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RFP #12-9187-1KS
February 6, 2012
REQUEST FOR PROPOSAL 
WEB BASED SOFTWARE FOR ACTIVITY FUND ACCOUNTING
AND STUDENT FEE MANAGEMENT FOR
HENRICO COUNTY PUBLIC SCHOOLS
Your firm is invited to submit a proposal to provide Web based Software for Activity Fund Accounting and Student Fee Management for Henrico County Public Schools in accordance with the enclosed specifications.  The submittal, consisting of the original proposal and seven (7) additional copies marked, "A PROPOSAL FOR WEB BASED SOFTWARE FOR ACTIVITY FUND ACCOUNTING AND STUDENT FEE MANAGEMENT”, will be received no later than 2:30 p.m., March 9, 2012, by:

IN PERSON OR SPECIAL COURIER
U.S. POSTAL SERVICE

County of Henrico
County of Henrico

Department of General Services
Department of General Services

Purchasing Office                                                    OR
P.O. Box 90775
1590 E. Parham Road
Henrico, Virginia 23273-0775
Henrico, Virginia  23228

This RFP and any addenda are available on the County of Henrico website at: www.co.henrico.va.us The Bids and Proposals link is listed under the Henrico Business Section on the home page.  To download the IFB, click the link and save the document to your hard drive. To receive a printed copy of this document please call (804) 501-5660 or bla04@co.henrico.va.us To receive an email copy of this document please contact edw@co.henrico.va.us
Time is of the essence and any proposal received after 2:30 p.m., March 9, 2012 whether by mail or otherwise, will be returned unopened.  The time of receipt shall be determined by the time clock stamp in the Purchasing Office, Department of General Services.  Proposals shall be placed in a sealed, opaque envelope, marked in the lower left-hand corner with the RFP number, title, and date and hour proposals are scheduled to be received.  Offerors are responsible for insuring that their proposal is stamped by Purchasing Office personnel by the deadline indicated.

The awarding authority for this contract is the Director of General Services, County of Henrico.

A pre-proposal conference will be held on February 15, 2012 at 10:00 a.m. in the Purchasing Office, North Run Office Complex, 1590 East Parham Road, Henrico, VA 23228.  Offerors are strongly encouraged to attend the pre-proposal conference in order to ask questions regarding the RFP requirements and to familiarize themselves with the purchasing procedures.  Only two representatives from each firm will be allowed to attend the meeting.  A teleconference number has been established for suppliers who are unable to travel to the County of Henrico.  To join the meeting, call 804-501-7555, enter meeting ID 7002, and password 2012.  It is limited to one caller from each supplier.

Nothing herein is intended to exclude any responsible firm or in any way restrain or restrict competition. On the contrary, all responsible firms are encouraged to submit proposals.  The County of Henrico reserves the right to accept or reject any or all proposals submitted.

Technical questions concerning this Request for Proposal should be submitted to Kevin Steinbrecher, ste27@co.henrico.va.us no later than February 17, 2012.







Very truly yours,

Kevin Steinbrecher, CPPB, A.P.P.







Procurement Supervisor 







Ste27@co.henrico.va.us







804-501-5690
1590 E. Parham Road/P.O. Box 90775/Henrico, Virginia 23273-0775
(804) 501-5660  Fax: (804) 501-5693
I. PURPOSE:

The intent and purpose of this Request for Proposal (RFP), and the resulting annual contract, is to obtain the services of a qualified firm to provide for the furnishing, delivery, installation, and implementation and licensing of School Activity Fund Accounting and Student Fee Management Web-based Software for Henrico County Public Schools (HCPS).

II. BACKGROUND:

HCPS is a large metropolitan school district with over 48,000 students in 72 schools for the 2011-12 school year.  The users of the system will include school-based financial secretaries and their respective principals, school-based instructional staff during heavy cash receipting at the start of each school year and central office-based staff, including internal auditors.  HCPS estimates they conduct over 200,000 transactions annually with respect to School Activity Fund Accounting, including cash receipts, disbursements and transfers and approximately 125,000 transactions related to Receipt Book.

A. Current Software Capabilities:

HCPS is currently using two different systems with respect to School Activity Fund Accounting; a purchased software for the financial accounting statements and an in-house written program for collection of student fees.
1. Activity Accounting Software: Educational Products Educational Software (EPES) is a windows based accounting software program.  The program contains or can do the following:

a. Password protection

b. Record and print checks and receipts written from activity accounts 

c. Balances are updated immediately 

d. Record up to five accounts on one receipt and up to ten accounts on one check

e. Double entry posting to checking, savings, certificates of deposits, etc.

f. Immediate access to account balances

g. Bank reconciliation

h. Query reports of Checks and Receipts

i. Provides reports for single activity, a group of activities or all activities 

j. Request reports daily, monthly, quarterly or annually

k. Summarize all receipts, payments and transfers showing current balances for each activity fund

l. Prints reports to screen or printer

m. A chart of accounts by School

n. Pop up list for accounts and vendors 

2. Receipt Book Solution (RBS) is an in house program, written in File Maker Pro, used to collect fees from students and patrons.  The program contains or will do the following:

a. Password protection

b. Drop down menu of student names, student ID, grade and Home Room

c. Drop down menu of fees to be paid with both division wide and location specific default amounts and the ability to override default amounts on each transaction 

d. Division wide and location specific fee sheets indicating all fees to be paid by individual students on fee collection night

e. Print receipts

f. Print Batch Reports for teachers indicating all receipts processed and displays grand total by cash collected and checks collected and the sum of both cash and checks

g. Distribution of batched funds by summary and by detail

h. Student fee history

i. Activity fee history 

III. OBJECTIVE:

A.
Primary Objectives of this RFP:

1. 
The new system is anticipated to provide for more efficient entry, tracking and management of financial data and a more effective manner of monitoring and auditing the data both at the schools and from the central office.  The central office staff shall have on-line access to monitor school activity fund balances, transactions, and to run periodic reports, such as monthly reports or 1099 reports at year-end.  

a. To establish a contract based upon quality, pricing, guarantees, ongoing support, timeliness of delivery and installation of products, references, past experience and ability of the company to provide the services and product required.

b. To provide an efficient, effective, and accurate conversion and loading of existing accounting and receipts data into the new application(s).

c. To provide the most efficient, effective manner to collect, monitor and audit data for school activity accounts. 

d. To provide the ability for on-line payment of fees.

e. To provide for efficient, effective ongoing support of users of the system. 
B.
Anticipated Implementation

HCPS would like to consider a full implementation for all schools to be phased-in ensuring a manageable transition plan. It would be our preference to begin with a pilot with a minimum of 10 schools to be implemented by June 2012 and the balance of all schools must be implemented by June 30, 2013. 
C.
As previously noted, it is envisioned that the web-based software provided by the Successful Offeror will be used primarily by school financial secretaries.  However, it is anticipated that the system will also be used by principals and teaching staff.  It is essential that the Successful Offeror be cognizant of the various models of workstation machines used by HCPS staff, listed below, and the ability of the select computers to operate the system.  While the software being solicited should be Web based, the Successful Offeror should ensure that the application software would work properly on BOTH the Apple and PC platforms, since both platforms are used by HCPS staff (It is the experience of HCPS that not all Web based application software originally written for the Windows environment will necessarily work with the OS X environment).
D.
A description of the HCPS wide area network (WAN) is provided below. While the HCPS WAN is fairly robust, HCPS shall require that the response to this solicitation include an estimate of the amount of traffic that will be placed on the WAN as a result of the purchase and installation of the application software, both during daily use, as well as nightly backup of the data.

IV.
SCOPE OF SERVICES:

A.
General Requirements:

1.
The Successful Offeror shall provide the product and render services under the contract to be awarded pursuant to this RFP as an independent Contractor, and nothing herein shall be construed as placing any employees of the Successful Offeror in the category of either a classified or other type of employee of the County.  

2.
During the term of the contract, the Successful Offeror shall provide all materials, labor and supervision to provide software, services, and support.  

3. The Successful Offeror shall convert the most immediate prior year’s data for each school for the primary purpose of multi-year tracking and tracing and for reporting.  The current Activity Accounting program is a 16 bit windows based program, written in the Fox Pro programming language.  The Fox Pro application data is in a DBF file.  There will be 72 different school exports that contain 20 different export files that will need to be imported into the system offered. The exports will be saved into different excel files. Exports from the Fox Pro would be files that contain Vendors, Accounts, Checks, CHKMANY, GLACCT, Receipts, RECMANY, Users, TRANSFA, and TRANSFG are just some of the exports from Fox Pro.  Attachment H contains examples of the Fox Pro Excel exports. 
4. In your response please include your recommendation for the size of the pilot group and the schedule for bringing on the remaining schools. The pricing of the product and services shall be standardized and any new schools shall be added to the contract, upon request.

5. The Successful Offeror shall specifically state the minimum requirements of the approved web browser that will ensure the successful operation of the system.  The browsers currently used by HCPS are: Internet Explorer – version 8 and version 6, Firefox version 3.6.3., Chrome version 14.0 and Safari version 4.0.5. 
6. It is anticipated that the successful offeror will provide a fully hosted turnkey solution to HCPS, save the possible need to have the client machines web browsers augmented in an acceptable fashion.  A hosted environment will preclude the need for HCPS to procure and maintain server infrastructure for the duration of the products life. 

7. Offerors shall make a clear statement as to whether or not the proposed web-based solution is fully compliant with the Federal Education Rights and Privacy Act (FERPA).  

8. Offerors shall make a clear statement regarding the extent to which the proposed solution is compliant with the Schools Interoperability Framework (SIF) and whether or not a SIF compliant server, services, and capabilities are included as part of the Offeror’s proposal with requisite operations, support, maintenance, and services. 
9. The Successful Offeror’s system must have the capability for laser printed checks.  A numbering system shall be established by HCPS.  The Successful Offeror shall implement and support the numbering system established by HCPS.

10. At the release of this solicitation, HCPS has 72 schools. Potentially, at least one additional school could be added in each of the next 6 years. 

11. The Successful Offeror’s system shall have the capability for processing transactions with either cash, check, or on line payments (debit or credit card).  No cash drawers will need to be supplied.

12. The Successful Offeror’s system must be able to retain and provide HCPS access to data online for the term of the contract.
13. The Successful Offeror’s web-based software shall have the ability to be linked with the HCPS student and staff records Open District database and Century SIS Express Oracle based Database and have the ability to import or accept records from this application.  The Successful Offeror shall provide the data layout for the input process to occur. HCPS would like to be able to import the following to the proposed system, but not limited to the following: School Code, Student Name, Student Number, Homeroom number, Teacher Name, Course Number, Course fees, etc. Reference Attachment I for the import table sample. 
B.
The Successful Offeror’s system shall meet the following requirements related to Activity Fund Accounting:


1.
Users can delete transactions only with administrative approval.

2.
Backup capability

3.
The established HCPS Standard Chart of Accounts should be kept intact 

4.
Vendor codes should be easily transferable 

5.
Export capability into Microsoft Office applications such as Excel

6.
Remote access: ability to view accounts from central location and copy/print 

7.
Record/print receipts and checks

8.
Create, edit and delete employees, vendors, accounts with no activity

9.
Void checks, receipts, transfers

10.
Easily mark vendors for 1099 reporting

11.
Post journal entries to record interest income, bank charges and NSF (non sufficient fund) checks 
12.
Query reports for receipts and disbursements

13.
Reports to include:

a.
Financial report summarizing beginning balance, receipts, disbursements, transfers and ending balance by accounts

b.
Journal Entry Report

c.
Bank Reconciliation

d.
List of Receipts

e.
List of Disbursements

f.
List of Transfers

g.
List of Outstanding Checks

h.
1099 Reports by Tax ID Number

14. The application database(s) must be at least ISO/IEC 9075-14:2006 (SQL:2006) compliant and the Successful Offeror must provide designated HCPS staff a SQL:2006 compliant interface to access and extract HCPS data on demand.

15. The application database must be able to both import and export text based files to facilitate both unidirectional and bidirectional data exchange between other HCPS information systems and the Successful Offeror’s application database(s). 

C.
The Successful Offeror’s system shall meet the following requirements related to Electronic Receipt Book:


1.
Pre-numbered teacher receipts 

2.
Drop down menu with students’ names, ID numbers, homerooms

3.
Drop down menu for activity account names with corresponding hidden account numbers

4.
Create new fees 

5.
Default amounts for fees charged, with override capability

6.
Teacher collection reports indicating funds collected by date, receipt number, student name, amount, and whether funds are cash or check.

7.     
For on line payments, collection reports indicating funds collected by date, receipt number, student name, and amount
8.
Total on each teacher collection report should be by cash and checks

9.
Standard fee sheet, modifiable by school

10.
Ability to load specific fees based on the courses taken by an individual student.

11.
Student payment history

12.
Fees paid history with the ability to sort by homeroom, grade, school, student or specific fee 
13.
Ability to know which teachers are receipting during the day

14.
Ability to periodically lock teachers out of the receipt book program 

15. 
Ability to track and manage outstanding student fees

16.
Ability to flag receipt in which payment has been recorded as NSF

17.
Ability to flag a student linked to a payments marked as NSF


D.
Continuing Support:

1.
The contract will provide for:

a.
On-site training

b.
Ongoing support via toll free telephone number or on-site to the users of the software

c.
Annual updates or enhancements to the software are to be included in the annual pricing 

d.  Access to online user manual 

e. A data dictionary for every field in the database and displayed to the user or included on any report.  At a minimum, the database data dictionary shall give the table name, column name, data type, field size, a thorough and meaningful description of the field, and all places where the field appears on any display or report.  Any fields displayed to the user or included on a report which are not stored in the database shall be similarly described only without reference to a table and column in the database.  Calculations for all calculated fields will be explicitly stated including the actual calculations used.

2.
It is imperative that the Successful Offeror work closely with representatives from the Finance Department, Internal Audit and Technology staff to ensure a smooth transition including installation, training and conversion of data.

3.
All Offerors shall describe fully any additional costs per school after training and system acceptance for that school. 
4.
All Offerors shall provide details regarding the help desk support to HCPS, at a minimum from 8 am until 5 pm (EST), Monday through Friday and provide less than a 4 hour response time to resolve problems. 

E.
Training of Users, Technical staff and other staff

The Successful Offeror will provide a training plan that identifies training for HCPS Technology Department, Central Office Staff, School Administration, School Clerical Staff and Teachers. We will follow a train the trainer approach for each group of schools that go live but all financial secretaries will receive training.  The plan shall include the following. 
1. Detailed training plan for the initial pilot group, which shall include representatives from HCPS technology department, Central Office Staff, financial secretaries, administrators and teachers for each pilot school.

2. Detailed training plan for remaining schools as they go-live.

3. Ongoing training of trainers as needed for any new features or system changes.
4. All Offerors shall include in their proposals the training fee, if applicable, for any training to be purchased on an as needed basis after the initial training for all users.


F.
Implementation

1. All Offerors must include an implementation plan that covers the pilot group as well as the plan for the remaining schools.   The Offerors proposal must state clearly the time in relationship to the signing of the contract for the pilot group; i.e., "delivery, installation and training will be within _____ days of contract".

2. Delivery of the final, operational product should occur as soon as possible and will be negotiated with the Successful Offeror prior to signing the contract.  The goal of HCPS is to have the new application functional by June 2012 for the selected pilot schools.  The remaining schools would go live during of the 2012-13 school year.

3. A list of schools and their addresses is provided as Attachment G to this RFP.
G.
The Successful Offeror Shall:

1.
Present evidence that the firm or its officers have provided services as listed in this Request for Proposal in a substantially similar scope in an education setting.  References must be included stating the name, position, telephone number, fax number, and if available, the E-Mail or Internet address of a contact person. 

2.
Have completed a project of this scope that completely encompasses a thorough working knowledge and applications of that knowledge to a secure web-based solution.

3.
Have trained, professional staff, sufficient to meet the training needs of a large metropolitan school system.

4.
Provide, upon request, a directory of key company personnel, to include a resume of the trainers who will train HCPS staff and faculty.

5.
Will demonstrate a thorough knowledge of the requirements of this solicitation.

V.
TECHNICAL SPECIFICATIONS:
A.
Offerors shall provide minimum and recommended system specifications for all networks, server and workstation components required for the system to operate within their proposal.  The software must work on workstations with the minimum specifications listed in Section B below.

B. Current Computing and Network Environment (Technical Specifications)


1.
Workstation Environment

Below are the specifications for the workstation computers used by HCPS staff.  Financial secretaries in the secondary schools have desktop computers, while financial secretaries in the elementary schools use laptop computers.  All remaining staff uses laptop computers as outlined below.  

	 
	ES Teachers
	MS Teachers
	HS Teachers
	ES Financial Secretary
	Secondary Financial Secretary

	Processor
	2.16GHz Intel Core2 Duo
	2.2GHz
	2.26GHz
	1.3 GHz Intel Celeron M
	2.8 GHz
Celeron

	
	
	
	
	
	

	Memory
	2GB
	2GB
	2GB
	768 MB
	512 MB

	
	
	
	
	
	

	Hard Drive
	120GB
	160GB w/FreeFall Sensor
	160GB
	60 GB
	40GB

	Browser
	Safari, Firefox
	IE8
	IE8
	Internet Explorer 6
	Internet Explorer 6

	OS
	OS X
	Windows7
	Windows7
	XP
	XP

	
	
	
	
	
	


All School based machines will be replaced over the course of the next 4 years and will have specifications greater than or equal to their current specifications.  They may also be required to run newer Operating Systems from Microsoft or Apple.


2.
Networking Environment 

Assuming that the Successful Offeror will be providing a fully hosted and supported web based solution, the HCPS Network Infrastructure has the following characteristics:

· The HCPS datacenter has a 500MBPS internet connection provided by Paetec Solutions

· The schools and buildings within the district are connected to the data center by a Verizon provided fiber optic network for the sole use of HCPS

· The Elementary Schools are connected to this network at 10mbps and Secondary schools are connected at 100mbps

· All schools have at a minimum a Cisco wireless G network for student and staff access

· The HCPS datacenter is connected to the Verizon network with a single 1gbps link

C. Printing Capabilities

1. All forms, reports, and documents, including checks and receipts, which are printable and/or printed by the Offeror’s software shall be printable on any laser jet and any inkjet printer.  Specific requirements for printing capabilities shall be explicitly specified by the Offeror.

VI.
ANTICIPATED SCHEDULE:

The following represents a tentative outline of the process currently anticipated by the County:

· Request for Proposals distributed
        February 6, 2012 
· Pre-Proposal Conference

February 15, 2012, 10:00 a.m.
· Deadline for questions

February 17, 2012

· Receive written proposals                                     March 9, 2012, 2:30 p.m.
· Conduct oral interviews/negotiations                     March 27, 2012
· Contract/Installation begins after
April 2012
VII.
COUNTY RESPONSIBILITIES:

Henrico County Public Schools will designate an individual to act as the Project Manager for all work performed under this contract. The Project Manager shall coordinate the work, and shall have the authority to make decisions in writing binding their respective employers on matters within the scope of the contract.  The Project Manager for this project will be Debra Hargrave.

VIII.
GENERAL CONTRACT TERMS AND CONDITIONS:

A.
Annual Appropriations

It is understood and agreed that the contract resulting from this procurement (“Contract”) shall be subject to annual appropriations by the County of Henrico, Board of Supervisors.  Should the Board fail to appropriate funds for this Contract, the Contract shall be terminated when existing funds are exhausted.  The Successful Offeror (“Successful Offeror” or “contractor”) shall not be entitled to seek redress from the County of Henrico, Virginia (the “County”) should the Board of Supervisors fail to make annual appropriations for the Contract.


B.
Award of the Contract

1.
The County reserves the right to reject any or all proposals and to waive any informalities.

2.
The Successful Offeror shall, within fifteen (15) calendar days after Contract documents are presented for signature, execute and deliver to the Purchasing Office the Contract documents and any other forms or bonds required by the RFP.

3. The Contract resulting from this RFP is not assignable.

4.
Upon making an award, or giving notice of intent to award, the County will place appropriate notice on the public bulletin board located at the following locations:

Purchasing Office



Eastern Government Center

North Run Office Complex


3820 Nine Mile Road

1590 East Parham Road


Henrico VA

Henrico VA 23228





Henrico Government Center

4301 E. Parham Road

Henrico VA  23228

Notice of award or intent to award may also appear on the Purchasing Office website:   http://www.co.henrico.va.us/genserv

C.
Collusion
By submitting a proposal in response to this Request for Proposal, the Offeror represents that in the preparation and submission of this proposal, said Offeror did not, either directly or indirectly, enter into any combination or arrangement with any person, Offeror or corporation or enter into any agreement, participate in any collusion, or otherwise take any action in the restraint of free, competitive bidding in violation of the Sherman Act (15 U.S.C. § 1 et seq.) or Section 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 through 59.1-68.8 of the Code of Virginia.
D.
Compensation

The Successful Offeror shall submit a complete itemized invoice on each delivery or service that is performed under the Contract.  Payment shall be rendered to the Successful Offeror for satisfactory compliance with the Contract within forty-five (45) days after receipt of a proper invoice.

E.
Controlling Law and Venue

The Contract will be made, entered into, and shall be performed in the County of Henrico, Virginia, and shall be governed by the applicable laws of the Commonwealth of Virginia without regard to its conflicts of law principles.  Any dispute arising out of the Contract, its interpretations, or its performance shall be litigated only in the Henrico County General District Court or the Circuit Court of the County of Henrico, Virginia.

F.
Default

1.
If the Successful Offeror is wholly responsible for a failure to perform the Contract (including, but not limited to, failure to make delivery of goods, failure to complete implementation and installation, and/or if the goods and/or services fail in any way to perform as specified herein), the County may consider the Successful Offeror to be in default.  In the event of default, the County will provide the Successful Offeror with written notice of default, and the Successful Offeror shall provide a plan to correct said default within 20 calendar days of the County’s notice of default.

2.
If the Successful Offeror fails to cure said default within 20 days, the County, among other actions, may complete the Contract work through a third party, and the Successful Offeror shall be responsible for any amount in excess of the Contract price incurred by the County in completing the work to a capability equal to that specified in the Contract.
G.
Discussion of Exceptions to the RFP

This RFP, including but not limited to its venue, termination, and payment schedule provisions, shall be incorporated by reference into the Contract documents as if its provisions were stated verbatim therein. Therefore, Offerors shall explicitly identify any exception to any provisions of the RFP in a separate “Exceptions to RFP” section of the proposal so that such exceptions may be resolved before execution of the Contract. In case of any conflict between the RFP and any other Contract documents, the RFP shall control unless the Contract documents explicitly provide otherwise.  

H.
Drug-Free Workplace to be Maintained by the Contractor (Va. Code § 2.2-4312)

1.
During the performance of this Contract, the contractor agrees to (i) provide a drug-free workplace for the contractor’s employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the contractor’s workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the contractor that the contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

2.
For the purposes of this section, “drug-free workplace” means a site for the performance of work done in connection with a specific contract awarded to a contractor in accordance with the Virginia Public Procurement Act, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.
I.
Employment Discrimination by Contractor Prohibited

1.
During the performance of this Contract, the contractor agrees as follows (Va. Code § 2.2-4311):

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

(b)
The contractor, in all solicitations or advertisements for employees placed by or on behalf of the contractor, will state that such contractor is an equal opportunity employer.

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

2. 
The contractor will include the provisions of the foregoing subparagraphs (a), (b), and (c) in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.


J.
Employment of Unauthorized Aliens Prohibited


As required by Va. Code § 2.2-4311.1, the contractor does not, and shall not during the performance of this agreement, in the Commonwealth of Virginia knowingly employ an unauthorized alien as defined in the federal Immigration Reform Act of 1986.

K.
Indemnification

The Successful Offeror agrees to indemnify, defend and hold harmless the County (including Henrico County Public Schools), and the County’s officers, agents and employees from any claims, damages, suits, actions, liabilities and costs of any kind or nature, including attorneys’ fees, arising from or caused by the provision of any goods and/or services, the failure to provide any goods and/or services and/or the use of any services and/or goods furnished (or made available) by the Successful Offeror, provided that such liability is not attributable to the County’s sole negligence.
L.
Insurance Requirements
The Successful Offeror shall maintain insurance to protect itself and the County (including Henrico County Public Schools) from claims under the Workers' Compensation Act, and from any other claim for damages for personal injury, including death, and for damages to property which may arise from the provision of goods and/or services under the Contract, whether such goods and/or services are provided by the Successful Offeror or by any subcontractor or anyone directly employed by either of them.  Such insurance shall conform to the Insurance Specifications. (Attachment A)
M.
No Discrimination against Faith-Based Organizations


Henrico County does not discriminate against faith-based organizations as that term is defined in Va. Code § 2.2-4343.1.

N.
Offeror's Performance
1.
The Successful Offeror agrees and covenants that its agents and employees shall comply with all County, State and Federal laws, rules and regulations applicable to the business to be conducted under the Contract.

2.
The Successful Offeror shall ensure that its employees shall observe and exercise all necessary caution and discretion so as to avoid injury to person or damage to property of any and all kinds.

3.
The Successful Offeror shall cooperate with County officials in performing the Contract work so that interference with normal operations will be held to a minimum.

4.
The Successful Offeror shall be an independent contractor and shall not be an employee of the County.
O.
Ownership of Deliverable and Related Products
1.
The County shall have all rights, title, and interest in or to all specified or unspecified interim and final products, work plans, project reports and/or presentations, data, documentation, computer programs and/or applications, and documentation developed or generated during the completion of this project, including, without limitation, unlimited rights to use, duplicate, modify, or disclose any part thereof, in any manner and for any purpose, and the right to permit or prohibit any other person, including the Successful Offeror, from doing so.  To the extent that the Successful Offeror may be deemed at any time to have any of the foregoing rights, the Successful Offeror agrees to irrevocably assign and does hereby irrevocably assign such rights to the County.  

2.
The Successful Offeror is expressly prohibited from receiving additional payments or profit from the items referred to in this paragraph, other than that which is provided for in the general terms and conditions of the Contract.

3.
This shall not preclude Offerors from submitting proposals, which may include innovative ownership approaches, in the best interest of the County.


P.
Record Retention and Audits

1.
The Successful Offeror shall retain, during the performance of the Contract and for a period of three years from the completion of the Contract, all records pertaining to the Successful Offeror’s proposal and any Contract awarded pursuant to this Request for Proposal.  Such records shall include but not be limited to all paid vouchers including those for out-of-pocket expenses; other reimbursement supported by invoices, including the Successful Offeror’s copies of periodic estimates for partial payment; ledgers, cancelled checks; deposit slips; bank statements; journals; Contract amendments and change orders; insurance documents; payroll documents; timesheets; memoranda; and correspondence.  Such records shall be available to the County on demand and without advance notice during the Successful Offeror’s normal working hours.

2.
County personnel may perform in-progress and post-audits of the Successful Offeror’s records as a result of a Contract awarded pursuant to this Request for Proposals.  Files would be available on demand and without notice during normal working hours.


Q.
Severability

Each paragraph and provision of the Contract is severable from the entire agreement and if any provision is declared invalid the remaining provisions shall nevertheless remain in effect.

R.
Small, Women-Owned and Minority-Owned (SWAM) Businesses
The County welcomes and encourages the participation of small businesses and businesses owned by women and minorities in procurement transactions made by the County. The County of Henrico actively solicits both small business, women-owned and minority (SWAM) businesses to respond to all Invitations for Bids and Requests for Proposals. All solicitations are posted on the County’s Internet site at:

http://www.co.henrico.va.us/departments/genserv/purchasing. 
S.
Subcontracts
1,
No portion of the work shall be subcontracted without prior written consent of the County.  In the event that the Successful Offeror desires to subcontract some part of the work specified in the Contract, the Successful Offeror shall furnish the County the names, qualifications, and experience of the proposed subcontractors.  The Successful Offeror shall, however, remain fully liable and responsible for the work to be done by his/her subcontractor(s) and shall assure compliance with all the requirements of the Contract.

2.
The County encourages the contractor to utilize small, women-owned, and minority-owned business enterprises.  For assistance in finding subcontractors, contact the Supplier Relations Coordinator (804-501-5689) or the Virginia Department of Minority Business Enterprises:


http://www.dmbe.state.va.us/
T.
Taxes
1.
The Successful Offeror shall pay all county, city, state and federal taxes required by law and resulting from the work or traceable thereto, under whatever name levied.  Said taxes shall not be in addition to the Contract price between the County and the Successful Offeror, as the taxes shall be an obligation of the Successful Offeror and not of the County, and the County shall be held harmless for same by the Successful Offeror.

2.
The County is exempt from the payment of federal excise taxes and the payment of State Sales and Use Tax on all tangible, personal property for its use or consumption.  Tax exemption certificates will be furnished upon request.

U.
Termination of Contract

1.
The County reserves the right to terminate the Contract immediately in the event that the Successful Offeror discontinues or abandons operations; is adjudged bankrupt, or is reorganized under any bankruptcy law; or fails to keep in force any required insurance policies or bonds.

2.
Failure of the Successful Offeror to comply with any section or part of the Contract will be considered grounds for immediate termination of the Contract by the County.

3.
Notwithstanding anything to the contrary contained in the Contract between the County and the Successful Offeror, the County may, without prejudice to any other rights it may have, terminate the Contract for convenience and without cause, by giving 30 days’ written notice to the Successful Offeror.

4. If the County terminates the Contract, the Successful Offeror will be paid by the County for all scheduled work completed satisfactorily by the Successful Offeror up to the termination date.

V.
County License Requirement

If a business is located in the County, it is unlawful to conduct or engage in that business without obtaining a business license.  If your business is located in the County, include a copy of your current business license with your proposal submission.  If you have any questions, contact the Business Section, Department of Finance, County of Henrico, telephone (804) 501-4310.

W. Environmental Management

The Successful Offeror shall comply with all applicable federal, state, and local environmental regulations.  The Successful Offeror is required to abide by the County’s Environmental Policy Statement (http://randolph.co.henrico.va.us/genserv/forms/environmentalpolicy.pdf), which emphasizes environmental compliance, pollution prevention, continual improvement, and conservation.  The Successful Offeror shall be properly trained and have any necessary certifications to carry out environmental responsibilities.  The Successful Offeror shall immediately communicate any environmental concerns or incidents to the appropriate County staff.

X.
Safety

1.
The Successful Offeror shall comply with and ensure that the Successful Offeror’s personnel comply with all current applicable local, state and federal policies, regulations and standards relating to safety and health, including, by way of illustration and not limitation, the standards of the Virginia Occupational Safety and Health Administration for the industry. The provisions of all rules and regulations governing safety as adopted by the Safety and Health Codes Board of the Commonwealth of Virginia and issued by the Department of Labor and Industry under Title 40.1 of the Code of Virginia shall apply to all work under the Contract. The Successful Offeror shall provide or cause to be provided all technical expertise, qualified personnel, equipment, tools and material to safely accomplish the work specified and performed by the Successful Offeror.

2.
The Successful Offeror shall have, at each location at which the Successful Offeror provides goods and/or services, a supervisor who is competent, qualified, or authorized on the work site, and who is familiar with policies, regulations and standards applicable to the work being performed. The supervisor must be capable of identifying existing and predictable hazards in the surroundings or working conditions which are hazardous or dangerous to employees or the public, and must be capable of ensuring that applicable safety regulations are complied with, and shall have the authority and responsibility to take prompt corrective measures, which may include removal of the Successful Offeror’s personnel from the work site.

3.
In the event the County determines any operations of the Successful Offeror to be hazardous, the Successful Offeror shall immediately discontinue such operations upon receipt of either written or oral notice by the County to discontinue such practice.


Y.
Authorization to Transact Business in the Commonwealth
1.
A contractor organized as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or registered as a registered limited liability partnership shall be authorized to transact business in the Commonwealth as a domestic or foreign business entity if so required by Title 13.1 or Title 50 of the Code of Virginia or as otherwise required by law.  

2.
An Offeror organized or authorized to transact business in the Commonwealth pursuant to Title 13.1 or Title 50 of the Code of Virginia must include in its proposal the identification number issued to it by the State Corporation Commission. (Attachment E) Any Offeror that is not required to be authorized to transact business in the Commonwealth as a foreign business entity under Title 13.1 or Title 50 of the Code of Virginia or as otherwise required by law shall include in its proposal a statement describing why the Offeror is not required to be so authorized. 

3.
An Offeror described in subsection 2 that fails to provide the required information shall not receive an award unless a waiver is granted by the Director of General Services, his designee, or the County Manager.

4.
Any falsification or misrepresentation contained in the statement submitted by the Offeror pursuant to Title 13.1 or Title 50 of the Code of Virginia may be cause for debarment.

5.
Any business entity described in subsection 1 that enters into a contract with a public body shall not allow its existence to lapse or allow its certificate of authority or registration to transact business in the Commonwealth if so required by Title 13.1 or Title 50 of the Code of Virginia to be revoked or cancelled at any time during the term of the contract.

Z.
Payment Clauses Required by Va. Code § 2.2-4354

Pursuant to Virginia Code § 2.2-4354:

1. The Successful Offeror shall take one of the two following actions within seven days after receipt of amounts paid to the Successful Offeror by the County for all or portions of the goods and/or services provided by a subcontractor:  (a) pay the subcontractor for the proportionate share of the total payment received from the County attributable to the work performed by the subcontractor under that contract; or (b) notify the County and subcontractor, in writing, of the Successful Offeror’s intention to withhold all or a part of the subcontractor's payment with the reason for nonpayment.

2. Pursuant to Virginia Code § 2.2-4354, Successful Offerors that are proprietorships, partnerships, or corporations shall provide their federal employer identification numbers to the County. Pursuant to Virginia Code § 2.2-4354, Successful Offerors who are individual contractors shall provide their social security numbers to the County. 

3. The Successful Offeror shall pay interest to its subcontractors on all amounts owed by the Successful Offeror that remain unpaid after seven days following receipt by the Successful Offeror of payment from the County for all or portions of goods and/or services performed by the subcontractors, except for amounts withheld as allowed in Subparagraph 1. above.

4. Pursuant to Virginia Code § 2.2-4354, unless otherwise provided under the terms of the Contract interest shall accrue at the rate of one percent per month.

5. The Successful Offeror shall include in each of its subcontracts a provision requiring each subcontractor to include or otherwise be subject to the same payment and interest requirements with respect to each lower-tier subcontractor.

6. The Successful Offeror's obligation to pay an interest charge to a subcontractor pursuant to the payment clause in Virginia Code § 2.2-4354 shall not be construed to be an obligation of the County. A Contract modification shall not be made for the purpose of providing reimbursement for the interest charge. A cost reimbursement claim shall not include any amount for reimbursement for the interest charge.

AA.
Contract Period
1.
The contract period shall be from date of award through June 30, 2013.  Contract prices shall remain firm for the contract period.

2.
The contract may be renewed for 4 additional one-year periods upon the sole discretion of the County at a price not to exceed 3% above the previous year's prices.  

3.  
The County’s desire is to have this RFP generate a one year contract with the option to renew up to four (4) times for a total of five (5) years.  The resulting contract should require each party, the Offeror and the County, to give at least a ninety (90) day written notice if they do not intend to renew the contract at any annual renewal.

  4.
The contract shall not exceed a maximum of five (5) years.


BB.
Contact with Students 

Offerors shall certify that any of their employees who will provide services under the Contract resulting from this procurement and will be in direct contact with Henrico County Public School students: (1) has not been convicted of a felony or any offense involving the sexual molestation or physical or sexual abuse or rape of a child; and (2) such person has not been convicted of a crime of moral turpitude.  Offerors shall cause any of their subcontractors to provide the same certification described herein with regard to the subcontractors’ employees.

Henrico County cannot award a contract to an Offeror that does not complete the Attachment D as part of their proposal/submission.

CC.
Conduct

1. Fraternization between supplier and teachers or students is strictly prohibited.

2. Use, consumption, and/or possession of any controlled substance, substances considered to be illegal, and alcohol are strictly prohibited on school grounds.

3. Cigarette smoking is prohibited on school grounds.

4. Use of vulgar, suggestive or abusive language or gestures is strictly prohibited on school grounds.

5. Use of radios/stereos or other noise producing equipment shall not be used.  No weapons of any kind are allowed on school grounds.

IX.   PROPOSAL SUBMISSION REQUIREMENTS:

A. The Purchasing Office will not accept oral proposals, nor proposals received by telephone, FAX machine, or other electronic means.

B. All erasures, interpolations, and other changes in the proposal shall be signed or initialed by the Offeror.

C. The Proposal Signature Sheet (Attachment B) must accompany any proposal(s) submitted and be signed by an authorized representative of the Offeror.  If the Offeror is a firm or corporation, the Offeror must print the name and title of the individual executing the proposal. All information requested should be submitted. Failure to submit all information requested may result in the Purchasing Office requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.
D. The proposal, the proposal security, if any, and any other documents required, shall be enclosed in a sealed opaque envelope.  The envelope containing the proposal shall be sealed and marked in the lower left-hand corner with the number, title, hour, and due date of the proposal.  

E. The time proposals are received shall be determined by the time clock stamp in the Purchasing Office.  Offerors are responsible for insuring that their proposals are stamped by Purchasing Office personnel by the deadline indicated.

F. By submitting a proposal in response to this Request for Proposal, the Offeror represents they have read and understand the Scope of Services and have familiarized itself with all federal, state, and local laws, ordinances, and rules and regulations that in any manner may affect the cost, progress, or performance of the contract work.

G. The failure or omission of any Offeror to receive or examine any form, instrument, addendum, or other documents or to acquaint itself with conditions existing at the site, shall in no way relieve any Offeror from any obligations with respect to its proposal or to the contract.

H. Trade secrets or proprietary information submitted by an Offeror in response to this Request for Proposal shall not be subject to public disclosure under the Virginia Freedom of Information Act; however, the Offeror must invoke the protection of this section prior to or upon submission of data or materials, and must identify the data or other materials to be protected and state the reasons why protection is necessary (Section 2.2-4342F of the Code of Virginia). (Attachment C)
I.  A proposal may be modified or withdrawn by the Offeror anytime prior to the time and date set for the receipt of proposals.  The Offeror shall notify the Purchasing Office in writing of its intentions.  

1. If a change in the proposal is requested, the modification must be so worded by the Offeror as to not reveal the original amount of the proposal.

2. Modified and withdrawn proposals may be resubmitted to the Purchasing Office up to the time and date set for the receipt of proposals.

3. No proposal can be withdrawn after the time set for the receipt of proposals and for 120 days thereafter.

J. Comments as to how the proposal documents, scope of services or drawings can be improved are welcome.  Offerors requesting clarification or interpretation of or improvements to the proposal general terms, conditions, scope of services or drawings shall make a written request which shall reach the Purchasing Office, Division of General Services, at least eight (8) days prior to the date set for the receipt of proposals.  Any changes to the proposal shall be in the form of a written addendum from the Purchasing Office and it shall be signed by the Director of General Services or a duly authorized representative.  Each Offeror shall be responsible for determining that all addenda issued by the Purchasing Office have been received before submitting a proposal. 

K. All proposals received in the Purchasing Office on time shall be accepted.  All late proposals received by the Purchasing Office shall be returned to the Offeror unopened.  Proposals shall be open to public inspection only after award of the contract.

X.
PROPOSAL RESPONSE FORMAT:

A. Offerors shall submit a written proposal that present the Offeror’s qualifications and understanding of the work to be performed. Offerors are asked to address each evaluation criterion and to be specific in presenting their qualifications. Your proposal should provide all the information considered pertinent to your qualifications for this project.

B. The Offeror should include in their proposal the following:



1.
Table of Contents – All Pages are to be numbered


2.
Introduction


Cover Letter-on company letterhead, signed by a person with the corporate 
authority to enter into contracts in the amount of the proposal.

Proposal Signature Sheet – Attachment B

Proprietary/Confidential Information – Attachment C

Direct Contact with Students – Attachment D
Virginia State Corporation Commission Identification Number – Attachment E
C.
Executive Summary -Response to Scope of Services – The Offeror should address each section of the Scope of Services with an indication of the response. Offerors shall identify any exceptions, referenced to the paragraph number in a sub section titled “Exceptions”.   
Provide responses to the following questions:

1. Statement of Qualifications - The Offeror should include a company profile that shows the ability, capacity and skill of the Offeror, their staff, and their employees to perform the services required within the specified time.  Provide resumes of any staff that will be assigned to the project to include any subcontractors. Resumes and other information regarding the professionals (licenses, transcripts, background checks, etc.) to be assigned to the project may be separated into it’s own section for confidentiality.  

2. Provide a preliminary statement of work, detailing your approach to this project.  Samples of progress reports, referenced in the requirements should be included. 

3. Delineate the role that County staff will need to take in the project.

4. Provide copies of all documents that would need to be signed by the County if awarded the contract.

5. Business Health Summary – Please provide responses to the following specific questions:
a. Years in business
b. Years in business under your present name 
c. Five-year history of same product sales

d. Total installed base:

1. By number of customers

2. By seat license count if applicable

e. Provide at least three (3) references that are currently using your firm for a similar sized operation.  For each reference, include a contact name and telephone number.  It is preferred that these references be in or in close proximity to Virginia.  
f. Most recent audited financial statements to include a balance sheet and income statement.

g. Project and Support Staffing – Please provide responses to the following specific questions:

1.
Total number of staff:

a. In the entire company

b. In software development, if applicable

c. In product sales

d. In technical support




2.
Describe the involvement, if any, of subcontractors in the work

6. Implementation Services - Please provide a detailed description describing your approach for providing the requested implementation services including the initial pilot program and the plan to implement the remaining schools.
7. Project Management – Please provide a narrative description describing your approach for providing the requested project management services.  

8. Pricing Schedules 

a.
Provide detailed pricing for all costs associated with providing the services for Section IV, Scope of Services. This should include all labor, Project Management, data import fees, implementation costs, development costs, training and travel.    Also provide the cost, per school, to implement the remaining schools when requested. If applicable, include any maintenance or upgrade fees for 5 years.  Pricing shall also be summarized on the Attachment F Pricing Summary page.
b.
Offerors should incorporate all fees into the implementation plan in order to establish a firm fixed price for the implementation.

D.
Appendices - are optional for Offerors who wish to submit additional material that will clarify their response.

XI.
PROPOSAL EVALUATION/SELECTION PROCESS:

A.
Offerors are to make written proposals, which present the Offeror's qualifications and understanding of the work to be performed.  Offerors are asked to address each evaluation criteria and to be specific in presenting their qualifications.  Proposals should be as thorough and detailed as possible so that the County may properly evaluate your capabilities to provide the required goods/services. 

B.
Selection of the Successful Offeror will be based upon submission of proposals meeting the selection criteria.  The minimum selection criteria will include:
	
	EVALUATION CRITERIA
	WEIGHT

	1.
	Functional Requirements

· Extent to which the proposed solution meets the RFP’s functional requirements

· Compliance with the RFP’s technical requirements

· Extent of modifications required to meet requirements

· Ease of use, appearance of data entry screens, reporting capabilities, 1099 reporting, security features, audit trail

· Compatibility of software to function with current hardware 

· Compatibility with Printer requirements
	30

	2
	Implementation of Services/Project Management

· Project Approach

· Project Plan and Schedule

· Project Management

· Project Team

· Current Workload and ability to perform required work within County and School schedules.

· System training
	20

	3
	Experience and Qualifications
· Installations (number and size) in k-12 environment

· Financial Stability of Firm

· Ongoing support

· References
	25

	4
	Price 
	20

	5
	Quality of proposal submission/oral presentations
	5

	
	TOTAL
	100


C. Selection shall be made of two or more Offerors deemed to be fully qualified and best suited among those submitting proposals.  Negotiations shall then be conducted with each of the Offerors so selected.  Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each Offeror so selected, the County shall select the Offeror, which, in its opinion, has made the best proposal, and shall award the contract to that Offeror. Should the County determine in writing and in its sole discretion that only one Offeror is fully qualified or that one Offeror is clearly more highly qualified that the others under consideration, a contract may be negotiated and awarded to that Offeror.  The award document will be a contract incorporating by reference all the requirements, terms and conditions of the solicitation and the Offeror’s proposal as negotiated.

ATTACHMENT A

INSURANCE SPECIFICATIONS

The Successful Vendor shall carry Public Liability Insurance in the amount specified below, including contractual liability assumed by the Successful Vendor, and shall deliver a Certificate of Insurance from carriers licensed to do business in the Commonwealth of Virginia.  The Certificate shall show the County of Henrico and Henrico County Public Schools named as an additional insured for the Commercial General Liability coverage.  The coverage shall be provided by a carrier(s) rated not less than “A-“ with a financial rating of at least VII by A.M. Bests or a rating acceptable to the County.   In addition, the insurer shall agree to give the County 30 days notice of its decision to cancel coverage.  

Workers’ Compensation

Statutory Virginia Limits

Employers’ Liability Insurance -      $100,000 for each Accident by employee





        $100,000 for each Disease by employee





        $500,000 policy limit by Disease

Commercial General Liability - Combined Single Limit

$1,000,000 each occurrence including contractual liability for specified agreement      

$2,000,000 General Aggregate (other than Products/Completed Operations)

$2,000,000 General Liability-Products/Completed Operations

$1,000,000 Personal and Advertising injury

$   100,000 Fire Damage Legal Liability

Coverage must include Broad Form property damage and (XCU) Explosion, Collapse and Underground Coverage

Business Automobile Liability – including owned, non-owned and hired car coverage

Combined Single Limit - $1,000,000 each accident

Technology Errors & Omissions – $1,000,000 per occurrence, aggregate
NOTE 1:    
The commercial general liability insurance shall include contractual liability.  The contract documents include an indemnification provision(s).  The County makes no representation or warranty as to how the Vendor’s insurance coverage responds or does not respond.  Insurance coverages that are unresponsive to the indemnification provision(s) do not limit the Vendor’s responsibilities outlined in the contract documents. 

NOTE 2:

The intent of this insurance specification is to provide the coverage required and the limits expected for each type of coverage.  With regard to the Business Automobile Liability and Commercial General Liability, the total amount of coverage can be accomplished through any combination of primary and excess/umbrella insurance. However, the total insurance protection provided for Commercial General Liability or for Business Automobile Liability, either individually or in combination with Excess/Umbrella Liability, must total $3,000,000 per occurrence.  This insurance shall apply as primary insurance with respect to any other insurance or self-insurance programs afforded the County of Henrico and Henrico County Public Schools.  This policy shall be endorsed to be primary with respect to the additional insured.

NOTE 3:
Title 65.2 of the Code of Virginia requires every employer who regularly employs three or more full-time or part-time employees to purchase and maintain workers' compensation insurance.  If you do not purchase a workers’ compensation policy, a signed statement is required documenting that you are in compliance with Title 65.2 of the Code of Virginia.

Attachment B
PROPOSAL SIGNATURE SHEET
Page 1 of 2
SUBMIT THIS FORM WITH PROPOSAL
My signature certifies that the proposal as submitted complies with all requirements specified in this Request for Proposal (“RFP”).

My signature also certifies that by submitting a proposal in response to this RFP, the Offeror represents that in the preparation and submission of this proposal, the Offeror did not, either directly or indirectly, enter into any combination or arrangement with any person or business entity, or enter into any agreement, participate in any collusion, or otherwise take any action in the restraining of free, competitive bidding in violation of the Sherman Act (15 U.S.C. Section 1) or Sections 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 through 59.1-68.8 of the Code of Virginia.

I hereby certify that I am authorized to sign as a legal representative for the business entity submitting this proposal.

	LEGAL NAME OF OFFEROR (DO NOT USE TRADE NAME):

	

	ADDRESS:

	

	

	FED ID NO:

	SIGNATURE:

	NAME OF PERSON SIGNING (print):

	TITLE:

	TELEPHONE:

	FAX:

	E-MAIL ADDRESS:

	DATE:


PLEASE SPECIFY YOUR BUSINESS CATEGORY BY CHECKING THE APPROPRIATE BOX OR BOXES BELOW.





Please refer to definitions on the following page prior to completing.  Check all that apply.

 FORMCHECKBOX 
  MINORITY-OWNED BUSINESS         FORMCHECKBOX 
  SMALL BUSINESS           FORMCHECKBOX 
  WOMEN-OWNED BUSINESS

 FORMCHECKBOX 
  NONE OF THE ABOVE 

If certified by the Virginia Minority Business Enterprise (DMBE), provide DMBE certification number and expiration date. ____________________ NUMBER __________________ DATE
Supplier registration – The County of Henrico encourages all suppliers interested in doing business with the County to register with eVA, the Commonwealth of Virginia’s electronic procurement portal, http://eva.virginia.gov. 

eVA Registered?
 FORMCHECKBOX 

YES

 FORMCHECKBOX 

NO   

Attachment B

page 2 of 2

definitions

For the purpose of determining the appropriate business category, the following definitions apply:

“Minority-owned business” means a business that is at least 51% owned by one or more minority individuals who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership, or limited liability company or other entity, at least 51% of the equity ownership interest in the corporation, partnership, or limited liability company or other entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens and both the management and daily business operations are controlled by one or more minority individuals.

As used in the definition of “minority-owned business,” “minority individual” means an individual who is a citizen of the United States or a legal resident alien and who satisfies one or more of the following definitions:

   1.   “African American” means a person having origins in any of the original peoples of Africa and who is regarded as such by the community of which this person claims to be a part.

   2.   “Asian American” means a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent, or the Pacific Islands, including but not limited to Japan, China, Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Mariana, the Philippines, a U.S. territory of the Pacific, India, Pakistan, Bangladesh, or Sri Lanka and who is regarded as such by the community of which this person claims to be a part.

   3.   “Hispanic American” means a person having origins in any of the Spanish-speaking peoples of Mexico, South or Central America, or the Caribbean Islands or other Spanish or Portuguese cultures and who is regarded as such by the community of which this person claims to be a part.

   4.   “Native American” means a person having origins in any of the original peoples of North America and who is regarded as such by the community of which this person claims to be a part or who is recognized by a tribal organization.

“Small business” means a business, independently owned and controlled by one or more individuals who are U.S. citizens or legal resident aliens, and together with affiliates, has 250 or fewer employees, or annual gross receipts of $10 million or less averaged over the previous three years.  One or more of the individual owners shall control both the management and daily business operations of the small business.

“Women-owned business” means a business that is at least 51% owned by one or more women who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership, or limited liability company or other entity, at least 51% of the equity ownership interest is owned by one or more women who are U.S. citizens or legal resident aliens, and both the management and daily business operations are controlled by one or more women.

ATTACHMENT C
PROPRIETARY/CONFIDENTIAL INFORMATION IDENTIFICATION

NAME OF FIRM/OFFEROR: ______________________________

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

	SECTION/TITLE
	PAGE NUMBER(S)
	REASON(S) FOR WITHHOLDING FROM DISCLOSURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SUBMIT THIS FORM WITH PROPOSAL

ATTACHMENT D
DIRECT CONTACT WITH STUDENTS


BID/PROPOSAL RESPONSE
Name of Bidder/Offeror: ________________________________

Pursuant to Va. Code § 22.1-296.1, prior to awarding a contract for the provision of services that require the contractor, his employees (or subcontractors) to have direct contact with students, the school board shall require the contractor and any employee who will have direct contact with students, to provide certification that (i) he has not been convicted of a felony or any offense involving the sexual molestation or physical or sexual abuse or rape of a child; and (ii) whether he has been convicted of a crime of moral turpitude.

Any person making a materially false statement regarding any such offense shall be guilty of a Class 1 misdemeanor and, upon conviction, the fact of such conviction shall be grounds for the revocation of the Contract to provide such services and, when relevant, the revocation of any license required to provide such services.  

As part of this submission, I certify that the employees of, or subcontractors to, the above mentioned contractor that will be providing services to the School Board under the resulting Contract (i) will have not been convicted of a felony or any offense involving the sexual molestation or physical or sexual abuse or rape of a child; and/or (ii) will not have been convicted of a crime of moral turpitude. Furthermore, I understand that the duty to certify is ongoing and extends to future employees and employees of subcontractors for the duration of the Contract.



Signature of Authorized Representative 


Printed Name of Authorized Representative


Printed Name of Vendor (if different than Representative)

___________________

Date
SUBMIT THIS FORM WITH PROPOSAL
ATTACHMENT E
VIRGINIA STATE CORPORATION COMMISSION (SCC) 

REGISTRATION INFORMATION

The Bidder or Offeror:

□ is a corporation or other business entity with the following SCC identification number:  ________________________________ -OR-
□
is not a corporation, limited liability company, limited partnership, registered limited liability partnership, or business trust -OR-

□ 
is an out-of-state business entity that does not regularly and continuously maintain as part of its ordinary and customary business any employees, agents, offices, facilities, or inventories in Virginia (not counting any employees or agents in Virginia who merely solicit orders that require acceptance outside Virginia before they become contracts, and not counting any incidental presence of the Bidder/Offeror in Virginia that is needed in order to assemble, maintain, and repair goods in accordance with the contracts by which such goods were sold and shipped into Virginia from offer or’s out-of-state location) -OR-
□ 
is an out-of-state business entity that is including with this bid/proposal an opinion of legal counsel which accurately and completely discloses the undersigned Bidder’s/Offeror’s current contacts with Virginia and describes why whose contacts do not constitute the transaction of business in Virginia within the meaning of § 13.1‑757 or other similar provisions in Titles 13.1 or 50 of the Code of Virginia.  

Please check the following box if you have not checked any of the foregoing options but currently have pending before the SCC an application for authority to transact business in the Commonwealth of Virginia and wish to be considered for a waiver to allow you to submit the SCC identification number after the due date for bids/proposals: □
SUBMIT THIS FORM WITH PROPOSAL
ATTACHMENT F
PRICING SUMMARY

Pilot Program (10 Schools)

Besides providing details of all costs associated with initial Pilot Program, please summarize the costs on this attachment:

Description:










Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________
          ________________________________________________________
$___________
TOTAL PRICE FOR PILOT PROGRAM: 






$____________

Besides providing cost details, please summarize costs for the remaining schools: 

ELEMENTARY SCHOOLS


Price per School: $___________________

List any additional services and associated costs if applicable below:

Description:









Price:

________________________________________________________
$___________

________________________________________________________
$___________


________________________________________________________
$___________
MIDDLE SCHOOLS


Price per School: $___________________


List any additional services and associated costs if applicable below:


Description:









Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________
HIGH SCHOOLS


Price per School: $___________________


List any additional services and associated costs if applicable below:


Description:









Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________
TECHNICAL CENTERS


Price per School: $___________________


List any additional services and associated costs if applicable below:


Description:









Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________



ALTERNATIVE PROGRAMS


Price per School: $___________________


List any additional services and associated costs if applicable below:


Description:









Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________

OTHER


Price per School: $___________________


List any additional services and associated costs if applicable below:


Description:









Price:

________________________________________________________
$___________


________________________________________________________
$___________


________________________________________________________
$___________

SUBMIT THIS FORM WITH PROPOSAL
Attachment G
List of Schools
	ELEMENTARY
	ADDRESS
	PHONE
	PRINCIPAL

	ADAMS
	600 S. Laburnum Avenue

Henrico, VA  23223
	804.226.8745
	Mrs. Rebecca Grant

	ARTHUR ASHE
	1001 Cedar Fork Road

Henrico, VA  23223
	804.343.6550
	Ms. Kecia Lipscomb

	BAKER
	6651 Willson Road

Henrico, VA  23231
	804.226.8755
	Mr. Ted Durniak

	CARVER
	1801 Lauderdale Drive
Henrico, VA  23238
	804.750.2640
	Mrs. Joanne Gutkin

	CHAMBERLAYNE
	8200 St. Charles Road

Henrico, VA  23227
	804.261.5030
	Mrs. Muriel Brinkley

	COLONIAL TRAIL
	12101 Bacova Drive

Glen Allen, VA  23059
	804.364.0055
	Mr. Philip Cantone

	CRESTVIEW
	1901 Charles Street

Henrico, VA  23226
	804.673.3775
	Mrs. Karen Rawlyk

	DAVIS
	8801 Nesslewood Drive

Henrico, VA  23229
	804.527.4620
	Mr. Bryan Almasian

	DONAHOE
	1801 Graves Road

Sandston, VA  23150
	804.328.4035
	Ms. Susan Thomas

	DUMBARTON
	9000 Hungary Spring Road

Henrico, VA  23228
	804.756.3030
	Mrs. Eileen Traveline

	ECHO LAKE
	5200 Francistown Road

Glen Allen, VA  23060
	804.527.4672
	Mrs. Jodie Brinkmann

	FAIR OAKS
	201 Jennings Road

Highland Springs, VA  23075
	804.328.4085
	Ms. Pamela Harvey

	GAYTON
	12481 Church Road

Henrico, VA  23233
	804.360.0820
	Mrs. Peggy Wingfield

	GLEN ALLEN
	11101 Mill Road

Glen Allen, VA  23060
	804.756.3040
	Mrs. Melissa Pruden

	GLEN LEA
	3909 Austin Avenue

Henrico, VA  23222
	804.228.2725
	Ms. Kimberly Lee

	GREENWOOD
	10960 Greenwood Road

Glen Allen, VA  23059
	804.261.2970
	Dr. Debra Smith

	HARVIE
	3401 Harvie Road

Henrico, VA  23223
	804.343.7010
	Mr. Marshall Hunt

	HIGHLAND SPRINGS
	600 Pleasant Street

Highland Springs, VA  23075
	804.328.4045
	Mrs. Shawnya Tolliver

	HOLLADAY
	7300 Galaxie Road

Henrico, VA  23228
	804.261.5040
	Dr. Angela Allen

	JOHNSON
	5600 Bethlehem Road

Henrico, VA  23230
	804.673.3735
	Mrs. Kim Sower

	LABURNUM
	500 Meriwether Avenue

Henrico, VA  23222
	804.228.2720
	Mrs. Ingrid Grant

	LAKESIDE
	6700 Cedar Croft Street

Henrico, VA  23228
	804.261.5050
	Mr. Herb Monroe

	ELEMENTARY
	ADDRESS
	PHONE
	PRINCIPAL

	LONGAN
	9200 Mapleview Avenue

Henrico, VA  23294
	804.527.4640
	Dr. Rich Hall

	LONGDALE
	9500 Norfolk Street

Glen Allen, VA  23060
	804.261.5095
	Ms. Andrea Prisco

	MAYBEURY
	901 Maybeury Drive

Henrico, VA  23229
	804.750.2650
	Dr. Eric Armbruster

	MEHFOUD (K-2)
	8320 Buffin Road

Henrico, VA  23231
	804.795.7020
	Mrs. Amy Hand

	MONTROSE
	2820 Williamsburg Road

Henrico, VA  23231
	804.226.8765
	Ms. Dana Baldacci

	NUCKOLS FARM
	12351 Graham Meadows Drive

Henrico, VA  23233
	804.364.0840
	Mrs. Mary Cox

	PEMBERTON
	1400 Pemberton Road

Henrico, VA  23238
	804.750.2660
	Ms. Kim Olsen

	PINCHBECK
	1275 Gaskins Road

Henrico, VA  23238
	804.750.2670
	Mr. Kirk Eggleston

	RATCLIFFE
	2901 Thalen Street

Henrico, VA  23223
	804.343.6535
	Ms. Felicia Burkhalter

	RIDGE
	8910 Three Chopt Road

Henrico, VA  23229
	804.673.3745
	Mrs. Katina Otey

	RIVERS EDGE
	11600 Holman Ridge Road

Glen Allen, VA  23059
	804.935.6760
	Mrs. Johnna Riley

	SANDSTON
	7 Naglee Avenue

Sandston, VA  23150
	804.328.4055
	Mrs. Tracey Seamster

	SEVEN PINES
	301 Beulah Road

Sandston, VA  23150
	804.328.4065
	Mr. Paul Llewellyn

	SHADY GROVE
	12200 Wyndham Lake Drive

Glen Allen, VA  23059
	804.360.0825
	Dr. Regina Schwab

	SHORT PUMP
	3425 Pump Road

Henrico, VA  23233
	804.360.0812
	Mrs. Melissa Passehl

	SKIPWITH
	2401 Skipwith Road

Henrico, VA  23294
	804.527.4650
	Dr. Kaye Thomas

	SPRINGFIELD PARK
	4301 Fort McHenry Parkway

Glen Allen, VA  23060
	804.527.4630
	Mrs. Tammy Jones

	THREE CHOPT
	1600 Skipwith Road

Henrico, VA  23229
	804.673.3755
	Mr. Robert Spotts

	TREVVETT
	2300 Trevvett Drive

Henrico, VA  23228
	804.261.5060
	Mrs. Mandi Mulholland

	TUCKAHOE
	701 Forest Avenue

Henrico, VA  23229
	804.673.3765
	Mrs. Cindy Patterson

	TWIN HICKORY
	4900 Twin Hickory Lake Drive

Glen Allen, VA  23059
	804.360.4700
	Mr. Michael Dussault



	VARINA (3-5)
	2551 New Market Road

Henrico, VA  23231
	804.795.7010
	Mr. Mark Tyler

	WARD
	3400 Darbytown Road

Henrico, VA  23231
	804.795.7030
	Mr. David Burgess


	MIDDLE
	ADDRESS
	PHONE
	PRINCIPAL

	BROOKLAND
	9200 Lydell Drive

Henrico, VA  23228
	804.261.5000
	Mr. Derrick Deloatch

	BYRD
	9400 Quioccasin Road

Henrico, VA  23238
	804.750.2630
	Mrs. Sharon Pope

	ELKO
	5901 Elko Road

Sandston, VA  23150
	804.328.4110
	Mrs. Cheri Guempel

	FAIRFIELD
	5121 Nine Mile Road

Henrico, VA  23223
	804.328.4020
	Dr. Dana Bost

	HOLMAN
	600 Concourse Boulevard

Glen Allen, VA  23059
	804.360.0787
	Dr. Brian Fellows

	HUNGARY CREEK
	4909 Francistown Road

Glen Allen, VA  23060
	804.527.2640
	Mr. Robert Moose

	MOODY 
	7800 Woodman Road

Henrico, VA  23228
	804.261.5015
	Mr. Art Raymond

	POCAHONTAS
	12000 Three Chopt Road

Henrico, VA  23233
	804.364.0830
	Mrs. Kim Sigler

	ROLFE
	6901 Messer Road

Henrico, VA  23231
	804.226.8730
	Mr. Andrew Armstrong

	SHORT PUMP
	4701 Pouncey Tract Road

Glen Allen, VA  23059
	804.360.0800
	Dr. Mark Chamberlain

	TUCKAHOE
	9000 Three Chopt Road

Henrico, VA  23229
	804.673.3720
	Mrs. Marilyn Royal

	WILDER
	6900 Wilkinson Road

Henrico, VA  23227
	804.515.1100
	Ms. Christie Forrest


	HIGH
	ADDRESS
	PHONE
	PRINCIPAL

	DEEP RUN
	4801 Twin Hickory Road

Glen Allen, VA  23059
	804.364.8000
	Mr. Lenny Pritchard

	FREEMAN
	8701 Three Chopt Road

Henrico, VA  23229
	804.673.3700
	Mrs. Anne Poates

	GLEN ALLEN 
	10700 Staples Mill Road

Glen Allen, VA  23060
	804.360.0731
	Mrs. Tracie Weston

	GODWIN
	2101 Pump Road

Henrico, VA  23238
	804.750.2600
	Ms. Elizabeth Armbruster

	HENRICO
	302 Azalea Avenue

Henrico, VA  23227
	804.228.2700
	Mr. Ronald Rodriquez

	HERMITAGE
	8301 Hungary Spring Road

Henrico, VA  23228
	804.756.3000
	Mrs. Omega Wilson

	HIGHLAND SPRINGS
	15 S. Oak Avenue

Highland Springs, VA  23075
	804.328.4000
	Mr. Michael Wright

	TUCKER
	2910 Parham Road

Henrico, VA  23294
	804.527.4600
	Dr. Gwen Miller

	VARINA
	7053 Messer Road

Henrico, VA  23231
	804.226.8700
	Mrs. Tracie Omohundro



	TECHNICAL CENTERS
	ADDRESS
	PHONE
	PRINCIPAL

	HERMITAGE
	8301 Hungary Spring Road

Glen Allen, VA  23228
	804.756.3020
	Mrs. Terrie Allsbrooks

	HIGHLAND SPRINGS
	100 Tech Drive

Highland Springs, VA  23075
	804.328.4075
	Mr. Johnnie Collie


	ALTERNATIVE PROGRAM CENTERS
	ADDRESS
	PHONE
	PRINCIPAL

	THE ACADEMY AT VIRGINIA RANDOLPH (High School)
	2204 Mountain Road

Glen Allen, VA  23060
	804.261.5085
	Mr. Robert Lowerre

	VIRGINIA RANDOLPH EDUCATION CENTER (Elementary) 
	2206 Mountain Road

Glen Allen, VA  23060
	804.261-5090
	Ms. Diana Morris


	OTHER
	ADDRESS
	PHONE
	 

	ADULT EDUCATION CENTER
	201 E. Nine Mile Road

Highland Sprints, VA 23075
	804.328.4095
	 

	NEWBRIDGE LEARNING CENTER (Preschool)
	5915 Nine Mile Road

Highland Sprints, VA 23075
	804.328.4280
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Attachment H

Export Reports from Fox Pro
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Attachment I

Import Table Sample

[image: image4.png]Table Name

‘Occurrences in Relationship Graph

RBS 2011

0 flelcs cefines, 0 recors

RS 2011

Main

/64 fless defined, 1 record

\Main, Year_n_One, Rept_1n_One, RBatch MN One, Rltem Mn_One,
lbvr_tin_Gne, Usr n_one, Loc tn_One, OutFee_Mn_One, Usr_n_Locld ?,
[Fee_n_one

lLocation

129 flelds defined, 27 records

|Bur_Rept_Loc PyrldNSF Locld, Mn_Loc_One, Rept MnOne Loc,
|Rltem_MnOne Locld, Rltem_Reot Locld, Rept_Loc LoclD, Pur_Loc Locld,
Ibn_Loc_Locld, Location, RBatch ¥n_Loc LocID, Usr_Loc Locld,
\Usr_Usrinone Locld, Fee_FeeMnOne Locld

e

's8 flelds defined, 2538 records

|Loc_LogMnOne Usim, User, Ritem_nOne_Useriiame,
|RBatch_Mn_User Acctiame, Rept_ MnOne_Usr, Pyr_PyrinOne User, Usr Usr One,
IMo_Usr_OneName, tin_Usr_UsrLoc 2, Year VrnOne Usriim, Usr_Usr_Usrim
\Valdation, Usr_Usr_Usim 2, Usr_UsrLocAcctingSysID, Usr_Usrtinone_ Usriim,
\Mn_Usr_UsrLoc, pn_Usr_Usriim, tn_Usr One, Fee_FeeMnOne User

(71 fleds defined, 68726 records

\Outree_Payer_Payerld, Reot_Pur LocPyrlD 2, Paver, Rept_Pyr PyrID,
[Reot_Pyr_LocPyriD NSF 2, Rept_Pyr_LockyrlD NSF, aRept_Pyr_LochyrID,
|Rept_Pyr_Lochame, Pyr_Pyr_pyriD, Pyr_Pyr_ LocPaver, Mn_Pay LocPayeriiame,
\Outfee_Payer_LocPayerld, Mn_Pay Payloc2, Mn_Pay_PavLoc, Mn_Pay One

155 flelds defined, 4469 records

|Fee, Loc_Fee_LoclD, tn_fee_LocFeeDsc, Rept_Fee_LocForm 1 Seq,
|Reot_Fee_LocActivefeeDsc, Loc_Fee LocDescrption, Rcpt._Fee_LocForm 2 Seq,
\Outfee_Fee, Rept_Fee_LocForm 4 Seq, tn_Fee_FeelLocDisplavLetterActiveY,
Ibin_Fee_rectocisplayLetrer, Rept_Fee LocForm 3 Seq, tn_Fee Feeloc,
Ibn_Fee one

|145 fields gefined, 203540 records

lbur_Rept_pyrlD NS, Recelpt, Usr_Rept UsrSerlalNo, Rltem_Rcpt ReptSerNo,
|attem_cotReptld, Rept Rept_Rcptld, Ret Rept LoclaPriBatchld,
|Rcot_Rept_Batchin, Rept_Reot_LocAcctSysld, Aot Rept PyrlaNSF,
lbur_Rept_pyrseriaiNo, pyr_Rept LocPayerlD NSF, Mn_Rept_ Locld, Mn_Rept One

Recelptitem

/56 feigs defined, 489175 records

|Receiptitem, Rept Reptitm ReptiD, Rept Reptitm_SeriaiNo, Rept Reptitm New,
|Fee_Rcptitm SeriaiNo, tin_Rltem_Loc, Mn_Rltem_One, RBatch Altem LoclD

[Schooivear

6 flelcs cefined, 3 records

|School¥ear, tin_vr_one

Recelptbatch

|10 fless defined, 138 records

|RecelptBatch, 11n_ReptBatch_Loc, Rept_RBatch One, Rept RBatch BatchiD,
|Rept. RBatch DistrbY, Rbatch Rbatch LoclD

[Feerormbulder

110 fleds defined, 1732 records

|FecFormBuider, User FecFormBuiler Sertio

[Outstanding Fee

|12 fless defined, 8468 records

\Outstanding Fee, Rept Pyr_OutFee LocPyrid, Pyr OutFee LocPyrld

laccount

13 flelcs cefines, 989 records

Ibn_Acct_One, Account, Ritem hcct AcctlD, Fee_Acct_cctiD
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