigned to the contracting agency so that CPO staff may post the digital
document(s) on the Internet as appropriate.

The document presented for publication must be comprised by one or more (clearly and logically separated component)
digital files in PDF or DOC format. If previously approved, the cost response attachment may be presented for
publication in XLS, spreadsheet format.

ALWAYS confirm that each document is properly posted for public review.

If, for any reason, an RFQ is not properly published to the Internet, it may be necessary for the state to substantially
revise the approved RFQ schedule of events to add additional time before Q&A and response deadlines.

Xix
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STATE OF TENNESSEE
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INTRODUCTION

1.1.

1.2,

1.3.

1.4.

The State of Tennessee, STATE-AGENGY-NAMECentral Procurement Office, hereinafter
referred to as “the State,” has issued this Request for Qualifications (“RFQ’) to define mandatory
goods or services requirements; solicit responses; detail response requirements; and, outline the
State’s process for evaluating responses and selecting a Respondent for contract award to
provide the needed goods or services.

Through this RFQ_or any subsequent solicitation, the State seeks to buy the requested goods or
services at the most favorable, competitive prices and to give ALL qualified businesses, including
those that are owned by minorities, women, Tennessee service-disabled veterans, and small
business enterprises, the opportunity to do business with the state as contractors or
subcontractors.

Statement of Procurement Purpose

BRIEF, HIGH-LEVEL EXPLANATION OF GOODS OR SERVICES SOUGHT OR A SUMMARY
OF THE PROBLEM TO BE ADDRESSED. HIGHLIGHT THE PURPQSE OF THE RFQ (TO
SELECT A VENDOR/NUMBER OF VENDORS) THAT ARE QUALIFIED TO MEET THE
STATE'S NEEDS FOR THE GOODS OR SERVICES BEQUESTED BY THE STATE.

INCLUDE A SUMMARY OF THE PROBLEM TC BE ADDRESSED, FURTHER INFORMATION
ABOUT INITIATIVE, SUMMARY BACKGROUND INFORMATION, ETC., AS NEEDED. DO NOT
ASSUME THAT DETAILED SPECIFICATIONS OR SCOPE OF WORK (WHICH SHOULD BE
SET OUT IN THE PRO FORMA CONTRACT), WILL BE APPROVED FOR THIS SECTION.

INCLUDE AN ESTIMATE OF THE PURCHASE REQUIREMENTS FOR THE CURRENT
CONTRACT PERIOD, {F APPLICABLE,

Pre-Response Conference

A Pre-Response Conference will be held at the time and date detailed in the RFQ Schedule of
Events, RFQ § 2. Pre-Response Conference attendance is not mandatory, and potential
Respondents may be limited to a maximum number of attendees depending upon overall
attendance and space limitations. Please contact the Solicitation Coordinator to RSVP for the
Pre-Response Conference. The Conference will be held at:

ADDRESSA.OCATION

OTHER APPROPRIATE INFORMATION IF ANY

Notice of intent to Respond

Before the Notice of Intent to Respond Deadline detailed in RFQ § 2, Schedule of Events,
potential 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, the contact person’s mailing address, telephone number, facsimile, number, and e-mail
address. Filing a Notice of intent to Respond is not a prerequisite for submitting a response;
however, it is necessary to ensure receipt of notices and communications relating to this RFQ.

Definitions and Abbreviations

DEFINE ABBREVIATIONS OR TERMS USED THROUGHOUT THE RFQ.

RFQ #NUMBER 2
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2. RFQ SCHEDULE OF EVENTS

The following schedule represents the State’s best estimates for this RFQ; however, the State

reserves the right, at its sole discretion, to adjust the schedule at any time, or cancel and reissue
a similar solicitation. Nothing in this RFQ is intended by the State to create any property rights or
expectations of a property right in any Respondent.

EVENT TIME DATE
(Central | (all dates are State
Time business days)
Zone)
1. RFQ Issued DATE
2. Disability Accommodation Request Deadline 2:00 p.m. aBT%%SINESS DAYS
21 BUSINESS DAY
3. Pre-Response Conference TIME LATER
4. Notice of Intent to Respond Deadline 2:00 p.m. EQT%%SINESS 23
5. Written “Questions & Comments” Deadline 2:00 p.m. E:T%%SINESS DAYS
6 State response to written “Questions & > 3 BUSINESS DAYS
i Comments” LATER
7. RFQ Technical Response Deadline 2:00 p.m. ﬁ-’T%LéS’NESS DAYS
o gt;t:a ;\Jecgice of an'llflqd Re_spondents > 1 BUSINESS DAY
: Publi and_Se Sl as i LATER
RFQ #NUMBER 3
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3. RESPONSE REQUIREMENTS

3.1. Response Contents: A response to this RFQ should address the following:

3.1.1. Mandatory Requirements: This section details the mandatory technical, functional, and
experience mandatery-requirements that must be demonstrated in the response to this
RFQ in order to be passed on to Phase Il of the Technical Response evaluation. A
Respondent must duplicate and use RFQ Attachment A as a guide to organize
responses for the Mandatory Requirements of the RFQ response. The Respondent
should reference the page location of the information within the response in the indicated
column of the table. This section is included in the State’s evaluation as to whether or
not a Respondent meets mandatory qualifications (Phase 1).

3.1.2. General Qualifications & Experience: This section is included in the State’s evaluation of
Phase |l of the Technical Response Evaluation and details general information and
qualifications that must be demonstrated in the response to this RFQ. A Respondent
must duplicate and use RFQ Attachment B as a guide to organize responses for this
portion of the RFQ response. The Respondent should reference the page location in the
information within the response in the indicated column of the table.

3.1.3. Technical Qualifications, Experience & Approach: This section is also included in the

State's evaluation of Phase |l of the Technical Response Evaluation and details technical
qualifications, experience, and approach items that must be demonstrated in the
response to this RFQ. A Respondent must duplicate and use RFQ Attachment C as a
guide to organize responses for this portion of the RFQ response. The Respondent
should reference the page location in the information within the response in the indicated
column of the table,

3.14. Cost Proposal: For Qualified Respondents only

3.1.4.1. This section only applies to those respondents identified as being Qualified. See o -( Formatted: Tab stops: 1.25" Left
RFQ § 2, Schedule of Events, “State Notice of Qualified Respondents Released.” S S R
3.1.4.2. lf included as part of this solicitation, then the Cost Proposal must be recorded on an
exact duplicate of RFQ Attachment D, Cost Proposal & Evaluation Guide. Any
response that does not follow the instructions included in RFQ Attachment D may be
deemed nonresponsive.

3.1.4.3. A Respondent must only record the proposed cost exactly as required by the RFQ
Attachment D, Cost Proposal & Evaluation Guide and must NOT record any other
rates, amounts, or information.

3.1.4.4. The proposed cost shall incorporate ALL costs for services under the contract for the
total contract period.

3.1.4.5. A Respondent must sign and date the Cost Proposal.

3.1.4.6. A Respondent must submit the Cost Proposal to the State in a sealed package
separate from the Technical Response.

3.2 Response Delivery Location

A Respondent must ensure that the State receives a Response to this RFQ no later than the
Response Deadline time and dates detailed in the RFQ § 2, Schedule of Events. All responses

must be delivered to:
SOLICITATION COORDINATOR NAME

RFQ #NUMBER 4
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ADDRESS/LOCATION (INCLUDE FLOOR NUMBER)
PHONE NUMBER
GTHER APPROPRIATE INFORMATION IF ANY

3.3. Response Format

3.3.1. A Respondent must ensure that the original response meets all form and content
requirements detailed within this RFQ.

3.3.2. A Respondent must submit original response documents and copies as specified below.

3.3.2.1. Technical Response
One (1) original Technical Response paper document clearly labeled:

| “RFQ #NUMBER TECHNICAL RESPONSE ORIGINAL” «- - - { Formatted: Indent; Frt ne: 0.5

| aAnd five (§) copies of the Technical Response each in the form of one (1) digital+-~ = 'VLForrVna‘tj’:ed:m Indent; Left: 15 B
document in “PDF” format properly recorded on its own otherwise blank, EE o e
standard CD-R recordable disc or USB flash drive labeled:

|- “RFQ #NUMBER TECHNICAL RESPONSE COPY” «= - { Formatted: Indent: FirstInes 057

| . The digital copies should not include copies of sealed customer references or <= 2+ Formatted: Indent: Left: 1.5"
cost information in the general and technical evaluation phase. However, any e T T T T
other discrepancy between the paper response document and digital copies may
result in the State rejecting the response as nonresponsive. )

3.3.2.2. Cost Proposal: For Qualified Respondents only
One (1) original Cost Proposal paper document labeled:

| “RFQ #NUMBER COST PROPOSAL ORIGINAL” + =~ { Formatted: Indent: Left I

| . aAnd one (1) copy in the form of a digital document in “XLS” format properly - { Fc;myja‘tt’e’d:wlndeﬁt:’ Lei"tk:' 15"
recorded on a separate, blank, standard CD-R recordable disc or USB flash-drive T BRI

labeted: il e
| “RFQ #NUMBER COST PROPOSAL COPY” «~ -~ { Formatted: Indent; Frst I 0.5
| In the event of a discrepancy between the original Cost Proposal document and <~ - '-ténna&ed: Ihdenf: Left: 15 '

the digital copy, the original, signed document will take precedence.
3.4, Response Prohibitions: A response to this RFQ should not:

3.4.1. Restrict the rights of the State or otherwise qualify the response to this RFQ;

3.4.2. Include, for consideration in this procurement process or subsequent contract
negotiations, incorrect information that the Respondent knew or should have known was
materially incorrect;

3.43. Include more than one response, per Respondent, to this RFQ;

3.4.4. Include any information concerning costs (in specific dollars or numbers) associated with
the Technical Response;

3.4.5. Include the respondent’s own contract terms and conditions (unless specifically
requested by the RFQ); or

3.4.6. Include the respondent as a prime contractor while also permitting one or more other
respondents to offer the respondent as a subcontractor in their own responses.

RFQ #NUMBER 5
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3.5. Response Errors & Revisions

A Respondent is responsible for any and all errors or omissions in its response to this RFQ. A
Respondent will not be allowed to alter or revise its response after the Response Deadline time
and dates as detailed in RFQ § 2, Schedule of Events, unless such is formally requested in
writing by the State (e.g., through a request for clarification, etc.).

3.6. Response Withdrawal

A Respondent may withdraw a response at any time before the Response Deadline time and
date as detailed in RFQ § 2, Schedule of Events, by submitting a written signed request by an
authorized representative of the Respondent. After withdrawing a response, a Respondent may
submit another Response at any time before the Response Deadline time and date as detailed in
RFQ § 2, Schedule of Events.

3.7. Response Preparation Costs
The State will not pay any costs associated with the preparation, submittal, or presentation of any

response. Each Respondent is solely responsible for the costs it incurs in responding to this
RFQ.

RFQ #NUMBER [
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4. GENERAL INFORMATION & REQUIREMENTS

4.1. Communications

4.1.1. Respondents shall reference RFQ #NUMBER in all communications relating to this
solicitation, and direct any such communications to the following person designated as
the Solicitation Coordinator:

NAME, TITLE
ADDRESS
PHONE

EMAIL ADDRESS

The State will convey all official responses and communications related to this RFQ to
the potential respondents from whom the State has received a Notice of Intent to
Respond (refer to RFQ Section 1.3.).

4.1.2. Potential respondents with a handicap or disability may receive accommodation relating
to the communication of this RFQ and participating in the RFQ process. Potential
respondents may contact the RFQ Coordinator to request such reasonable
accommodation no later than the Disability Accommodation Request Deadline detailed in
RFQ § 2, Schedule of Events.

4.1.3. Unauthorized contact about this RFQ with other employees or officials of the State
of Tennessee may result in disqualification from contract award consideration.

4.1.4. Notwithstanding the foregoing, potential Respondents may also contact the following as
appropriate:
4.1.4.1. Staff of the Governor’s Office of Diversity Business Enterprise may be contacted for
assistance with respect to available minority-owned, woman-owned, Tennessee
service-disabled veteran-owned, and small business enterprises as well as general
public information relating to this request; or

4.1.4.2. The following individua! 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, TITLE

ADDRESS

PHONE

EMAIL ADDRESS

4.2, 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 solicitation or in the
employment practices of the Vendor on the grounds of handicap or disability, age, race, color,
religion (subject to Tennessee Code Annotated, Sections 4-21-401 and 405), sex, national origin,
or any other classification protected by federal, Tennessee state constitutional, or statutory law.
The Vendor pursuant to this solicitation shall post in conspicuous places, available to all
employees and applicants, notices of nondiscrimination.

4.3. Conflict of Interest

RFQ #NUMBER 7
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4.3.1. The State may not consider a proposal from an individual who is, or within the past six (6)
months has been, a State employee. For these purposes,

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

4.3.1.2. A contract with or a proposal 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

4.3.1.3. A contract with or a proposal from a company, corporation, or any other contracting entity
that employs an individual who is, or within the past six 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.

l 4.3.2. This RFQ is also subject to Tennessee Code Annotated, Section 12-4-101.
4.4. Respondent Required Review & Waiver of Objections

4.4.1. Each potential respondent must carefully review this RFQ, including but not limited to,
| attachments, the RFQ Attachment G, pro forma Contract, and any amendments; for
questions, comments, defects, objections, or any other matter requiring clarification or
correction (collectively called “questions and comments”).

4.4.2. Any potential respondent having questions and comments concerning this RFQ must
provide such in writing to the State no later than the written “Questions & Comments
Deadline” detailed in RFQ § 2, Schedule of Events.

4.4.3. Protests based on any objection 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.”

4.5. Disclosure of Response Contents

[ 4.5.1. Al materials submitted to the State in response to this solicitation become property of the -~ T{— Foﬁnatted: Indent: Left: 0‘5", oﬁt!iﬁe “

State of Tennessee. Selection for award does not affect this right. By submitting a numbered + Level: 3 + Numbering Style: 1, 2,
response, a Respondent acknowledges and accepts that the full contents and associated 7| 3, ... + Startat: 1 + Alignment: Left + Aligned

documents submitted in response to this request will become open to public inspection. (gt 1 Indentat: 1.5

Refer to RFQ § 2, Schedule of Events.

*m ‘[ Formatted: Indent: Left: 1"

452. The RF_Q responses will be avaniab!e for puphc_ mspeg:tnon inv after the completion of -~ Formatted: Indent: Left: 0.5, Outiine
evaluation of the RFQ or any resulting soficitation which this RFQ becomes a part of, numbered + Level: 3 + Numbering Style: 1, 2,
whichever is later, 3, .. + Startat: 1 + Alignment: Left + Aligned

at: 1" + Indentat: 1.5"
4.6. Notice of Professional Licensure, Insurance, and Department of Revenue Registration . :
Requirements

4.6.1. 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 part of a
response to this RFQ, shall be properly licensed to render such opinions.

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

4.6.3. Before the Contract resulting from this RFQ is signed, the apparent successful
Respondent must provide a valid, Certificate of Insurance indicating current insurance
coverage meeting minimum requirements as may be specified by the RFQ.

4.6.4. Before the Contract resulting from this RFP is signed, the apparent successful
Respondent must be registered with the Department of Revenue for the collection of
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Tennessee sales and use tax. The State shall not approve a contract unless the
Respondent provides proof of such registration. The foregoing is a mandatory
requirement of an award of a contract pursuant to this solicitation.

4.7. RFQ Amendments & Cancellation

4.7.1.

4.7.2.

The State reserves the right to amend this RFQ at any time, provided that it is amended
in writing. However, prior to any such amendment, the State will consider whether it
would negatively impact the ability of potential respondents to meet the deadlines and
revise the RFQ Schedule of Events if deemed appropriate. If a RFQ amendment is
issued, the State will convey it to potential respondents who submitted a Notice of Intent
to Respond (refer to RFQ § 1.3). A response must respond, as required, to the final RFQ
(including its attachments) as may be amended.

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

4.8. State Right of Rejection

4.8.1.

4.8.2.

4.8.3.

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

The State may deem as nonresponsive and reject any proposal that does not comply
with all terms, conditions, and performance requirements of this RFQ. Notwithstanding
the foregoing, the State reserves the right to seek clarifications or to waive, at its sole
discretion, a response’s minor variances from full compliance with this RFQ. If the State
waives variances in a response, such waiver shall not modify the RFQ requirements or
excuse the Respondent from full compliance with such, and the State may hold any
resulting vendor to strict compliance with this RFQ.

The State will review the response evaluation record and any other available information
pertinent to whether or not each respondent is responsive and responsible. If the
evaluation team identifies any respondent that appears not to meet the responsive and
responsible thresholds such that the team would not recommend the respondent for
potential contract award, this determination will be fully documented for the record.
(“Responsive” is defined as submitting a response that conforms in all material respects
to the RFQ. “Responsible” is defined as having the capacity in all respects to perform
fully the contract requirements, and the integrity and reliability which will assure good
faith performance.)

4.9. Assignment & Subcontracting

4.9.1.

4.9.2.

4.9.3.

4.9.4.

4.9.5.

RFQ #NUMBER

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

If a Respondent intends to use subcontractors, the response to this RFQ must
specifically identify the scope and portions of the work each subcontractor will perform
(refer to RFQ Attachment B, ltem B.14.).

Subcontractors indentified within a response to this RFQ 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.

The Contractor resulting from this RFQ may only substitute another subcontractor for a
proposed subcontractor at the discretion of the State and with the State’s prior, written
approval.

Notwithstanding any State approval relating to subcontracts, the Contractor resulting from
this RFQ will be the prime contractor and will be responsible for all work under the
Contract.
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4.10. 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 RFQ process.
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5. PROCUREMENT PROCESS & CONTRACT AWARD

5.1. The complete vendor selection will be a two-part process: (1) Qualification of Technical
Responses; and (2) Evaluation of Cost Proposals. Any contract award is subject to successful
contract negotiation. )

5.2. Competitive-Bange-ofQualification of Technical Responses: Al-technicalrespenses-will
beTechnical Responses will be short-listed to-a-competitive-range for further evaluation, analysis
or negotiation if they are apparently responsive. responsible, and within the competitive range. A

Technical Response will be deemed within the competitive range based on the following criterion:

{INSERT details as to how the competitive range will be determined).

Phase I: The State will evaluate the Mandatory Requirements set forth in RFQ Attachment
A on a pass/fail basis.
Phase |l Following the Phase | evaluation, the State will apply a standard equitable

evaluation model, which will represent a qualitative assessment of each
response. Each response will be scored by Evaluation Team members
according to the Technical Response & Evaluation Guides (See RFQ
Attachments B & C).

The Solicitation Coordinator will total the average score from the evaluation team
for each responsive and responsible Respondent’s Technical Response Points
for RFQ Attachments B & C to determine which of the Respondents are
considered Qualified and within the competitive range.

| Formatted: Not Highiight

responsive and respensible and in the competitive range, will continue onto Part Two, Cost P { Formatted: Not Highlight

Proposal evaluation. The Cost Proposal containing the lowest cost will receive the maximum : { Formatted: Fort: Italic

number of points per each section. See RFQ Attachment D, Cost Proposal & Evaluation Guide. .-
- ',‘{ Formatted: Indent: Left: 0.5", No bullets or
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54.  Cladfications and Negotiations: The State reserves the right to award a contract on the basis of

initial responses received: therefore, each response should contain the respondent’s best terms ~ ~o { Formatted: Underiine
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clarifications or negotiations with respondents. All communications, clarifications, and { . o
negotiations shall be conducted in a manner that supports faimess in response i<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>