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	REQUEST FOR PROPOSALS
RFP No. [INSERT RFP NUMBER]



[INSERT SOLICITATION TITLE]
[Insert one-line description of the goods or services sought]
ISSUED BY
Physical Address:
Middle Tennessee State University
Procurement Logistic Services
1672 Greenland Drive
Murfreesboro, Tennessee 37132

Mailing Address:
Middle Tennessee State University
Procurement Logistic Services
1301 E Main St, MTSU Box 0018
Murfreesboro, Tennessee 37132

Website:
https://procurement.mtsu.edu 


	SOLICITATION AT A GLANCE

	RFP Number
	[INSERT RFP NUMBER]

	Issue Date
	[INSERT DATE]

	Proposal Due Date and Time
	[INSERT DATE] at 2:00 p.m. Central Time

	Submission Method
	Electronic submission through the University’s Bid System at [INSERT BID SYSTEM URL]

	RFP Coordinator
	[INSERT NAME, TITLE]

	Coordinator Email
	[INSERT EMAIL]

	Pre-Proposal Conference
	[INSERT DATE / TIME / LOCATION or Not applicable]

	Written Question Deadline
	[INSERT DATE] at 2:00 p.m. Central Time

	Anticipated Contract Term
	[INSERT] — total term, including all renewals and extensions, may not exceed sixty (60) months for goods and services, or one hundred twenty (120) months for revenue contracts, absent approval of the Chief Procurement Officer.

	Estimated Value
	[INSERT or Not disclosed]

	Governing Authority
	MTSU Policy 630 (Procurement and Contract Policy); MTSU Policy 631 (Procurement and Contract Standards); applicable Tennessee law



	NOTICE TO PROSPECTIVE PROPOSERS
This document, including all attachments and any amendments issued by the University, constitutes the complete Request for Proposals. Proposers are responsible for reviewing the entire document, including RFP Attachment 6.2, Pro Forma Contract, before submitting a proposal. All communications regarding this RFP must be directed exclusively to the RFP Coordinator identified above. Unauthorized contact with any other University employee or official regarding this RFP may result in disqualification.




[bookmark: _Toc236473532]HOW TO USE THIS TEMPLATE
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  This section is an internal drafting aid. Delete it in its entirety before the RFP is issued.
This template is maintained by MTSU Procurement Logistic Services and implements MTSU Policy 630, Procurement and Contract Policy, and MTSU Policy 631, Procurement and Contract Standards. It is designed for formal, sealed Requests for Proposals with an estimated total value of One Hundred Thousand Dollars ($100,000.00) or greater, for which Policy 631, Section VIII.H requires separate technical and cost components.
[bookmark: _Toc236473533]How Required Action Is Marked
Everything in this template that requires a decision by the University or information to be keyed in is shown in red. Nothing red may remain in an issued solicitation. Red appears in three forms:
	Marker
	Meaning

	[BRACKETED RED TEXT]
	Information to be keyed in — a name, date, dollar amount, point value, or description. Replace the bracket and its contents entirely, including the brackets.

	Red boxed ACTION REQUIRED note
	A decision to be made, an approval to be obtained, or a check to be performed. Resolve the note, then delete the note itself.

	SELECT ONE
	Mutually exclusive alternatives. Choose one option and delete the others together with the marker.



Before posting, search the document for a left square bracket and for the word “SELECT” to confirm nothing remains. Grey and blue notice boxes are directed at proposers and stay in the issued document; only red content is removed.
[bookmark: _Toc236473534]Responsibilities
	Item
	Completed By

	Sections 1 through 5 (RFP body)
	RFP Coordinator (Procurement Logistic Services)

	Attachment 6.2, Pro Forma Contract — Sections A, B, C
	RFP Coordinator with the requesting department; Contract Office review required before issuance

	Attachment 6.2, Pro Forma Contract — Sections D, E, F
	Do not modify without Contract Office and, where indicated, Chief Procurement Officer approval. These sections contain mandatory statutory terms.

	Attachment 6.4, Statement of Work and Technical Specifications
	Requesting department, with Procurement Logistic Services review

	Attachment 6.5, Sections B and C (scored criteria)
	RFP Coordinator with the requesting department

	Attachment 6.6, Financial Proposal and Scoring Guide
	RFP Coordinator with the requesting department

	Appendix A, internal evaluation forms
	RFP Coordinator. Remove Appendix A before the RFP is posted.



[bookmark: _Toc236473535]Before Issuing
1. Confirm the total estimated value, including all renewal and extension terms, and confirm that the RFP method is appropriate under Policy 631, Section VIII.H.
1. Confirm the department has certified in writing that the specifications, scope of work, and evaluation criteria are accurate and complete (Policy 631, Section X.C).
1. Confirm that all required reviews are complete or scheduled: accessibility, information technology and data security (Policy 631, Section XVII); insurance and bonding (Section XX); and Contract Office review of the Pro Forma Contract.
1. Allow a solicitation period of four (4) to six (6) weeks unless a different period is approved by the Chief Procurement Officer (Policy 631, Section VIII.H).
1. Confirm that evaluation points total 100 and that the Financial Proposal is allocated at least twenty-five (25) points.
1. Determine whether the procurement requires Fiscal Review Committee filing or an economic impact statement (Policy 631, Section XIX) and build the additional time into the Schedule of Events.
1. Search the document for a left square bracket and for the word “SELECT” to confirm that no red content remains; resolve or delete every red item, including the ACTION REQUIRED notes.
1. Remove Appendix A and this section.
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[bookmark: _Toc236473537]1  INTRODUCTION
[bookmark: _Toc236473538]1.1	The University
Middle Tennessee State University (“MTSU” or the “University”) is a public, doctoral-granting institution located in Murfreesboro, Tennessee, at the geographic center of the State. Founded in 1911, the University is governed by its own Board of Trustees as a locally governed institution of the State of Tennessee.
The University enrolls approximately [INSERT] students and employs approximately [INSERT] faculty and staff across its main campus and additional instructional and research sites in Rutherford County. Additional information about the University is available at www.mtsu.edu.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Update enrollment and employment figures from the current MTSU Fact Book. Add any background specific to this procurement — for example, the incumbent arrangement, historical volumes, facility descriptions, or operational context a proposer would need in order to price the work accurately.
[bookmark: _Toc236473539]1.2	Statement of Purpose
The University has issued this Request for Proposals (“RFP”) to define the University’s minimum requirements, solicit proposals, detail proposal requirements, and describe the process by which proposals will be evaluated and a Contractor selected.
The University seeks proposals for [INSERT CONCISE STATEMENT OF THE GOODS OR SERVICES SOUGHT].
Through this RFP the University seeks to obtain the best value for the goods and services described, and to give all qualified businesses — including small, minority-owned, woman-owned, and Tennessee service-disabled veteran-owned businesses — an equal opportunity to do business with the University as contractors and subcontractors. Each Proposer must complete RFP Attachment 6.3, Business Classification and Diversity Participation Form.
[bookmark: _Toc236473540]1.3	Scope of Services, Contract Term, and Required Contract Terms
The scope of the goods and services sought under this RFP is described in RFP Attachment 6.4, Statement of Work and Technical Specifications, and in RFP Attachment 6.2, Pro Forma Contract, which together set out the University’s requirements as follows:
1. Scope of Services — Pro Forma Contract, Section A;
1. Contract Term — Pro Forma Contract, Section B;
1. Payment Terms and Conditions — Pro Forma Contract, Section C;
1. Standard Terms and Conditions — Pro Forma Contract, Section D;
1. Special Terms and Conditions — Pro Forma Contract, Section E; and
1. Statutory and Regulatory Certifications — Pro Forma Contract, Section F.
	THE PRO FORMA CONTRACT IS A MANDATORY REQUIREMENT
RFP Attachment 6.2, Pro Forma Contract, substantially represents the contract that the successful Proposer must execute. A proposal that takes exception to, conditions, limits, or proposes changes to any term of the Pro Forma Contract may be determined to be a non-responsive counteroffer and rejected. Objections to any term of the Pro Forma Contract must be raised in writing by the Written Questions and Comments Deadline stated in Section 2, Schedule of Events. See Section 4.1.



Sections D, E, and F of the Pro Forma Contract contain terms required by Tennessee law and by MTSU Policy 631, Procurement and Contract Standards. Those sections are not subject to negotiation.
[bookmark: _Toc236473541]1.4	Coverage and Participation
The University may issue this RFP on behalf of, and may extend any resulting contract to, other Tennessee public institutions of higher education, including the locally governed institutions, the institutions of the University of Tennessee System, institutions governed by the Tennessee Board of Regents, and other agencies of the State of Tennessee that wish to procure the same goods or services on the same terms.
Extension of a contract to another institution or agency does not obligate that entity to purchase and does not create any minimum volume commitment. Each Proposer must indicate on RFP Attachment 6.1, Proposal Transmittal and Statement of Certifications and Assurances, whether it agrees to extend its proposal and resulting pricing to those entities.
[bookmark: _Toc236473542]1.5	Nondiscrimination
No person shall be excluded from participation in, be denied the benefits of, be discriminated against in admission or access to, or be discriminated against in treatment or employment in any University program or activity performed under a contract resulting from this RFP on the basis of disability, age, race, color, religion, sex, veteran status, national origin, or any other classification protected by federal or Tennessee constitutional or statutory law.
All Contractors entering into contracts with the University shall, upon request, provide proof of nondiscrimination and shall post notices of nondiscrimination in conspicuous places available to employees and applicants.
The University has designated the following office to coordinate compliance with the nondiscrimination requirements of the State of Tennessee, Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, and implementing federal regulations:
	Office
	Office of Civil Rights

	Address
	Middle Tennessee State University, 1301 East Main Street, Cope Administration Building, Murfreesboro, TN 37132

	Telephone
	(615) 898-2185


▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Verify the current office name, room number, and telephone number with the Office of Civil Rights before issuance.
[bookmark: _Toc236473543]1.6	Accommodation for Proposers with Disabilities
A Proposer with a disability may request reasonable accommodation regarding the means of communicating this RFP or participating in this RFP process. A request must be directed to the RFP Coordinator no later than the Disability Accommodation Request Deadline stated in Section 2, Schedule of Events.
[bookmark: _Toc236473544]1.7	RFP Communications and RFP Coordinator
1.7.1	The RFP Coordinator is the sole point of contact for this RFP. All communications concerning this RFP must be directed in writing to:
	Name and Title
	[INSERT NAME], [INSERT TITLE]

	Office
	MTSU Procurement Logistic Services

	Address
	1500 Greenland Drive, P.O. Box 18, Murfreesboro, TN 37132

	Telephone
	(615) [INSERT]

	Email
	[INSERT EMAIL]



1.7.2	Unauthorized contact regarding this RFP with any employee or official of the University other than the RFP Coordinator may result in disqualification from this procurement. This restriction applies from the issue date of this RFP until a contract is fully executed or the RFP is cancelled. It does not restrict routine business communications unrelated to this RFP.
1.7.3	The RFP identification number assigned by the University must be referenced in all communications regarding this RFP.
1.7.4	Oral communications of any kind are unofficial and non-binding with regard to this RFP. Only the University’s official written responses and communications are binding.
1.7.5	Each Proposer assumes the risk of the method used to transmit any communication or proposal to the University. The University assumes no responsibility for delays or delivery failures resulting from the method of transmission. Electronic or physical postmarking by a deadline does not substitute for actual receipt by the University.
1.7.6	The RFP Coordinator must receive all written comments, questions, and requests for clarification through the University’s electronic bidding system (the “Bid System”) or by email no later than the Written Questions and Comments Deadline stated in Section 2, Schedule of Events.
1.7.7	The University will post all official responses, amendments, and communications regarding this RFP to the Bid System and, where this RFP requests a Notice of Intent to Propose, will also convey them to each party that has submitted one. The name of the party submitting a question will not be disclosed in the response.
1.7.8	The University reserves the right to determine, at its sole discretion, the appropriate and adequate response to any written comment, question, or request for clarification, and the method by which official responses are conveyed. Official responses constitute amendments to this RFP.
1.7.9	Any data or factual information provided by the University in this RFP or in an official response is provided for informational purposes only. A Proposer that relies on such data should either independently verify it or obtain the University’s written consent to rely on it.
[bookmark: _Toc236473545]1.8	Notice of Intent to Propose
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Select one of the two options below and delete the other. Use Option A where the University will hold a site visit or pre-proposal conference, or expects to need direct contact with prospective Proposers during the solicitation period. Otherwise, use Option B. If Option B is selected, also delete row 5 of the Schedule of Events.
Option A: Notice of Intent Requested. Each potential Proposer is encouraged to submit a Notice of Intent to Propose to the RFP Coordinator by the deadline stated in Section 2, Schedule of Events. The notice should identify the Proposer’s legal name, a contact person and title, and that person’s address, telephone number, and email address.
NOTICE: A Notice of Intent to Propose creates no obligation and is not a prerequisite to submitting a proposal. It is, however, the means by which the University ensures that a prospective Proposer receives amendments and other communications regarding this RFP.
Option B: No Notice of Intent Requested. The University is not requesting a Notice of Intent to Propose for this RFP. Each prospective Proposer is responsible for monitoring the Bid System for amendments, official responses, and other communications regarding this RFP.
[bookmark: _Toc236473546]1.9	Proposal Deadline
Proposals must be received no later than the Proposal Deadline stated in Section 2, Schedule of Events. A proposal must respond to this RFP and to all exhibits, attachments, and amendments. A late proposal will not be accepted and will be rejected as non-responsive, consistent with MTSU Policy 631, Section X.L.
[bookmark: _Toc236473547]1.10	Written Question and Answer Period
The purpose of the written question and answer period is to allow Proposers to raise questions regarding the scope of goods or services requested and any other aspect of this RFP. To ensure accurate and consistent responses to all known potential Proposers, the University’s official response to questions will be issued in accordance with Section 1.7 on the date stated in Section 2, Schedule of Events.
[bookmark: _Toc236473548]1.11	Pre-Proposal Conference
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Select one of the two options below and delete the other. A pre-proposal conference is strongly recommended for procurements involving a facility, a site walk-through, complex operations, or a technology implementation.
Option A: Conference Held. A pre-proposal conference will be held at the time, date, and location stated in Section 2, Schedule of Events. The purpose of the conference is to review the scope of goods or services sought and to permit a site walk-through where applicable. Attendance is [mandatory / not mandatory]. Where attendance is mandatory, a Proposer that does not attend will be determined non-responsive and its proposal rejected. Each Proposer may be limited to [INSERT NUMBER] attendees due to space limitations, and must register with the RFP Coordinator by the reservation deadline stated in Section 2.
Questions should be submitted in writing before the conference. Oral responses given at the conference are tentative and non-binding. All questions, including those asked at the conference, must be submitted in writing by the Written Questions and Comments Deadline in order to receive an official, binding response.
Option B: No Conference. No pre-proposal conference will be held for this RFP. All questions must be submitted in writing in accordance with Sections 1.7 and 1.10.
[bookmark: _Toc236473549]1.12	Amendments and Cancellation
The University reserves the unilateral right to amend this RFP in writing at any time and to cancel or reissue this RFP, in whole or in part, at its sole discretion and in accordance with applicable law and MTSU Policy 631. Amendments will be posted to the Bid System. Each proposal must respond to the final written RFP and all amendments.


[bookmark: _Toc236473550]2  SCHEDULE OF EVENTS
The following Schedule of Events represents the University’s best estimate of the schedule that will be followed. Unless otherwise specified, the time of day for each event is between 8:00 a.m. and 4:30 p.m. Central Time.
	THE UNIVERSITY MAY ADJUST THIS SCHEDULE
The University reserves the right, at its sole discretion, to adjust this Schedule of Events as it deems necessary. Any adjustment will be communicated to prospective Proposers through the Bid System and, where this RFP requests a Notice of Intent to Propose, to each party that has submitted one.



	Event
	Time (CT)
	Date

	1.  University issues RFP
	—
	[DATE]

	2.  Disability accommodation request deadline
	2:00 p.m.
	[DATE]

	3.  Pre-proposal conference reservation deadline
	2:00 p.m.
	[DATE]

	4.  Pre-proposal conference and site walk-through      [INSERT LOCATION]
	[TIME]
	[DATE]

	5.  Notice of Intent to Propose deadline
	2:00 p.m.
	[DATE]

	6.  Written questions and comments deadline
	2:00 p.m.
	[DATE]

	7.  University issues written responses and amendments
	4:30 p.m.
	[DATE]

	8.  Proposal deadline
	2:00 p.m.
	[DATE]

	9.  Oral presentations / demonstrations (if required)
	[TIME]
	[DATE]

	10.  University completes Technical Proposal evaluation
	—
	[DATE]

	11.  University opens Financial Proposals and calculates scores
	2:00 p.m.
	[DATE]

	12.  University issues Notice of Intent to Award and opens RFP files for public inspection
	9:00 a.m.
	[DATE]

	13.  Protest period closes (seven (7) calendar days after Notice of Intent to Award)
	4:30 p.m.
	[DATE]

	14.  Contract signature deadline for apparent successful Proposer
	4:30 p.m.
	[DATE]

	15.  Anticipated contract effective date
	—
	[DATE]



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Allow four (4) to six (6) weeks between issuance and the proposal deadline unless the Chief Procurement Officer approves a shorter period (Policy 631, Section VIII.H). Delete rows 3, 4, 5, and 9 if not applicable. Row 5 applies only where Section 1.8, Option A, is selected. If the procurement requires Fiscal Review Committee filing or an economic impact statement under Policy 631, Section XIX, add the applicable filing and waiting periods to this schedule.


[bookmark: _Toc236473551]3  PROPOSAL REQUIREMENTS AND SUBMISSION
Each Proposer must submit a proposal that offers the most favorable terms the Proposer can provide. There is no best-and-final-offer procedure under this RFP.
The University reserves the right, following the evaluation and before contract execution, to clarify or negotiate with the apparent best-evaluated Proposer where the University determines it to be in the University’s interest. Any such negotiation may only alter the proposal in a manner favorable to the University — for example, by reducing price, increasing revenue, or improving performance requirements. In no event will negotiation increase the cost to the University, reduce revenue to the University, or amend a proposal such that the apparent successful Proposer no longer offers the best-evaluated proposal.
[bookmark: _Toc236473552]3.1	Proposal Components
Each response to this RFP must consist of two separate components:
1. a Technical Proposal, containing all information required by RFP Attachment 6.5, Technical Proposal and Evaluation Guide, Sections A, B, and C; and
1. a Financial Proposal, containing only the information required by RFP Attachment 6.6, Financial Proposal and Scoring Guide.
[bookmark: _Toc236473553]3.2	Method of Submission
	ELECTRONIC SUBMISSION THROUGH THE BID SYSTEM IS REQUIRED
Proposals must be submitted electronically through the University’s Bid System at [INSERT BID SYSTEM URL] unless this RFP expressly authorizes an alternative method. The Bid System maintains the Technical Proposal and the Financial Proposal as separate sealed electronic envelopes, which remain secure until the official opening times. Proposals submitted by facsimile or by email to any University address will not be accepted.



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Insert the current Bid System address wherever the placeholder appears. If the University prefers to name the system, replace “Bid System” throughout with the current product name; the generic term is used here so that the template does not require reissue if the platform changes.
3.2.1	A Proposer that has not previously registered in the Bid System must complete registration sufficiently in advance of the Proposal Deadline to allow the registration to be processed. Registration is free and is not a prerequisite to receiving this RFP, but it is required in order to submit a proposal electronically.
3.2.2	Electronic signatures are valid. Consistent with MTSU Policy 940, Use of Electronic Signatures, MTSU Policy 631, Section V.B, and the Tennessee Uniform Electronic Transactions Act, T.C.A. § 47-10-101 et seq., an electronic signature applied by an individual with authority to bind the Proposer is valid and enforceable for all documents required by this RFP. The University does not require original ink signatures, printed copies, or physical media.
3.2.3	The Proposer is solely responsible for ensuring that its submission is complete and successfully uploaded before the Proposal Deadline. The system time recorded by the Bid System is the official time of receipt. The University recommends submitting well in advance of the deadline; large file uploads may take significant time.
3.2.4	Alternative submission (paper) — use only if authorized above. If, and only if, this RFP expressly authorizes paper submission, the Proposer must deliver one (1) Technical Proposal and one (1) Financial Proposal in two (2) separate, sealed packages to MTSU Procurement Logistic Services, 1500 Greenland Drive, Murfreesboro, TN 37132. Each package must be clearly labeled with the Proposer’s legal name, the RFP number, the words “Technical Proposal” or “Financial Proposal,” as applicable, and the statement “DO NOT OPEN UNTIL [DATE], [TIME] CT.” If both sealed packages are shipped in a single carton, the carton must be clearly labeled to state that it contains both.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Paper submission should be authorized only where the Bid System cannot accommodate the submission — for example, where physical samples, product demonstrations, or oversized drawings are required. Where paper is authorized, revise the notice box at the start of Section 3.2 to state that paper submission is authorized.
[bookmark: _Toc236473554]3.3	Technical Proposal
	NO FINANCIAL INFORMATION IN THE TECHNICAL PROPOSAL
The Technical Proposal must not contain cost, pricing, revenue, rate, discount, or fee information of any kind. This prohibition includes references to items offered “free,” “at no additional cost,” “included,” “bundled,” or “waived.” Inclusion of financial information in the Technical Proposal will render the proposal non-responsive, and the University will reject it without further evaluation.



3.3.1	The Technical Proposal must be signed and dated by an individual empowered to bind the Proposer. Failure to submit a signed Technical Proposal is cause for rejection of the entire proposal.
3.3.2	Each Proposer must use RFP Attachment 6.5, Technical Proposal and Evaluation Guide, to organize, reference, and draft its Technical Proposal. Each Proposer should duplicate the Technical Proposal and Evaluation Guide and use it as a table of contents for the Technical Proposal, adding proposal page numbers as appropriate.
3.3.3	Each proposal should be concisely prepared, with emphasis on completeness and clarity of content. A proposal and all reference material must be written in English and formatted for standard 8½" x 11" paper, although foldouts containing charts, spreadsheets, and oversize exhibits are permissible. All proposal pages must be numbered.
3.3.4	All information in a Technical Proposal should be relevant to a specific requirement in the Technical Proposal and Evaluation Guide, must be incorporated into the response to that requirement, and must be clearly referenced. Information that does not meet these criteria will be treated as extraneous and will not contribute to the evaluation.
3.3.5	The University may determine a proposal to be non-responsive and reject it if the Proposer fails to organize and properly reference the sections of its Technical Proposal as required by this RFP and by RFP Attachment 6.5.
3.3.6	A proposal must be typewritten. A proposal may not be delivered orally.
[bookmark: _Toc236473555]3.4	Financial Proposal
3.4.1	Each Financial Proposal must be recorded on an exact duplicate of RFP Attachment 6.6, Financial Proposal and Scoring Guide, and must be signed and dated by an individual empowered to bind the Proposer.
3.4.2	The Financial Proposal must be submitted separately from the Technical Proposal, as a distinct sealed electronic envelope in the Bid System or, where paper submission is authorized, in a separately sealed package.
3.4.3	Each Proposer must record only the financial information required by RFP Attachment 6.6 and must not record any other rate, amount, term, condition, assumption, exclusion, or qualification. A Financial Proposal that conditions or qualifies the proposed amounts may be determined non-responsive.
3.4.4	The proposed costs or revenues must include all goods and services required under the resulting contract for the entire contract term, including all applicable taxes, fees, overhead, and all other direct and indirect costs.
3.4.5	If a Proposer fails to submit a Financial Proposal as required, the University will determine the proposal to be non-responsive and will reject it.
3.4.6	Financial Proposals will not be opened until the evaluation of Technical Proposals is complete. Only the Financial Proposals of Proposers whose Technical Proposals were determined responsive and qualified will be opened and scored.
[bookmark: _Toc236473556]3.5	Proposal Validity
Each proposal must remain valid and open for acceptance for a minimum of one hundred eighty (180) calendar days following the Financial Proposal opening. A proposal that does not state a validity period will be presumed valid for one hundred eighty (180) calendar days.
If a Proposer agrees under Section 1.4 to extend its proposal to other Tennessee public institutions of higher education and State agencies, the Proposer’s Technical Proposal must remain valid for five (5) years and its Financial Proposal must remain valid for at least one (1) year.
[bookmark: _Toc236473557]3.6	Proposal Withdrawal, Errors, and Amendments
3.6.1	A Proposer may withdraw a submitted proposal at any time before the Proposal Deadline by withdrawing the submission in the Bid System or by delivering a written request signed by the Proposer’s authorized representative. After withdrawing a proposal, a Proposer may submit another proposal at any time before the Proposal Deadline.
3.6.2	At the option of the University, a Proposer may be bound by all errors and omissions in its proposal. A Proposer may not alter or amend its proposal after the Proposal Deadline unless formally requested to do so in writing by the University.
3.6.3	The University will not pay any cost associated with the preparation, submission, presentation, or demonstration of any proposal.


[bookmark: _Toc236473558]4  GENERAL REQUIREMENTS AND CONTRACTING INFORMATION
[bookmark: _Toc236473559]4.1	Required Review and Waiver of Objections
Each Proposer must carefully review this RFP and all attachments, including but not limited to RFP Attachment 6.2, Pro Forma Contract, for comments, questions, defects, objections, or any other matter requiring clarification or correction (collectively, “comments”).
All comments concerning objections to this RFP must be submitted in writing and received by the University no later than the Written Questions and Comments Deadline stated in Section 2, Schedule of Events. This allows the University to issue any necessary amendment and helps prevent the opening of a defective proposal upon which an award could not be made.
A protest based on an objection that was not raised in writing by the Written Questions and Comments Deadline is waived and will not be considered.
[bookmark: _Toc236473560]4.2	Proposal Prohibitions and Right of Rejection
4.2.1	The University reserves the right, at its sole discretion, to reject any and all proposals, to cancel or reissue this RFP, and to waive minor informalities and irregularities, in accordance with applicable law and MTSU Policy 631, Section X.M. Submission of a proposal does not create a right, interest, or entitlement to award.
4.2.2	Each proposal must comply with all terms of this RFP and all applicable federal and Tennessee laws and regulations. The University may reject any proposal that does not comply with all terms, conditions, and performance requirements of this RFP.
4.2.3	A proposal offering goods or services materially different from those requested by this RFP will be determined non-responsive and rejected. A Proposer may not submit an alternate proposal unless this RFP expressly invites one.
4.2.4	A Proposer may not restrict the rights of the University or otherwise qualify or condition its proposal. The University may determine such a proposal to be a non-responsive counteroffer and reject it.
4.2.5	A Proposer may not submit its own contract terms and conditions in response to this RFP. If a proposal contains such terms, the University may determine, at its sole discretion, that the proposal is a non-responsive counteroffer and reject it. If the proposal is not rejected, any such additional or different terms are void. The University expressly and unequivocally rejects all additional or different terms unless the University accepts them in writing, signed by the Chief Procurement Officer or designee, or expressly incorporates them into a resulting contract.
4.2.6	A Proposer may not submit more than one proposal. Submitting more than one proposal will result in disqualification unless this RFP expressly provides otherwise.
4.2.7	A Proposer may not submit multiple proposals in different capacities — that is, submitting one proposal as a prime contractor while permitting another Proposer to submit a proposal identifying the first Proposer as a subcontractor. This restriction does not prohibit different Proposers from proposing the same subcontractor, provided the subcontractor does not also submit a proposal as a prime contractor. Submitting multiple proposals in different capacities may result in the disqualification of all Proposers knowingly involved.
4.2.8	The University will reject a proposal if the Financial Proposal was not arrived at independently, without collusion, consultation, communication, or agreement as to any matter relating to price or revenue with any other Proposer. Regardless of when detected, the University will treat any such conduct as grounds for rejection of the proposal or termination of a resulting contract.
4.2.9	Consistent with MTSU Policy 631, Section XXI, and T.C.A. § 12-4-103, the University will not contract with or consider a proposal from:
1. an individual who is, or within the past six (6) months has been, an employee or official of the State of Tennessee or the University. An individual is deemed an employee until all compensation and terminal leave has been paid;
1. a company, corporation, or other entity in which an ownership interest of two percent (2%) or more is held by an individual who is, or within the past six (6) months has been, an employee or official of the State of Tennessee or the University. This restriction does not apply to interests placed in a blind trust in which the employee does not have knowledge of the retention or disposition of the interests, or to publicly traded stocks or bonds where the ownership constitutes less than two percent (2%) of the total outstanding amount of that issuer;
1. a company, corporation, or other entity that employs an individual who is, or within the past six (6) months has been, an employee or official of the State of Tennessee or the University in a position that would allow the direct or indirect use or disclosure of information obtained through that employment and not available to the general public, for the purpose of furthering the private interest or personal profit of any person; or
1. any individual, company, or other entity that assisted the University in the development, formulation, or drafting of this RFP or its scope of services, which will be considered to have been given information affording an unfair advantage over other Proposers.
[bookmark: _Toc236473561]4.3	Incorrect Proposal Information
If the University determines that a Proposer has provided, for consideration in this RFP process or in subsequent contract negotiations, incorrect information that the Proposer knew or should have known was materially incorrect, the proposal will be determined non-responsive and rejected. Where such information is discovered after award, the University may terminate the resulting contract for cause.
[bookmark: _Toc236473562]4.4	Proposal of Additional Goods or Services
If a proposal offers goods or services in addition to those required by this RFP, the additional items may be added to the contract before contract signing at the sole discretion of the University. Costs or revenues associated with additional items must be provided in the optional section of RFP Attachment 6.6, Financial Proposal and Scoring Guide. Proposed additional items will not be used in evaluating the proposal.
[bookmark: _Toc236473563]4.5	Assignment and Subcontracting
4.5.1	The Proposer awarded a contract under this RFP may not subcontract, transfer, or assign any portion of the contract without the University’s prior written approval.
4.5.2	A subcontractor may be substituted for a proposed subcontractor only with the University’s prior written approval.
4.5.3	The University reserves the right, at its sole discretion, to refuse approval of any subcontract, transfer, or assignment.
4.5.4	Notwithstanding the University’s approval of any subcontractor, the Contractor remains the prime contractor and is fully responsible for all work performed and for its subcontractors’ compliance with all contract terms, including the statutory certifications in Section F of the Pro Forma Contract.
[bookmark: _Toc236473564]4.6	Right to Refuse Personnel
At its sole discretion, the University reserves the right to refuse any personnel of the prime Contractor or of any subcontractor for use in the performance of a contract resulting from this RFP.
[bookmark: _Toc236473565]4.7	Insurance Requirements
The apparent successful Proposer must deliver to the University certificates of insurance evidencing the coverages required below no later than the effective date of the resulting contract, and must maintain that insurance for the entire contract term. Failure to provide evidence of the required coverage is a material breach and grounds for termination of contract negotiations or of the contract.
All policies must be issued by insurers authorized to transact business in the State of Tennessee and rated no lower than A-, VII by A.M. Best. Except for Workers’ Compensation and Professional Liability / Errors and Omissions coverage, all liability policies must name the University, its trustees, officers, agents, and employees as additional insureds, and must be primary and non-contributory with respect to any insurance or self-insurance maintained by the University. The Contractor must provide the University at least thirty (30) days’ written notice before cancellation, non-renewal, or material reduction of any required policy, and must give immediate notice upon receiving a notice of cancellation from an insurer.
	Coverage
	Minimum Limits

	Commercial General Liability
	$1,000,000 per occurrence and $3,000,000 general aggregate, including bodily injury, personal and advertising injury, death, property damage, products and completed operations, and contractual liability.

	Workers’ Compensation and Employer’s Liability
	Statutory limits as required by Tennessee law, or a qualified self-insured program; Employer’s Liability of $1,000,000 each accident, each employee by disease, and policy limit by disease.

	Commercial Automobile Liability
	$1,000,000 combined single limit covering owned, hired, and non-owned vehicles. [Include where the Contractor will operate vehicles on University property or transport University personnel or property.]

	Professional Liability / Errors and Omissions
	$1,000,000 per claim and in the aggregate. [Include for professional, consulting, design, medical, or technology services.]

	Cyber Liability / Technology Errors and Omissions
	$[INSERT] per claim and in the aggregate, including coverage for privacy liability, network security liability, regulatory defense and penalties, and breach response and notification costs. [Include wherever the Contractor will create, receive, transmit, store, or access University data, including any personally identifiable information, student education records, or protected health information.]

	Crime / Employee Dishonesty
	$[INSERT]. [Include where the Contractor will handle University funds, receipts, or negotiable instruments.]



The enumeration of kinds and amounts of insurance in this RFP or in any resulting contract does not abridge, diminish, or affect the Contractor’s legal responsibility for the consequences of any act or omission arising out of or resulting from the Contractor’s performance. Any insurance required by the University must be in form and substance acceptable to the University.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Delete the coverage rows that do not apply and set the bracketed limits in consultation with the Office of Compliance and Enterprise Risk Management (Policy 631, Section XX). Cyber liability is required whenever the Contractor touches University data.
[bookmark: _Toc236473566]4.8	Bonds
4.8.1	Bid Bond
[A bid bond in the amount of [INSERT PERCENTAGE OR AMOUNT] is required with each proposal. Failure to provide the required bid bond will result in rejection of the proposal.] [No bid bond is required for this RFP.]
4.8.2	Performance Bond
[A performance bond is required.] The apparent successful Proposer must furnish a performance bond in the amount of [WRITTEN AMOUNT] Dollars ($[AMOUNT]), or [INSERT PERCENTAGE]% of the total contract liability, guaranteeing full and faithful performance of all undertakings and obligations under the resulting contract for the initial term and all extensions. Consistent with MTSU Policy 631, Section XX.A, the amount of a performance bond may not exceed one hundred percent (100%) of the total purchase price and may be reduced proportionately after award if performance progresses successfully.
The bond must be in the form prescribed by the University (RFP Attachment 6.10), must be issued by a surety licensed to transact business in Tennessee by the Tennessee Department of Commerce and Insurance, and must be filed with Procurement Logistic Services within ten (10) calendar days after receipt of the University’s request and in any event no later than the contract effective date. Personal checks are not acceptable in lieu of a performance bond; bank cashier’s checks are acceptable. An irrevocable letter of credit or certificate of deposit issued by a state or national bank or a state or federal savings institution having its principal office in Tennessee may be accepted in lieu of a performance bond, subject to the University’s prior approval of its terms and conditions.
Failure of the apparent successful Proposer to provide a required performance bond by the deadline renders the proposal and any resulting contract null and void.
4.8.3	Payment Bond
[Applicable to public work only.] Consistent with T.C.A. § 12-4-201, the University will not award a contract in excess of One Hundred Thousand Dollars ($100,000.00) for public work until the Contractor provides a payment bond of not less than twenty-five percent (25%) of the contract price, securing payment for all labor and materials used by the Contractor or any subcontractor in connection with the contract.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Delete Section 4.8 in its entirety, or delete the individual subsections, where bonds are not required. Coordinate bond requirements with Procurement Logistic Services and the Office of Compliance and Enterprise Risk Management (Policy 631, Section XX).
[bookmark: _Toc236473567]4.9	Licensure
The apparent successful Proposer must hold all necessary and applicable business and professional licenses. The University may require any or all Proposers to submit evidence of proper licensure, or of eligibility for issuance of licensure by the contract effective date, with the RFP response.
Where this procurement involves construction or other work regulated by the Tennessee Board for Licensing Contractors, the Proposer must hold a valid Tennessee contractor’s license before submitting a proposal. Consistent with T.C.A. § 62-6-119, the Proposer must state its name, license number, license expiration date, and license classification on the bid envelope or within the electronic submission, regardless of dollar amount; a submission omitting this information will be rejected as non-responsive. Subcontractors performing electrical, plumbing, or HVAC work where the subcontractor’s portion is Twenty-Five Thousand Dollars ($25,000.00) or more, and masonry work where the masonry portion exceeds One Hundred Thousand Dollars ($100,000.00), must also be listed. Performing regulated construction work of Twenty-Five Thousand Dollars ($25,000.00) or more without a license is a Class A misdemeanor under T.C.A. § 62-6-136.
[bookmark: _Toc236473568]4.10	Financial Stability
The apparent successful Proposer must provide information demonstrating financial stability and the capacity to perform before award of a contract. The specific documentation required is set out in RFP Attachment 6.5, Technical Proposal and Evaluation Guide, Section A.
[bookmark: _Toc236473569]4.11	Tennessee Sales and Use Tax Registration
Before a contract resulting from this RFP may be executed, the apparent successful Proposer must be registered with the Tennessee Department of Revenue for the collection of Tennessee sales and use tax and must provide a copy of its certificate of registration to the University, consistent with T.C.A. § 67-6-601 et seq. and MTSU Policy 631, Section XII. This is a mandatory requirement for award.
Nothing in this Section requires a Proposer to register if the Proposer does not make sales to customers in Tennessee of taxable goods or services. In that case, the apparent successful Proposer must certify in writing to the University that it does not make such sales.
[bookmark: _Toc236473570]4.12	Supplier Registration
All Contractors must complete a supplier registration with the University through the Bid System at [INSERT BID SYSTEM URL] and must be an active registered supplier before final contract approval. A substitute Form W-9 may be required. Supplier information submitted by the Proposer may be provided to the State of Tennessee Governor’s Office of Business Initiatives and Development for diversity business certification and legislative reporting. Registration with the University is not required in order to submit a proposal, but is required before contract execution or purchase order issuance.
[bookmark: _Toc236473571]4.13	Accessibility, Information Technology, and Data Security Review
Consistent with MTSU Policy 631, Section XVII, a procurement involving software, digital content, electronic and information technology, cloud services, online platforms, or any system that processes University data is subject to review for accessibility, information security, privacy, data protection, and system compatibility. Required reviews must be completed before contract execution or system implementation.
Where applicable, a Proposer must provide with its proposal an Accessibility Conformance Report (ACR) based on the most current Voluntary Product Accessibility Template (VPAT), documentation of accessibility testing results, and, where full conformance is not achieved, a completed Accessibility Conformance and Remediation Form (RFP Attachment 6.12) identifying each gap, its disposition, the remediation timeline, and available interim workarounds.
The applicable technical standard is the Web Content Accessibility Guidelines (WCAG) 2.1, Level AA, which the United States Department of Justice adopted as the required standard for the web content and mobile applications of public entities under Title II of the Americans with Disabilities Act (28 C.F.R. Part 35; 89 Fed. Reg. 31320 (April 24, 2024)), together with the Revised Section 508 Standards (36 C.F.R. Part 1194) and, for digital publications, EPUB Accessibility 1.1. The University’s applicable compliance date under the Department’s interim final rule is April 26, 2027.
The Proposer must also provide, upon request, security review documentation, data privacy terms, system integration information, hosting or cloud service information, and user access or data classification details.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Where the procurement has no technology or data component, this Section may be deleted. Where it does, coordinate with the Information Technology Division and the Director of ADA Compliance before issuance; an exception to the accessibility requirement may be approved only by the Director of ADA Compliance (Policy 631, Section XVII).
[bookmark: _Toc236473572]4.14	Tennessee Procurement Protection Act — Foreign Adversary Restrictions
The Tennessee Procurement Protection Act, T.C.A. § 4-56-201 et seq., took effect July 1, 2026 and applies to this procurement. The Act prohibits a foreign adversary company from bidding on or entering into a contract with a State agency or political subdivision for information and communication technology, and prohibits any company from knowingly selling to the University a final product or service that includes information and communication technology manufactured or produced by a foreign adversary company.
As required by T.C.A. § 4-56-204(c), by submitting a proposal each Proposer certifies that it is not a foreign adversary company and will not knowingly sell to the University a final product or service that includes information and communication technologies if that final product or service is manufactured or produced by a foreign adversary company. This certification is made on RFP Attachment 6.1, Proposal Transmittal and Statement of Certifications and Assurances, and is repeated as a material provision of RFP Attachment 6.2, Pro Forma Contract, Section F.4.
Definitions. “Foreign adversary” has the meaning given by 15 C.F.R. § 791.4, as amended. A “foreign adversary company” includes a company that is domiciled, incorporated, issued, or listed in a foreign adversary; is headquartered in a foreign adversary; has its principal place of business in a foreign adversary; is controlled by the government or an instrumentality of a foreign adversary; or is majority-owned or board-controlled by an entity under the jurisdictional control of the government of a foreign adversary. “Information and communication technology” is defined at T.C.A. § 4-56-202 and is broad — it includes computers and peripheral equipment; software applications, operating systems, databases, and cloud-based services; websites, web applications, and digital content; telecommunications equipment and services; electronic documents and multimedia; and related hardware, firmware, and embedded technology. It does not include standalone mechanical systems that do not electronically process or transmit information.
Consequences of false certification. A company determined to have submitted a false certification is liable for a civil penalty equal to the greater of Two Hundred Fifty Thousand Dollars ($250,000.00) or twice the amount of the contract for which the proposal was submitted, will have its contract terminated, and is prohibited from contracting with the State of Tennessee and its political subdivisions for five (5) years.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  This section applies to any procurement that could involve information and communication technology, which is defined broadly enough to reach most goods and services procurements with any electronic component. Retain it by default. Where a Proposer indicates that no reasonable alternative to a foreign adversary source exists, do not proceed — refer the matter to the Chief Procurement Officer and University Counsel, as the Act permits an exception only where the procurement is pre-approved on a documented determination that acquiring the technology poses a lesser threat to the State than not acquiring it. Note also that MTSU Policy 631 predates this Act and does not yet reference it; confirm current guidance with the Contract Office before issuance.
[bookmark: _Toc236473573]4.15	Disclosure of Proposal Contents and Public Records
Each proposal and all materials submitted to the University in response to this RFP become the property of the University. Selection or rejection of a proposal does not affect this right. All proposal information, including financial information, will be held in confidence during the evaluation process.
Upon completion of the evaluation, as evidenced by public release of the Notice of Intent to Award, the proposals and associated materials will be open for public inspection in accordance with the Tennessee Public Records Act, T.C.A. § 10-7-503 et seq., and specifically T.C.A. § 10-7-504(a)(7). 
By submitting a proposal, the Proposer acknowledges and accepts that the full contents of its proposal and all associated documents will become open to public inspection. A blanket notation or legend asserting that submitted material is confidential, proprietary, or a trade secret will not be honored. Where a Proposer believes that specific, discrete information within its proposal is exempt from disclosure under Tennessee law, the Proposer must identify the specific pages and the specific statutory basis for the claimed exemption. The University will make the final determination regarding disclosure and is not liable to a Proposer for any disclosure made in accordance with Tennessee law.
If this RFP is re-advertised, all prior proposals remain closed to inspection by Proposers and by the public until the evaluation of responses to the re-advertisement is complete.
[bookmark: _Toc236473574]4.16	Contract Approval and Authority
This RFP and the Contractor selection process do not obligate the University and do not create rights, interests, or claims of entitlement in the apparent best-evaluated Proposer or in any other Proposer.
A contract resulting from this RFP is not binding on the University, and the University has no obligation under it, until it has been signed by all parties and approved by the University officials authorized to do so under MTSU Policy 600, Approval of Agreements — Delegation of Authority/Signature Authorization, and any other approvals required by law.
No Contractor may begin work, ship goods, or incur cost on behalf of the University before a contract is fully executed or a purchase order is issued, as applicable. The University is not liable for payment of any kind for work performed before the contract effective date or after the contract end date, even work performed in good faith and even where a Contractor was orally directed to proceed.
[bookmark: _Toc236473575]4.17	Fiscal Review and External Approvals
Consistent with MTSU Policy 631, Section XIX, and T.C.A. § 12-3-312, a resulting contract may require filing with and review by the Tennessee General Assembly’s Fiscal Review Committee where the contract is non-competitive, has a term of more than one (1) year, and exceeds Two Hundred Fifty Thousand Dollars ($250,000.00) in total value including all renewals.
In addition, where a contract for services with a private party exceeds Two Million Five Hundred Thousand Dollars ($2,500,000.00) and would result in the layoff or furlough of one or more State employees, the University must produce an economic impact statement and submit it to the Fiscal Review Committee no less than forty-five (45) days before contract execution.
Where either requirement applies, the anticipated contract effective date is contingent on completion of the applicable filing and review, and the University may extend the Schedule of Events accordingly.
[bookmark: _Toc236473576]4.18	Contract Term
Consistent with MTSU Policy 631, Section VIII.J, the total term of a contract for goods and services resulting from this RFP, including all renewal options and extensions, may not exceed sixty (60) months. The total term of a revenue-generating contract, including all renewal options and extensions, may not exceed one hundred twenty (120) months. The Chief Procurement Officer may approve a longer term where determined to be in the best interest of the University.
The University anticipates a contract with an initial term of [INSERT] beginning on or about [INSERT DATE], with [INSERT NUMBER] renewal option(s) of [INSERT LENGTH] each, exercisable at the sole discretion of the University. The University reserves the right to terminate or decline to renew a contract if sufficient funding for its continuance is not appropriated or is otherwise unavailable.
[bookmark: _Toc236473577]4.19	Contract Monitoring
The Contractor’s deliverables, activities, and records under a resulting contract are subject to monitoring and evaluation by the University, by the Comptroller of the Treasury, and by their duly appointed representatives, consistent with MTSU Policy 631, Section XV. The requesting department will assign a contract administrator responsible for monitoring performance and documenting contractor performance throughout the contract term. The contract administrator will document the Contractor’s performance at least annually and before any renewal or extension of the contract. The Contractor must submit periodic progress reports as requested by the University.
[bookmark: _Toc236473578]4.20	Contract Payments
All contract payments will be made in accordance with the payment terms and conditions of the resulting contract (RFP Attachment 6.2, Pro Forma Contract, Section C) and with the Tennessee Prompt Pay Act, T.C.A. § 12-4-701 et seq. No payment will be made until the contract has been approved as required by University policy and applicable law.
[bookmark: _Toc236473579]4.21	Policy and Guideline Compliance
This RFP and any award made under it are subject to the policies of Middle Tennessee State University, including MTSU Policy 630, Procurement and Contract Policy; MTSU Policy 631, Procurement and Contract Standards; MTSU Policy 600, Approval of Agreements — Delegation of Authority/Signature Authorization; and MTSU Policy 12, Conflict of Interest. University policies are available at www.mtsu.edu/policies.
[bookmark: _Toc236473580]4.22	Severability
If any provision of this RFP is declared by a court to be illegal or in conflict with any law, that decision does not affect the validity of the remaining terms and provisions of this RFP, and the rights and obligations of the University and of Proposers will be construed and enforced as if this RFP did not contain the provision held to be invalid.
[bookmark: _Toc236473581]4.23	Protest Procedures
Protest rights and procedures are established by MTSU Policy 631, Section XI.B, and are summarized below. In the event of any inconsistency between this summary and MTSU Policy 631, the policy controls.
4.23.1	Right to Protest
An aggrieved respondent — a supplier, bidder, or proposer that submitted a response to this RFP and that has a direct economic interest affected by the solicitation, evaluation, or award decision — may protest in writing to the Chief Procurement Officer.
A protest must be received by Procurement Logistic Services no later than the close of business on the seventh (7th) calendar day following the date of the Notice of Intent to Award. An issue not raised by the protesting party within that period will not be considered as part of the protest.
The following are the sole grounds for a protest:
1. the award was arbitrary, capricious, an abuse of discretion, or exceeded the authority of the Chief Procurement Officer or the University;
1. the procurement process violated a constitutional, statutory, or regulatory provision;
1. Procurement Logistic Services or the University failed to adhere to the rules of the procurement as set forth in this RFP, and that failure materially affected the contract award;
1. the procurement process involved responses that were collusive, submitted in bad faith, or not arrived at independently through open competition; or
1. the award resulted from a technical or mathematical error during the evaluation process.
4.23.2	Signature Constitutes Certification
A protest must be signed by an authorized representative of the protesting party, who thereby certifies that the representative has read the document, that to the best of the representative’s knowledge it is well grounded in fact, and that it is not submitted for any improper purpose such as to harass, to limit competition, or to cause unnecessary delay or needless increase in the cost of the procurement or of litigation. A protest submitted in violation of this certification may result in sanctions, including removal from future solicitation opportunities and forfeiture of the protest bond.
4.23.3	Protest Bond
A protest that does not include the required bond will not be considered. At the time of filing a notice of protest, the protesting party must post with the Chief Procurement Officer a bond payable to the University in the amount of five percent (5%) of the lowest financial proposal evaluated, or five percent (5%) of the highest revenue proposal evaluated, calculated on the total value of the procurement including all renewals. The bond must be in the form prescribed by the University (RFP Attachment 6.9) and in substance acceptable to the University.
The bond is immediately payable to the University upon a determination by the Chief Business Officer that there was a violation of MTSU Policy 631, Section XI.B, that the protest was brought or pursued in bad faith, or that the protest does not state on its face a valid basis for protest. The University will hold the bond for at least eleven (11) calendar days after the date of the Chief Business Officer’s final determination.
Bond exemption for diverse businesses. Where the lowest evaluated financial proposal is less than One Million Dollars ($1,000,000.00), or the highest evaluated revenue proposal is less than One Hundred Thousand Dollars ($100,000.00), a protesting party that is a certified small, minority-owned, woman-owned, or Tennessee service-disabled veteran-owned business may, at the time of filing the notice of protest, submit a written petition to the Chief Business Officer for exemption from the protest bond requirement. The petition must include clear evidence of business classification. The Chief Business Officer has seven (7) calendar days to determine the petition. If an exemption is granted, the protest proceeds as though the bond were posted. If the exemption is denied, the protesting party must post the bond within five (5) calendar days of the determination.
4.23.4	Resolution of Protest
The Chief Procurement Officer has authority to review and resolve the protest and may request a meeting with the protesting party to clarify the issues. The final determination of the Chief Procurement Officer will be provided in writing.
The protesting party may request that the Chief Procurement Officer’s determination be considered by the Chief Business Officer. That request must be made in writing and received by the Chief Business Officer within seven (7) calendar days of the Chief Procurement Officer’s determination. The Chief Business Officer’s determination will be provided in writing.
The protesting party may then request that the Chief Business Officer’s determination be considered by the President or designee. That request must be made in writing and received within seven (7) calendar days of the Chief Business Officer’s determination. The determination of the President or designee is final and will be provided in writing.
The University has no longer than sixty (60) calendar days from receipt of the protest to resolve it.
4.23.5	Stay of Award
Before the award of a purchase order or contract, a protesting party may submit to the Chief Procurement Officer a written petition for stay of award, which becomes effective upon receipt. The Chief Procurement Officer will not proceed further with the solicitation or award until the protest is resolved, unless the Chief Business Officer makes a written determination that continuation without delay is necessary to protect substantial interests of the University.


[bookmark: _Toc236473582]5  PROPOSAL EVALUATION AND CONTRACT AWARD
[bookmark: _Toc236473583]5.1	Evaluation Categories and Maximum Points
The University will consider organizational background and experience, technical approach, and cost or revenue in evaluating proposals. The maximum points available in each category are set out below. Total available points equal one hundred (100).
	Evaluation Category
	Maximum Points

	Attachment 6.5, Section A — Mandatory Requirements
	Pass / Fail

	Attachment 6.5, Section B — Organizational Background and Experience
	[XX]

	Attachment 6.5, Section C — Technical Approach (including oral presentation, where required)
	[XX]

	Attachment 6.6 — Financial Proposal
	[XX] (minimum 25)

	Total Available Points
	100



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Set the point allocations so that Sections B and C plus the Financial Proposal total exactly 100. The Financial Proposal must carry at least 25 points. Where an oral presentation is scored, state the presentation points separately within Section C and carry the same allocation into Attachment 6.5, Section C.
[bookmark: _Toc236473584]5.2	Evaluation Process
The evaluation process is designed to award a contract not necessarily to the Proposer offering the lowest cost or highest revenue, but to the Proposer offering the best combination of attributes based on the evaluation criteria stated in this RFP.
5.2.1	Responsiveness and Mandatory Requirements Review
The RFP Coordinator will review each Technical Proposal to determine compliance with the mandatory requirements in RFP Attachment 6.5, Section A, and will mark each requirement pass or fail.
Where the RFP Coordinator determines that a proposal may have failed one or more mandatory requirements, the Chief Procurement Officer or designee will review the proposal and document a determination that either (1) the proposal meets requirements for further evaluation; (2) the University will request clarification; or (3) the proposal is non-responsive and will be rejected. A determination that a proposal is non-responsive must be approved by the Chief Business Officer before notice of rejection is issued.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Title references in this Section were updated to match current MTSU organizational titles. Verify that the reviewing and approving officials named here are correct at the time of issuance and are consistent with delegations under Policy 600.
5.2.2	Technical Proposal Evaluation
a.	An Evaluation Committee designated by Procurement Logistic Services and appropriate to the scope and nature of this RFP will evaluate each Technical Proposal determined responsive. The Evaluation Committee will consist of no fewer than three (3) University employees.
b.	Each Evaluation Committee member must complete and sign a Conflict of Interest and Confidentiality Statement before receiving any proposal, consistent with MTSU Policy 631, Section X.B, and MTSU Policy 12, Conflict of Interest.
c.	Each Evaluation Committee member will independently evaluate each proposal against the evaluation criteria stated in this RFP — rather than against other proposals — and will score each item in accordance with RFP Attachment 6.5, Technical Proposal and Evaluation Guide.
d.	The RFP Coordinator will use RFP Attachment 6.5 to manage the technical evaluation and to maintain evaluation records. Individual evaluator scoring sheets are retained in the procurement file.
e.	The University reserves the right, at its sole discretion, to request clarification of a Technical Proposal or to conduct clarification discussions with any or all Proposers. Any such clarification or discussion will be limited to specific sections of the proposal identified by the University. The Proposer must submit any resulting clarification in writing.
f.	The University reserves the right to conduct reference checks, site visits, financial reviews, product demonstrations, and any other due diligence it determines appropriate, and to consider the results in the evaluation.
5.2.3	Oral Presentations and Demonstrations
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Delete this subsection if oral presentations are not required. Where they are required, state the point value in Section 5.1 and in Attachment 6.5, Section C, and add the presentation date to the Schedule of Events.
[Proposers whose Technical Proposals are determined to be qualified responses to this RFP will be required to deliver an oral presentation to the Evaluation Committee.] The RFP Coordinator will contact each such Proposer with an assigned presentation time in accordance with Section 2, Schedule of Events. Presentation order will be determined by lottery.
A Proposer that fails to respond to the RFP Coordinator’s contact efforts, or that does not complete its presentation as scheduled, will be determined non-responsive and its proposal rejected. Only one presentation will be required of any Proposer.
Each presentation is limited to [INSERT] minutes, of which at least fifteen (15) minutes must be reserved for questions from the Evaluation Committee. [INSERT] minutes will be allowed before the presentation for setup and [INSERT] minutes afterward for removal of equipment. Strict adherence to the schedule is a factor in the presentation score.
Presentations must be delivered by key personnel proposed for the engagement, including the individual who will serve as the University’s primary account or engagement manager. A presentation provides an opportunity to elaborate on the written proposal but may not change it; no information presented orally will alter the written proposal for evaluation purposes.
At a minimum, the presentation should address:
1. the Proposer’s understanding of the University’s requirements;
1. proposed staffing levels, key personnel, and full-time equivalents;
1. the proposed technical and operational approach, including transition and implementation;
1. the proposed communication, escalation, and performance-reporting plan; and
1. [INSERT ADDITIONAL TOPICS SPECIFIC TO THIS PROCUREMENT].
No cost, pricing, or revenue information may be presented or discussed during an oral presentation.
Oral presentations are attended by the Evaluation Committee and by University personnel designated by the RFP Coordinator. Proposers may not attend the presentations of other Proposers.
5.2.4	Financial Proposal Evaluation
After the technical evaluation is complete, the RFP Coordinator will open the Financial Proposals of Proposers whose Technical Proposals were determined responsive and qualified, and will use RFP Attachment 6.6, Financial Proposal and Scoring Guide, to calculate and document Financial Proposal scores. Calculations are rounded to two (2) decimal places.
5.2.5	Total Score
For each responsive proposal, the RFP Coordinator will add the Technical Proposal score to the Financial Proposal score and record the total on RFP Attachment 6.7, Proposal Score Summary Matrix.
Where two or more responsive and responsible proposals are identical in evaluated price and quality, the award will be resolved in the following order of preference, consistent with MTSU Policy 631, Section XII: first, to a Tennessee respondent; and second, among Tennessee respondents or where no Tennessee preference applies, to a certified small, minority-owned, woman-owned, or Tennessee service-disabled veteran-owned business.
[bookmark: _Toc236473585]5.3	Contract Award Process
5.3.1	The RFP Coordinator will forward the results of the evaluation process to the appropriate University official, who will consider those results and all other pertinent information available in making a determination regarding contract award. The University reserves the right to make an award without further discussion of any proposal.
5.3.2	To award a contract to a Proposer other than the one receiving the highest evaluation score, the requesting department must provide written justification and obtain the written approval of the appropriate University official. The justification and approval are retained in the procurement file.
5.3.3	Following that determination, the University will issue a Notice of Intent to Award identifying the apparent best-evaluated proposal, in accordance with Section 2, Schedule of Events, and will make the RFP files available for public inspection.
5.3.4	NOTICE: Consistent with MTSU Policy 631, Section XI.A, a Notice of Intent to Award is notification of the University’s preliminary intent only. It does not constitute a binding contract, authorization to begin work, authorization to ship goods, or final approval of the procurement, and it creates no rights, interests, or claims of entitlement in the apparent best-evaluated Proposer or in any other Proposer.
5.3.5	The University reserves the right to withdraw a Notice of Intent to Award, cancel the solicitation, reject any or all proposals, reopen negotiations, request additional information, or otherwise modify the procurement process where determined to be in the best interest of the University.
5.3.6	The University may delay issuance of a final award, purchase order, or contract execution pending completion of required approvals, contract negotiations, resolution of protests, verification of supplier qualifications, review of required documentation, or other procurement-related requirements.
5.3.7	The Proposer with the apparent best-evaluated proposal must agree to and sign a contract with the University substantially the same as RFP Attachment 6.2, Pro Forma Contract. The University reserves the right, at its sole discretion, to add terms and conditions or to revise the requirements of the Pro Forma Contract in the University’s best interests following this RFP process, and to entertain limited negotiation before contract signing, provided that no such addition or revision may materially affect the basis of proposal evaluations or negatively affect the competitive nature of this RFP and the Contractor selection process.
5.3.8	The apparent best-evaluated Proposer must sign and return the contract prepared by the University no later than the contract signature deadline stated in Section 2, Schedule of Events. If the Proposer fails to provide the signed contract by that deadline, the University may determine the Proposer non-responsive and reject its proposal.
5.3.9	If the University determines that the apparent best-evaluated proposal is non-responsive and rejects it, the RFP Coordinator will recalculate the scores of the remaining responsive proposals to determine the new apparent best-evaluated proposal.
5.3.10	A procurement is not finally awarded until a purchase order is issued or a contract is fully executed by all required parties, as applicable to the procurement method. No supplier may begin work, ship goods, or incur cost on behalf of the University before final award authorization.


[bookmark: _Toc236473586]RFP ATTACHMENTS
The following attachments are part of this RFP. Attachments 6.1, 6.3, and, where applicable, 6.12 must be completed and submitted by the Proposer. Attachments 6.5 and 6.6 must be used to organize and record the Proposer’s response. Attachments 6.2, 6.4, 6.7, 6.9, 6.10, and 6.11 are provided for reference or for use following award. Attachment 6.8 is an optional checklist for the Proposer’s convenience.

	Attachment
	Title

	6.1
	Proposal Transmittal and Statement of Certifications and Assurances — required submission

	6.2
	Pro Forma Contract

	6.3
	Business Classification and Diversity Participation Form — required submission

	6.4
	Statement of Work and Technical Specifications

	6.5
	Technical Proposal and Evaluation Guide — Sections A, B, and C

	6.6
	Financial Proposal and Scoring Guide (and 6.6A, Optional Financial Proposal)

	6.7
	Proposal Score Summary Matrix — University use only

	6.8
	Proposer Submission Checklist — optional tool

	6.9
	Protest Bond

	6.10
	Performance Bond

	6.11
	Attestation Regarding Personnel Used in Contract Performance

	6.12
	Accessibility Conformance and Remediation Form




[bookmark: _Toc236473587]Attachment 6.1  PROPOSAL TRANSMITTAL AND STATEMENT OF CERTIFICATIONS AND ASSURANCES
	THIS FORM MUST BE COMPLETED, SIGNED, AND SUBMITTED WITH THE TECHNICAL PROPOSAL
It must be signed by an individual empowered to bind the proposing entity to the provisions of this RFP and to any contract awarded under it. The form must be signed without exception, condition, or qualification. Failure to submit this form, properly signed, will result in rejection of the proposal.



Proposer Legal Entity Name:                                                              
Federal Employer Identification Number:                                                              
Mailing Address:                                                              
City, State, ZIP:                                                              
Contact Name and Title:                                                              
Telephone:                                                              
Email:                                                              

The Proposer hereby affirms and expressly declares confirmation, certification, and assurance of each of the following:
1. This proposal constitutes a commitment to provide all goods and services defined in RFP Attachment 6.2, Pro Forma Contract, Section A, Scope of Services, for the total contract period, and confirmation that the Proposer will comply with all provisions of this RFP and accept all terms and conditions set out in RFP Attachment 6.2, Pro Forma Contract, without exception.
1. The Proposer has not submitted, and will not submit, its own contract terms and conditions in response to this RFP. The Proposer understands that a proposal containing such terms may be determined a non-responsive counteroffer and rejected.
1. All information contained in the proposal submitted with this transmittal is accurate and complete.
1. The proposal submitted with this transmittal will remain valid and open for acceptance for at least one hundred eighty (180) calendar days following the Financial Proposal opening, and thereafter in accordance with any resulting contract.
1. The proposal was arrived at independently, without collusion, consultation, communication, or agreement with any other proposer as to any matter relating to price or revenue, and this certification is made under penalty of perjury.
1. No amount has been or will be paid, directly or indirectly, to an employee or official of the State of Tennessee or of the University as wages, compensation, or gift in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the Proposer in connection with this procurement.
1. The Proposer will comply with the laws of the State of Tennessee; Title VI and Title VII of the Civil Rights Act of 1964; Title IX of the Education Amendments of 1972; Section 504 of the Rehabilitation Act of 1973; the Americans with Disabilities Act of 1990; the Age Discrimination in Employment Act; the Equal Employment Opportunity Act; and all implementing federal regulations.
1. The Proposer is not currently engaged in, and will not for the duration of any resulting contract engage in, a boycott of Israel as defined by T.C.A. § 12-4-119.
1. The Proposer is not on the list created pursuant to T.C.A. § 12-12-106 under the Iran Divestment Act, T.C.A. § 12-12-101 et seq.
1. Tennessee Procurement Protection Act. By submitting its proposal, the Proposer certifies, as required by T.C.A. § 4-56-204(c), that it is not a foreign adversary company and will not knowingly sell to the University a final product or service that includes information and communication technologies if that final product or service is manufactured or produced by a foreign adversary company. These terms are defined at T.C.A. § 4-56-202. The Proposer acknowledges that a false certification carries a civil penalty equal to the greater of $250,000 or twice the contract amount, contract termination, and a five (5) year prohibition on contracting with the State of Tennessee and its political subdivisions.
1. The Proposer will not knowingly utilize the services of an illegal immigrant in the performance of any resulting contract and will not knowingly utilize the services of any subcontractor who will do so, consistent with T.C.A. § 12-3-309 and T.C.A. § 50-1-103, and the Proposer is in compliance with the Tennessee Lawful Employment Act, T.C.A. § 50-1-701 et seq.
1. Neither the Proposer nor any of its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any federal or State department or agency.
1. The Proposer acknowledges that, upon public release of the Notice of Intent to Award, its proposal and all associated documents become open to public inspection under the Tennessee Public Records Act, and that a blanket assertion of confidentiality will not be honored.
1. [The Proposer will provide a performance bond in accordance with the requirements of this RFP and acknowledges that failure to do so is cause for rejection of the proposal.] [Include only if applicable.]
Extension to Other Tennessee Public Institutions
Under RFP Section 1.4, the Proposer indicates whether it agrees to extend this proposal, and the pricing or revenue terms of any resulting contract, to other Tennessee public institutions of higher education and State agencies:
☐  The Proposer DOES agree to extend this proposal.
☐  The Proposer DOES NOT agree to extend this proposal.

If the Proposer agrees to extend its proposal, the Technical Proposal shall remain valid for five (5) years and the Financial Proposal shall remain valid for at least one (1) year.

	Authorized Signature

Signature

Printed Name
	 

Title

Date



An electronic signature applied by an individual with authority to bind the Proposer is valid and enforceable for this form. See RFP Section 3.2.2.


[bookmark: _Toc236473588]Attachment 6.2  PRO FORMA CONTRACT
	ABOUT THIS ATTACHMENT
This Pro Forma Contract substantially represents the agreement the successful Proposer must execute. Bracketed text in capital letters marks information that will be completed in the final contract. Sections D, E, and F contain terms required by Tennessee law and by MTSU Policy 631, Procurement and Contract Standards, and are not subject to negotiation. A proposal that takes exception to, conditions, or proposes changes to any term of this Pro Forma Contract may be determined a non-responsive counteroffer and rejected.



CONTRACT
BETWEEN
MIDDLE TENNESSEE STATE UNIVERSITY
AND
[CONTRACTOR LEGAL ENTITY NAME]
This Contract, by and between Middle Tennessee State University, hereinafter referred to as the “University,” and [CONTRACTOR LEGAL ENTITY NAME], hereinafter referred to as the “Contractor,” is for the purpose of providing [SHORT DESCRIPTION OF THE GOODS OR SERVICES], as further defined in Section A, Scope of Services.
The Contractor is [AN INDIVIDUAL / A FOR-PROFIT CORPORATION / A NONPROFIT CORPORATION / A PARTNERSHIP / A LIMITED LIABILITY COMPANY / A JOINT VENTURE], organized under the laws of the State of [STATE OF ORGANIZATION]. The Contractor’s principal address is [ADDRESS]. The Contractor’s Federal Employer Identification Number is [FEIN].
The Contractor’s University supplier identification number is [NUMBER], and the Contractor is registered and in good standing to transact business in the State of Tennessee.
[bookmark: _Toc236473589]A.  SCOPE OF SERVICES
A.1	Scope of Services.  The Contractor shall provide all goods and services described in Attachment 6.4 to the RFP, Statement of Work and Technical Specifications, which is incorporated into this Contract by reference, and shall perform in accordance with the specifications, performance requirements, deliverables, and service levels stated in this Contract.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  The Scope of Services must be complete when the RFP is issued. Do not issue an RFP with a placeholder scope. Attach or restate the full statement of work here.
A.2	Incorporated Documents and Order of Precedence.  The following documents are incorporated into and made a part of this Contract:
1. this Contract document, together with its attachments and any fully executed amendments;
1. all written clarifications and addenda issued by the University with respect to the Contractor’s proposal;
1. MTSU Request for Proposals No. [RFP NUMBER], together with all exhibits, attachments, and amendments; and
1. the Contractor’s proposal dated [DATE], to the extent it is not inconsistent with the documents above.
In the event of a conflict, discrepancy, or ambiguity regarding the Contractor’s duties, responsibilities, or performance, the documents govern in the order of precedence listed above. No term of the Contractor’s proposal that conflicts with this Contract, with the RFP, or with applicable law is incorporated, and any such term is void.
A.3	Performance Standard.  The Contractor shall perform all services in a professional and workmanlike manner, in accordance with the standard of care and skill customarily exercised by qualified providers of comparable services, and in compliance with all applicable federal, State, and local laws, regulations, licensing requirements, accreditation standards, and University policies.
A.4	Key Personnel.  The individuals identified in [ATTACHMENT/SECTION] are key personnel for this Contract. The Contractor shall not remove, replace, or materially reduce the commitment of any key personnel without the University’s prior written approval. The University reserves the right, at its sole discretion, to require the removal of any Contractor or subcontractor personnel from performance under this Contract.
[bookmark: _Toc236473590]B.  CONTRACT TERM
B.1	Initial Term.  This Contract is effective for the period commencing on [START DATE] and ending on [END DATE]. The University has no obligation for goods delivered or services rendered by the Contractor outside that period. The University is not bound by this Contract, and the Contractor shall not begin performance, until the Contract has been signed by all parties and approved by the University officials authorized to do so under MTSU Policy 600, Approval of Agreements — Delegation of Authority/Signature Authorization.
B.2	Renewal and Extension.  The University reserves the right, at its sole discretion, to extend this Contract for additional periods, each of no more than one (1) year, by written amendment executed before the then-current expiration date. The University shall notify the Contractor in writing of its intent to extend at least [WRITTEN NUMBER] ([NUMBER]) days before the expiration date.
Consistent with MTSU Policy 631, Section VIII.J, the total term of this Contract, including the initial term and all renewals and extensions, shall not exceed sixty (60) months for a contract for goods and services, or one hundred twenty (120) months for a revenue-generating contract, unless a longer term is approved in advance by the University’s Chief Procurement Officer. An extension requiring additional funding beyond the amount stated in Section C.1 shall be effected by written amendment and shall be based on the rates stated in this Contract.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Delete whichever of the sixty-month or one-hundred-twenty-month limits does not apply, and confirm that the initial term plus all renewals fits within it. Where the term will exceed the applicable cap, obtain and document written Chief Procurement Officer approval before issuing the RFP.
B.3	Transition and Close-Out.  Upon expiration or termination of this Contract for any reason, the Contractor shall cooperate fully with the University and with any successor contractor to effect an orderly transition of services, including delivery of all University data, records, work products, and University-furnished property, at no additional cost to the University. The Contractor shall continue to perform for up to [WRITTEN NUMBER] ([NUMBER]) days after expiration or termination at the rates stated in this Contract if the University so requests in writing. This Section survives expiration or termination.
[bookmark: _Toc236473591]C.  PAYMENT TERMS AND CONDITIONS
C.1	Maximum Liability.  In no event shall the maximum liability of the University under this Contract exceed [WRITTEN DOLLAR AMOUNT] Dollars ($[AMOUNT]). The rates stated in Section C.3 include all applicable taxes, fees, overhead, and all other direct and indirect costs incurred or to be incurred by the Contractor. The maximum liability represents available funds for payment to the Contractor and does not guarantee payment of any such funds unless the University requests work and the Contractor performs satisfactorily.
C.2	Compensation Firm.  The rates and the maximum liability of the University under this Contract are firm for the duration of the Contract and are not subject to escalation for any reason unless the Contract is amended in writing.
C.3	Payment Methodology.  The Contractor shall be compensated based on the rates below for units of service authorized by the University, in a total amount not to exceed the maximum liability established in Section C.1. Compensation is contingent upon satisfactory completion of the units of service, deliverables, or milestones defined in Section A.
	Service Unit / Deliverable / Milestone
	Amount

	[UNIT / MILESTONE]                                 [DATE, IF APPLICABLE]
	$[AMOUNT]

	[UNIT / MILESTONE]                                 [DATE, IF APPLICABLE]
	$[AMOUNT]

	[REPEAT AS NECESSARY]
	$[AMOUNT]



The Contractor shall submit invoices monthly in arrears, in form and substance acceptable to the University and with all necessary supporting documentation, before any payment is made. Invoices must reference the Contract number and the applicable purchase order number and must be submitted to the address or electronic portal designated by the University.
C.4	Prompt Payment.  The University shall pay properly submitted, undisputed invoices in accordance with the Tennessee Prompt Pay Act, T.C.A. § 12-4-701 et seq. The University may withhold payment of any amount that is disputed in good faith, and shall notify the Contractor of the basis for the dispute. Payment obligations are subject to Section E.2, Subject to Funds Availability, and to Section B.1.
C.5	Travel and Expense Reimbursement.  [SELECT ONE] (a) The Contractor shall not be compensated or reimbursed for travel, meals, or lodging; all such costs are included in the rates stated in Section C.3. (b) Compensation for travel, meals, and lodging incurred in connection with work performed under this Contract shall be limited to the Contractor’s actual cost, subject to the maximum amounts and limitations of the University Travel Policy in effect at the time the cost is incurred. Reimbursement requires original itemized receipts.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Choose option (a) or option (b) and delete the other. This decision must be made before the RFP is issued so that Proposers price the work consistently.
C.6	Payment of Invoice.  Payment of an invoice by the University does not prejudice the University’s right to object to or question that invoice or any matter relating to it. Payment does not constitute acceptance of any part of the goods or services provided, nor approval of any of the amounts invoiced.
C.7	Invoice Reductions.  The Contractor’s invoice is subject to reduction for amounts included in any prior invoice or payment that the University determines, on the basis of audits conducted under this Contract, do not constitute proper remuneration for compensable goods or services.
C.8	Deductions and Set-Off.  The University reserves the right to deduct from amounts that are or become due and payable to the Contractor under this or any other contract between the Contractor and the University any amounts that are or become due and payable to the University by the Contractor.
C.9	Retention of Final Payment.  An amount of [WRITTEN DOLLAR AMOUNT] Dollars ($[AMOUNT]), representing [WRITTEN NUMBER] percent ([NUMBER]%) of the maximum total compensation payable under this Contract, shall be withheld by the University until [WRITTEN NUMBER] ([NUMBER]) days after final completion and acceptance of the services to be performed under this Contract. [Delete this Section if not applicable.]
C.10	No Prepayment.  Consistent with MTSU Policy 631, Section XVI.G, the University shall not prepay for goods or services in advance of receipt, except where prepayment is standard in the ordinary course of business — including software and software maintenance and support, subscriptions, memberships, and registrations — and the prepayment has been approved in accordance with University policy.


[bookmark: _Toc236473592]D.  STANDARD TERMS AND CONDITIONS
D.1	Required Approvals.  The University is not bound by this Contract until it is signed by all parties and approved by the University officials authorized to do so under MTSU Policy 600 and applicable Tennessee law and regulation.
D.2	Modification and Amendment.  This Contract may be modified only by a written amendment signed by all parties and approved by the appropriate officials in accordance with applicable Tennessee law and University policy. No purchase order, invoice, acknowledgment, click-through, click-wrap, browse-wrap, online terms of service, software license, or other document or electronic term submitted or presented by the Contractor may modify this Contract, and any such term is void and of no effect, consistent with MTSU Policy 631, Section IV.
D.3	Business Classification Reporting.  This Contract shall not be executed until the Contractor has completed the Business Classification and Diversity Participation Form (RFP Attachment 6.3), which the University uses for reporting required by the State of Tennessee and by federal law.
D.4	Termination for Convenience.  The University may terminate this Contract without cause, for any reason, upon at least [WRITTEN NUMBER] ([NUMBER]) days’ written notice to the Contractor. Such termination is not a breach of this Contract by the University. The Contractor shall be entitled to compensation for satisfactory, authorized goods delivered and services rendered as of the termination date, but in no event shall the University be liable for compensation for goods or services not delivered or rendered. Upon such termination the Contractor shall have no right to recover from the University any general, special, incidental, consequential, punitive, exemplary, or other damages of any description or amount.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Set the notice period before the RFP is issued. A period of thirty (30) to one hundred twenty (120) days is typical depending on the operational impact of the services.
D.5	Termination for Cause.  If the Contractor fails to perform its obligations under this Contract in a timely or proper manner, or violates any term of this Contract, the University may terminate this Contract upon written notice and may withhold payments in excess of fair compensation for goods and services properly delivered before termination. The University may, at its sole discretion, provide the Contractor an opportunity to cure. Termination for cause does not relieve the Contractor of liability to the University for damages sustained by reason of the Contractor’s breach, and the University may pursue any other remedy available at law or in equity.
D.6	Subcontracting and Assignment.  The Contractor shall not assign this Contract, or any right or obligation under it, and shall not subcontract any of the goods or services to be provided under it, without the University’s prior written approval. Any attempted assignment or subcontract without that approval is void.
Each approved subcontract must contain, at a minimum, provisions equivalent to Sections D.7 (Conflicts of Interest), D.8 (Nondiscrimination), D.9 (Records), D.10 (Monitoring and Audit), E.13 (Data Privacy and Security), and all of Section F (Statutory and Regulatory Certifications). Notwithstanding the University’s approval of any subcontractor, the Contractor remains the prime contractor, is responsible for all work performed, and is responsible for its subcontractors’ compliance with this Contract.
D.7	Conflicts of Interest.  The Contractor warrants that no part of the total Contract amount shall be paid, directly or indirectly, to an employee or official of the State of Tennessee or of the University as wages, compensation, or gift in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the Contractor in connection with any work contemplated or performed under this Contract. The Contractor shall promptly disclose to the University any actual or apparent conflict of interest arising during the term of this Contract.
D.8	Nondiscrimination.  The Contractor agrees, warrants, and assures that no person shall be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination in the performance of this Contract or in the employment practices of the Contractor on the grounds of disability, age, race, color, religion, sex, veteran status, national origin, or any other classification protected by federal or Tennessee constitutional or statutory law. The Contractor shall comply with Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, the Age Discrimination in Employment Act, and all implementing regulations. The Contractor shall, upon request, provide proof of nondiscrimination and shall post notices of nondiscrimination in conspicuous places available to employees and applicants.
D.9	Records.  The Contractor shall maintain documentation supporting all charges against the University under this Contract. The books, records, and documents of the Contractor, insofar as they relate to work performed or money received under this Contract, shall be maintained for a period of five (5) full years from the date of final payment, and shall be subject to audit at any reasonable time and upon reasonable notice by the University, the Comptroller of the Treasury of the State of Tennessee, or their duly appointed representatives. Financial statements shall be prepared in accordance with generally accepted accounting principles. Where a claim, audit, litigation, or investigation is initiated before the end of the retention period, the records shall be retained until all matters are resolved.
D.10	Monitoring and Audit.  The Contractor’s activities conducted and records maintained under this Contract are subject to monitoring, review, and evaluation by the University, the Comptroller of the Treasury of the State of Tennessee, and their duly appointed representatives. The Contractor shall provide reasonable access to its facilities, personnel, systems, and records for this purpose.
D.11	Progress Reports.  The Contractor shall submit brief, periodic progress reports to the University [MONTHLY / QUARTERLY / SEMI-ANNUALLY / ANNUALLY] and at such other times as the University reasonably requests.
D.12	Strict Performance.  Failure by any party to insist in one or more instances upon strict performance of any term, covenant, condition, or provision of this Contract shall not be construed as a waiver or relinquishment of that or any other term, covenant, condition, or provision. No term or condition of this Contract shall be waived, modified, or deleted except by a written amendment signed by the parties.
D.13	Independent Contractor.  The parties, in the performance of this Contract, shall not act as employees, partners, joint venturers, or associates of one another. The parties are independent contracting entities, and nothing in this Contract creates an employer-employee relationship or allows either party to exercise control or direction over the manner or method by which the other transacts its business affairs or provides its usual services. The employees and agents of one party shall not be deemed or construed to be the employees or agents of the other party for any purpose.
The Contractor, being an independent contractor and not an employee of the University, shall carry the insurance required by Section E.5 and shall pay all taxes incident to this Contract, including all employment, unemployment, and withholding taxes for its personnel.
D.14	Limitation of the University’s Liability.  The University shall have no liability except as expressly provided in this Contract. Consistent with MTSU Policy 631, Section XVI.D, and T.C.A. § 9-8-301 et seq., the University’s liability for any claim arising from this Contract is limited to actual damages only. In no event shall the University be liable for punitive, incidental, consequential, exemplary, or liquidated damages, lost profits, cancellation or termination fees, attorneys’ fees, costs of litigation, or penalties of any kind.
D.15	Limitation of the Contractor’s Liability.  Consistent with MTSU Policy 631, Section XVI.D, and with T.C.A. §§ 12-3-701 and 12-3-1210, the Contractor’s liability under this Contract shall not be limited to an amount less than two (2) times the total value of this Contract, including all renewals and extensions, unless a lower limitation has been approved in advance and in writing by the University’s President or designee in accordance with MTSU Policy 631.
The following are not subject to any limitation of liability:
1. claims arising from the Contractor’s infringement or misappropriation of intellectual property rights;
1. liquidated damages provided for in this Contract;
1. claims arising from the Contractor’s intentional torts, fraud, gross negligence, or willful misconduct;
1. claims arising from acts or omissions causing death or bodily injury;
1. the Contractor’s indemnification obligations under Sections E.11 and E.12; and
1. the Contractor’s obligations under Section E.13, Data Privacy and Security, including breach response, notification, and remediation costs.
No limitation of liability, whether stated in this Contract or asserted by the Contractor, shall waive, limit, or otherwise affect the University’s legal rights, the sovereign immunity of the State of Tennessee or of the University, or any other immunity provided by law.
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Where the Contractor requests a limitation lower than two times the contract value, a written request must be submitted to the Chief Procurement Officer describing the goods or services, the proposed amount and rationale, the risk to the University, the competitive impact and confirmation that the request is timed so as not to unfairly affect competition, and any alternative protections negotiated. Approval by the President or designee must be documented in the procurement file before award. Narrow exceptions may apply for academic-use software and for acquisitions obtained at no or nominal cost.
D.16	Prohibited Contract Terms.  Consistent with MTSU Policy 631, Section XVI.C, the University shall not be bound by, and this Contract shall not be construed to include, any provision that:
1. waives or limits the sovereign immunity of the State of Tennessee or of the University;
1. requires the University to indemnify, defend, or hold harmless another party, except as expressly authorized by applicable law;
1. requires the University to comply with the laws of, or submit to the jurisdiction of, another state in a manner inconsistent with Tennessee law;
1. requires the University to submit to binding or mandatory arbitration or to any dispute resolution process beyond that permitted by Tennessee law;
1. requires the University to pay another party’s attorneys’ fees, legal expenses, penalties, or taxes unless expressly authorized by law;
1. authorizes another party to modify material contract terms unilaterally without the University’s written consent;
1. binds the University to automatic renewal, future purchases, subscriptions, or financial obligations without appropriate University approval;
1. conflicts with the Tennessee Public Records Act or other applicable law;
1. requires insurance, acceptance of liability, or assumption of risk beyond that permitted by the State of Tennessee or by University policy;
1. requires the University to pay punitive, incidental, consequential, exemplary, or liquidated damages, cancellation fees, or costs of litigation;
1. grants exclusive rights inconsistent with University operations, competition requirements, or applicable procurement standards; or
1. otherwise exceeds the legal authority of the University or violates applicable law.
Any such provision is void and unenforceable against the University.
D.17	Force Majeure.  Neither party shall be liable for failure or delay in performance to the extent caused by an event beyond that party’s reasonable control that could not have been avoided by the exercise of due care, including acts of God, natural disaster, fire, flood, severe weather, epidemic or pandemic, war, act of terrorism, civil disturbance, labor disturbance not involving that party’s own employees, cyberattack not resulting from that party’s failure to maintain required safeguards, or order of a governmental authority. The party affected shall give prompt written notice, shall use commercially reasonable efforts to mitigate and to resume performance, and shall resume performance promptly upon cessation of the event. A force majeure event does not excuse the University’s right to terminate this Contract if performance is not resumed within a reasonable period, and does not excuse any obligation to protect University data or to return University property.
D.18	Compliance with Law and University Policy.  The Contractor shall comply with all applicable federal, State, and local laws and regulations and with all University policies and guidelines in the performance of this Contract, including any policies governing conduct on University premises, campus safety, parking, smoking, weapons, and access to University systems and facilities.
D.19	Governing Law, Venue, and Claims.  This Contract shall be governed by and construed in accordance with the laws of the State of Tennessee, without regard to its conflict-of-laws principles. The Contractor agrees that any claim against the University or its trustees, officers, agents, or employees arising under or relating to this Contract shall be brought exclusively before the Tennessee Claims Commission, and that any rights, claims, and remedies are subject to and limited to those available under the Tennessee Claims Commission Act, T.C.A. § 9-8-301 et seq. Nothing in this Contract shall be construed as a waiver of the sovereign immunity of the State of Tennessee or of the University. Any provision purporting to require arbitration, to designate the law or venue of another jurisdiction, or to limit the University’s access to the Claims Commission is void.
D.20	Public Records.  The Contractor acknowledges that the University is subject to the Tennessee Public Records Act, T.C.A. § 10-7-503 et seq., and that this Contract, the RFP, the Contractor’s proposal, and records relating to this Contract are public records subject to inspection. The Contractor shall not designate the entirety of any submission as confidential, proprietary, or a trade secret. Where the Contractor believes specific information is exempt from disclosure under Tennessee law, the Contractor shall identify the specific information and the statutory basis for the claimed exemption; the University makes the final determination regarding disclosure and is not liable to the Contractor for any disclosure made in accordance with Tennessee law.
D.21	Severability.  If any term or condition of this Contract is held to be invalid or unenforceable as a matter of law, the remaining terms and conditions shall not be affected and shall remain in full force and effect. To this end, the terms and conditions of this Contract are declared severable.
D.22	Electronic Signature and Counterparts.  This Contract may be executed in counterparts, each of which is an original and all of which together constitute one instrument. Consistent with MTSU Policy 940, Use of Electronic Signatures, MTSU Policy 631, Section V.B, and the Tennessee Uniform Electronic Transactions Act, T.C.A. § 47-10-101 et seq., an electronic signature applied by a person with the requisite authority is valid and enforceable, and an electronic or scanned copy has the same effect as an original.
D.23	Entire Agreement.  This Contract, together with the documents incorporated by Section A.2, constitutes the entire agreement between the parties with respect to its subject matter and supersedes all prior and contemporaneous negotiations, representations, understandings, and agreements, whether written or oral.
D.24	Headings.  Section headings in this Contract are for reference only and shall not be construed as part of this Contract.


[bookmark: _Toc236473593]E.  SPECIAL TERMS AND CONDITIONS
E.1	Communications and Contacts.  All instructions, notices, consents, demands, and other communications under this Contract shall be in writing and sent in a manner that provides proof of delivery, addressed as follows:
	For the University
	For the Contractor

	[NAME AND TITLE] [DEPARTMENT] Middle Tennessee State University [ADDRESS] [TELEPHONE] [EMAIL]
	[NAME AND TITLE] [CONTRACTOR LEGAL NAME] [ADDRESS] [TELEPHONE] [EMAIL]



A change of contact information is effective upon written notice to the other party and does not require an amendment. Changes to the Contract itself are not effective until made by written amendment under Section D.2.
E.2	Subject to Funds Availability.  This Contract is subject to the appropriation and availability of State, federal, and University funds. If funds are not appropriated or otherwise become unavailable, the University may terminate this Contract upon written notice to the Contractor, and such termination shall not be deemed a breach by the University. Upon receipt of the notice the Contractor shall cease all work under this Contract. The Contractor shall be entitled to compensation for all satisfactory and authorized goods delivered and services rendered as of the termination date, and shall have no right to recover from the University any general, special, incidental, consequential, punitive, exemplary, or other damages of any description or amount.
E.3	Breach and Remedies.  A party is deemed to have breached this Contract upon the occurrence of any of the following, among others: failure to perform in accordance with any term or provision of this Contract; partial performance of any term or provision; any act prohibited or restricted by this Contract; or violation of any warranty (each, a “Breach”).
a. Contractor Breach. The University shall notify the Contractor in writing of a Breach. In the event of a Breach by the Contractor, the University shall have available the remedy of actual damages and any other remedy available at law or in equity, including the remedies described below.
(1) Liquidated Damages. [Include only if applicable and attach the liquidated damages schedule.] In the event of a Breach, the University may assess liquidated damages in accordance with Attachment [NUMBER] and shall notify the Contractor of the amounts assessed. The parties agree that, due to the nature of the Contractor’s obligations, it would be difficult to designate a specific monetary amount for a Breach, as the resulting damages are uncertain and not easily proven. The Contractor represents that it has carefully reviewed the liquidated damages schedule and agrees that the amounts bear a reasonable relationship to the damages that might reasonably be expected in the event of a Breach and are a reasonable estimate of those damages. The parties agree that liquidated damages represent solely the damages sustained by the University in losing the benefit of its bargain and do not include injury or damage sustained by a third party. Liquidated damages are in addition to any amount the Contractor may owe the University under the indemnification provisions or any other provision of this Contract.
The University may continue to withhold liquidated damages until the Contractor cures the Breach, the University declares a partial default, or the University terminates this Contract. The University is not obligated to assess liquidated damages before availing itself of any other remedy, and may discontinue liquidated damages and pursue any other remedy available under this Contract, at law, or in equity; provided that the Contractor shall receive a credit for liquidated damages previously withheld, except in the event of a partial default.
(2) Partial Default. In the event of a Breach, the University may declare a partial default, in which case the University shall provide the Contractor written notice of the date on which the Contractor shall cease providing the affected service and the date on which the University will begin providing it. The University may revise those dates by written notice.
Upon a partial default, the University may withhold from amounts due the Contractor, together with any other damages associated with the Breach, the greater of the amounts that would be paid to the Contractor to provide the defaulted service or the cost to the University of providing that service, whether provided by the University or by a third party. To determine the amount paid to the Contractor for a particular service, the University is entitled to receive requested supporting material from the Contractor within five (5) business days of request, and the University’s determination is final and binding. Upon a partial default, the Contractor shall have no right to recover from the University any general, special, incidental, consequential, punitive, exemplary, or other damages of any description or amount, and shall cooperate fully with the University.
b. University Breach. In the event of a Breach by the University, the Contractor shall notify the University in writing within thirty (30) days of the Breach, describing the Breach and providing the University a reasonable opportunity to cure. The Contractor may thereafter pursue any remedy available before the Tennessee Claims Commission. Failure by the Contractor to give the University written notice and an opportunity to cure operates as a waiver of the University’s Breach. Failure by the Contractor to file a claim before the appropriate Tennessee forum with jurisdiction within one (1) year of the written notice of Breach operates as a waiver of the claim in its entirety. The parties agree that this provision establishes a contractual period of limitations for any claim brought by the Contractor.
E.4	Ownership of Work Product and License to Pre-Existing Materials.  The University shall have all right, title, and interest, including copyright, in all work products created, designed, developed, derived, documented, installed, or delivered to the University under this Contract, and shall have unlimited rights to use, disclose, reproduce, modify, and publish those work products for any purpose. All such work products are works made for hire to the extent permitted by law; to the extent any work product does not qualify as a work made for hire, the Contractor irrevocably assigns all right, title, and interest in it to the University. The Contractor shall execute any documents reasonably necessary to perfect the University’s ownership.
To the extent a deliverable incorporates materials owned by the Contractor or a third party before the effective date of this Contract, the Contractor grants the University a perpetual, irrevocable, worldwide, non-exclusive, royalty-free license to use, reproduce, modify, and display those materials as necessary for the University’s full use of the deliverable. The Contractor shall furnish information and data relating to work products upon the University’s request. This Section survives expiration or termination.
E.5	Insurance.  The Contractor shall procure and maintain, throughout the term of this Contract and any extension, the insurance coverages and limits stated in Section 4.7 of the RFP, which are incorporated by reference. All policies shall be issued by insurers authorized to transact business in the State of Tennessee and rated no lower than A-, VII by A.M. Best. Except for Workers’ Compensation and Professional Liability / Errors and Omissions coverage, all liability policies shall name the University, its trustees, officers, agents, and employees as additional insureds and shall be primary and non-contributory. The Contractor shall deliver certificates of insurance to the University no later than the effective date of this Contract, and shall provide the University at least thirty (30) days’ written notice before cancellation, non-renewal, or material reduction of coverage. The Contractor waives, and shall cause its insurers to waive, all rights of subrogation against the University to the extent of the coverage required.
The enumeration in this Contract of the kinds and amounts of insurance does not abridge, diminish, or affect the Contractor’s legal responsibility arising out of or resulting from its performance under this Contract.
E.6	Performance Bond.  Upon approval of this Contract by all appropriate University officials, the Contractor shall furnish a performance bond in the amount of [WRITTEN DOLLAR AMOUNT] Dollars ($[AMOUNT]), guaranteeing full and faithful performance of all undertakings and obligations under this Contract for the initial term and all extensions. The bond shall be in the form prescribed by the University, shall be issued by a surety licensed to issue such bonds in the State of Tennessee, and shall be provided no later than [DATE] and in any event within ten (10) calendar days after receipt of the University’s request. Failure to provide the bond as required shall result in termination of this Contract. In lieu of a performance bond, a surety deposit, irrevocable letter of credit, or certificate of deposit in the sum of [WRITTEN DOLLAR AMOUNT] Dollars ($[AMOUNT]) may be substituted with the University’s prior written approval. [Delete this Section if not applicable.]
E.7	Competitive Procurement by the Contractor.  Where this Contract provides for reimbursement of the cost of goods, materials, supplies, equipment, or services procured by the Contractor, the Contractor shall make such procurements on a competitive basis where practicable and shall retain documentation supporting price reasonableness.
E.8	Equipment and Inventory.  [SELECT ONE] (a) The Contractor shall be responsible for the accountability, maintenance, management, and inventory of all property purchased in whole or in part with funds provided under this Contract, shall maintain a perpetual inventory system for that property, and shall submit an inventory control report with each required progress report. The Contractor shall notify the University in writing of any equipment loss and the reason for it. If equipment is destroyed, lost, or stolen, the Contractor shall be responsible to the University for the pro rata residual value at the time of loss based on the University’s original contribution to the purchase price. Upon completion or termination of this Contract, all equipment purchased with funds provided under this Contract shall be delivered to the University. (b) No equipment shall be purchased under this Contract.
E.9	University-Furnished Property.  The Contractor shall be responsible for the correct use, maintenance, and protection of all articles of non-expendable, tangible personal property furnished by the University for the Contractor’s temporary use under this Contract. Upon termination or expiration of this Contract, all such property shall be returned to the University in the same order and condition as received, reasonable use and wear excepted. If the property is destroyed, lost, or stolen, the Contractor shall be responsible to the University for its residual value at the time of loss.
E.10	Prohibited Advertising and Use of University Marks.  The Contractor shall not refer to this Contract or to its relationship with the University in commercial advertising or marketing in a manner that states or implies that the University endorses the Contractor or the Contractor’s goods or services. The Contractor shall not use the name, seal, logo, trademarks, service marks, or other indicia of Middle Tennessee State University without the prior written consent of the University and, where applicable, a license obtained through the University’s trademark licensing program.
E.11	Intellectual Property Indemnification.  The Contractor shall defend, indemnify, and hold harmless the University and its trustees, officers, agents, and employees from and against any claim, suit, loss, liability, damage, cost, and expense arising from any allegation that the goods, services, software, or deliverables provided under this Contract infringe or misappropriate any patent, copyright, trademark, trade secret, or other intellectual property right. In any such action, the Contractor shall satisfy and indemnify the University for the amount of any final judgment or settlement. The Contractor shall be liable for the reasonable fees of attorneys for the University where such services are necessary to enforce this Contract or the Contractor’s obligations to the University.
If use of any deliverable is enjoined or is reasonably likely to be enjoined, the Contractor shall, at its own expense and at the University’s option, procure for the University the right to continue using the deliverable, replace it with a non-infringing equivalent of at least equal functionality, modify it so that it becomes non-infringing while retaining at least equal functionality, or refund all amounts paid for it. The University shall give the Contractor written notice of any such claim and the opportunity to conduct its own defense, subject to T.C.A. § 8-6-106, which governs representation of the University. This Section survives expiration or termination.
E.12	General Indemnification.  The Contractor shall defend, indemnify, and hold harmless the University and its trustees, officers, agents, and employees from and against all claims, liabilities, losses, damages, judgments, costs, and causes of action that may arise, accrue, or result to any person, firm, corporation, or other entity injured or damaged as a result of any act, omission, or negligence of the Contractor, its employees, subcontractors, or any person acting for or on its or their behalf in connection with this Contract. The Contractor shall be liable for the reasonable fees of attorneys for the University where such services are necessary to enforce this Contract or the Contractor’s obligations to the University.
In the event of any such suit or claim, the Contractor shall give the University immediate notice and shall provide all assistance required by the University in the University’s defense. The University shall give the Contractor written notice of any such claim or suit, and the Contractor shall have the right and obligation to conduct its own defense. Nothing in this Section accords the Contractor, through its attorneys, the right to represent the University in any legal matter, such rights being governed by T.C.A. § 8-6-106. This Section survives expiration or termination.
E.13	Data Privacy and Security.  This Section applies wherever the Contractor creates, receives, maintains, transmits, stores, processes, or has access to University data.
a. Definitions. “University Data” means all data and information provided to the Contractor by or at the direction of the University, or to which access is provided to the Contractor by or at the direction of the University, in the course of the Contractor’s performance under this Contract. “Personal Information” means University Data that (i) identifies or can be used to identify an individual, including name, signature, address, telephone number, email address, or other unique identifier; or (ii) can be used to authenticate an individual, including employee or student identification number, government-issued identification number, password or PIN, financial account number, credit report information, biometric or health data, or answers to security questions. University Data and Personal Information remain the sole property of the University at all times.
b. Permitted Use. The Contractor shall use University Data solely to perform its obligations under this Contract. The Contractor shall not sell, rent, license, disclose, mine, aggregate, de-identify, or use University Data for advertising, marketing, product development, model training, or any other purpose, except as expressly authorized in writing by the University.
c. Compliance with Law. The Contractor represents and warrants that its collection, access, use, storage, disposal, and disclosure of Personal Information complies with all applicable federal and Tennessee privacy and data protection laws, including as applicable the Family Educational Rights and Privacy Act, 20 U.S.C. § 1232g and 34 C.F.R. Part 99 (“FERPA”); the Gramm-Leach-Bliley Act and the Federal Trade Commission Safeguards Rule, 16 C.F.R. Part 314; the Health Insurance Portability and Accountability Act and the HITECH Act, together with 45 C.F.R. Parts 160 and 164 (“HIPAA”); the Payment Card Industry Data Security Standard where payment card data is involved; the Federal Trade Commission Red Flags Rule, 16 C.F.R. Part 681; and the Tennessee Identity Theft Deterrence Act, T.C.A. § 47-18-2101 et seq., including the breach notification requirements of T.C.A. § 47-18-2107.
d. FERPA. The Contractor acknowledges that University Data may include student education records subject to FERPA, that improper disclosure or re-disclosure of such records may result in the Contractor’s exclusion from eligibility to contract with the University for at least five (5) years, and that the Contractor is designated a “school official” with a legitimate educational interest, as those terms are used in 34 C.F.R. § 99.31(a)(1), for purposes of this Contract. The Contractor shall use education records only for the purposes authorized by this Contract and shall remain under the direct control of the University with respect to their use and maintenance.
e. Security Program. The Contractor shall implement and maintain a written information security program with administrative, technical, and physical safeguards appropriate to the sensitivity of the University Data and consistent with prevailing industry standards, including as applicable NIST SP 800-53 or ISO/IEC 27001. The Contractor shall encrypt University Data in transit and at rest using industry-standard encryption. Upon the University’s request, and at least annually, the Contractor shall provide a current SOC 2 Type II report prepared in accordance with AICPA attestation standards (AT-C Section 320), or comparable independent third-party assessment, together with evidence of remediation of any noted exceptions. The Contractor shall conduct such audits, penetration tests, and risk assessments as are necessary to maintain compliance and shall provide summary results upon request.
f. Location of Data. The Contractor shall not store, process, or permit access to University Data outside the United States without the University’s prior written approval.
g. Personnel and Subcontractors. The Contractor shall limit access to University Data to personnel with a need to know, shall conduct background screening consistent with industry practice, and shall bind all personnel and approved subcontractors to confidentiality and data protection obligations no less protective than those in this Section. The Contractor remains fully responsible for the acts and omissions of its subcontractors with respect to University Data.
h. Security Incident Response. “Security Incident” means any confirmed or reasonably suspected breach of information security, unauthorized access to any system, server, or database, or any other unauthorized access to, acquisition of, use of, or disclosure of University Data occurring on systems under the Contractor’s control. The Contractor shall:
1. designate an employee to serve as the University’s primary security contact and make that person available twenty-four (24) hours per day, seven (7) days per week in connection with a Security Incident;
1. notify the University of a Security Incident as soon as practicable and in no event later than forty-eight (48) hours after the Contractor becomes aware of it, except where disclosure is prohibited by law, by telephone at (615) 898-2036 and by email to the University contact identified in Section E.1 and to the University’s Information Technology Division;
1. use best efforts to immediately contain, mitigate, and resolve the Security Incident at the Contractor’s expense and in accordance with applicable law;
1. cooperate fully with the University’s investigation, preserve all relevant evidence and logs, and provide a written root-cause analysis and corrective action plan; and
1. reimburse the University for actual costs incurred in responding to and mitigating damages caused by the Security Incident, including all costs of legally required notice, credit monitoring, forensic investigation, and remediation.
i. Return or Destruction of Data. At any time during the term of this Contract upon the University’s written request, and upon expiration or termination, the Contractor shall return to the University all University Data in a mutually agreed, non-proprietary, machine-readable format, or at the University’s direction shall securely destroy it, and shall certify the destruction in writing within thirty (30) days. The Contractor shall not withhold University Data for any reason, including a payment dispute.
This Section survives expiration or termination of this Contract.
E.14	Accessibility of Electronic and Information Technology.  The Contractor warrants and represents that all electronic and information technology, software, digital content, and services provided under this Contract, including all updates and successor versions, conform to the Web Content Accessibility Guidelines (WCAG) 2.1, Level AA, adopted by the United States Department of Justice as the technical standard for public entities under Title II of the Americans with Disabilities Act (28 C.F.R. Part 35), to the Revised Section 508 Standards, 36 C.F.R. Part 1194, issued under Section 508 of the Rehabilitation Act of 1973, and, where the deliverable includes digital publications, to EPUB Accessibility 1.1.
To the extent any deliverable does not fully conform, the Contractor shall provide the University with a current Accessibility Conformance Report based on the most recent Voluntary Product Accessibility Template, a written Accessibility Statement, and a completed Accessibility Conformance and Remediation Form (RFP Attachment 6.12) identifying each gap, its disposition, a remediation timeline, and available interim workarounds. The Contractor shall remediate identified gaps in accordance with the agreed timeline at no additional cost to the University, and shall provide equally effective alternative access in the interim. Failure to remediate as agreed is a material breach.
E.15	Authorized Individuals.  Each party has provided the other with a list identifying the individuals from whom the other party is authorized to accept notices, requests, demands, or other advice under this Contract. Those lists are attached as Attachment [NUMBER] and remain valid until revoked or amended by written notice. Each party is entitled to rely only on communications given by the individuals identified.
E.16	Red Flags and Identity Theft.  The Contractor shall maintain policies and procedures to detect relevant Red Flags that may arise in the performance of its activities under this Contract, or shall review the University’s identity theft prevention program, and shall promptly report any Red Flags to the University, consistent with the Federal Trade Commission Red Flags Rule, 16 C.F.R. Part 681. [Include only if applicable.]
E.17	Survival.  The following Sections survive expiration or termination of this Contract: B.3 (Transition and Close-Out), D.9 (Records), D.10 (Monitoring and Audit), D.14 and D.15 (Limitations of Liability), D.19 (Governing Law, Venue, and Claims), D.20 (Public Records), E.4 (Ownership of Work Product), E.11 (Intellectual Property Indemnification), E.12 (General Indemnification), E.13 (Data Privacy and Security), and Section F (Statutory and Regulatory Certifications), together with any other provision that by its nature is intended to survive.
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The Contractor makes the following certifications, each of which is a material provision of this Contract. A certification that is or becomes untrue is a material breach and grounds for termination for cause.
F.1	Tennessee Sales and Use Tax Registration.  The Contractor shall be registered with the Tennessee Department of Revenue for the collection of Tennessee sales and use tax and shall provide a copy of its certificate of registration to the University, consistent with T.C.A. § 67-6-601 et seq. Nothing in this Section requires the Contractor to register if the Contractor does not make sales to customers in Tennessee of taxable goods or services.
F.2	Lawful Employment and Prohibition on Employment of Illegal Immigrants.  Consistent with T.C.A. § 12-3-309 and T.C.A. § 50-1-103, the Contractor hereby attests, certifies, warrants, and assures that it shall not knowingly utilize the services of an illegal immigrant in the performance of this Contract, and shall not knowingly utilize the services of any subcontractor who will utilize the services of an illegal immigrant in the performance of this Contract.
The Contractor certifies that it is, and throughout the term of this Contract will remain, in compliance with the Tennessee Lawful Employment Act, Tenn. Code Ann. § 50-1-701 et seq., as amended from time to time. The Contractor shall comply with all requirements of the Act, including any obligations concerning enrollment in and use of the federal E-Verify program. The Contractor shall maintain documentation demonstrating compliance and shall provide such documentation to the University upon request.
Where this Contract requires filing with the Fiscal Review Committee, the Contractor shall execute the Attestation re Personnel Used in Contract Performance (RFP Attachment 6.11), which is incorporated into this Contract by reference.
F.3	Non-Boycott of Israel.  Consistent with T.C.A. § 12-4-119, the Contractor certifies that it is not currently engaged in, and will not for the duration of this Contract engage in, a boycott of Israel as that term is defined by T.C.A. § 12-4-119. This certification does not apply to a contract with a total potential value of less than Two Hundred Fifty Thousand Dollars ($250,000.00) or to a contractor with fewer than ten (10) employees. A contract entered into on or after July 1, 2022, that fails to comply with T.C.A. § 12-4-119 is void.
F.4	Tennessee Procurement Protection Act — Foreign Adversary Certification.  In accordance with the Tennessee Procurement Protection Act, T.C.A. § 4-56-201 et seq., and as required by T.C.A. § 4-56-204(c), the Contractor certifies that: (1) it is not a foreign adversary company; and (2) it is not knowingly selling, and will not knowingly sell, to the University any final product or service that includes information and communication technology, as those terms are defined at T.C.A. § 4-56-202, that was manufactured or produced by a foreign adversary company.
“Foreign adversary” has the meaning given by the applicable federal regulation, 15 C.F.R. § 791.4, as amended from time to time. A “foreign adversary company” includes a company that is domiciled, incorporated, issued, or listed in a foreign adversary; is headquartered in a foreign adversary; has its principal place of business in a foreign adversary; is controlled by the government or an instrumentality of a foreign adversary; or is majority-owned or board-controlled by an entity under the jurisdictional control of the government of a foreign adversary.
This certification is continuing. The Contractor shall notify the University in writing within ten (10) days if the certification becomes inaccurate at any time during the term of this Contract or any extension, and shall require an equivalent certification from each approved subcontractor supplying information and communication technology under this Contract.
The Contractor acknowledges that a false certification under the Tennessee Procurement Protection Act subjects the Contractor to a civil penalty equal to the greater of Two Hundred Fifty Thousand Dollars ($250,000.00) or twice the amount of the contract, to termination of this Contract, and to a prohibition on contracting with the State of Tennessee and its political subdivisions for a period of five (5) years.
F.5	Iran Divestment Act.  The requirements of the Iran Divestment Act, T.C.A. § 12-12-101 et seq., addressing contracting with persons having investment activities in Iran, are a material provision of this Contract. The Contractor certifies, under penalty of perjury, that to the best of its knowledge and belief it is not on the list created pursuant to T.C.A. § 12-12-106.
F.6	Debarment and Suspension.  The Contractor certifies, to the best of its knowledge and belief, that it and its principals:
1. are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any federal or State department or agency, and do not appear as excluded parties in the federal System for Award Management;
1. have not, within a three (3) year period preceding this Contract, been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public transaction or grant; violation of federal or State antitrust statutes; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;
1. are not presently indicted for, or otherwise criminally or civilly charged by a governmental entity with, commission of any of the offenses described above; and
1. have not, within a three (3) year period preceding this Contract, had one or more public transactions terminated for cause or default.
The Contractor shall notify the University in writing within ten (10) days if any of these certifications becomes untrue during the term of this Contract, and shall require the same certification of each approved subcontractor.
F.7	Restriction on Contracting with Former Employees.  Consistent with T.C.A. § 12-4-103 and MTSU Policy 631, Section XXI, the Contractor certifies that it is not an individual who is, or within the past six (6) months has been, an employee or official of the State of Tennessee or of the University, and that no such individual holds a controlling or substantial financial interest in the Contractor. The Contractor acknowledges that a violation of this restriction may carry personal criminal liability under Tennessee law.
F.8	Lobbying.  The Contractor certifies, to the best of its knowledge and belief, that no federally appropriated funds have been paid or will be paid, by or on behalf of the Contractor, to any person for influencing or attempting to influence an officer or employee of any agency, a member of Congress, an officer or employee of Congress, or an employee of a member of Congress in connection with the awarding of any federal contract, the making of any federal grant or loan, entering into any cooperative agreement, or the extension, continuation, renewal, amendment, or modification of any federal contract, grant, loan, or cooperative agreement.
If any funds other than federally appropriated funds have been paid or will be paid to any person for such purposes in connection with this Contract, the Contractor shall complete and submit Standard Form LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions. The Contractor shall require that the language of this certification be included in the award documents for all sub-awards at all tiers and that all sub-recipients of federally appropriated funds certify and disclose accordingly.
F.9	Independent Determination of Proposal.  The Contractor certifies that its proposal in response to the RFP was arrived at independently, without collusion, consultation, communication, or agreement with any other proposer as to any matter relating to price or revenue, and that no amount has been or will be paid, directly or indirectly, to an employee or official of the State of Tennessee or of the University as wages, compensation, or gift in exchange for acting as an officer, agent, employee, subcontractor, or consultant in connection with this procurement.
F.10	Continuing Obligation.  The certifications in this Section are continuing and apply throughout the term of this Contract and any extension. The Contractor shall promptly notify the University in writing if any certification becomes inaccurate. Each approved subcontractor shall make equivalent certifications, and the Contractor shall retain and produce that documentation upon request.

IN WITNESS WHEREOF, the parties, by their duly authorized representatives, have set their signatures hereto.

	[CONTRACTOR LEGAL ENTITY NAME]
	MIDDLE TENNESSEE STATE UNIVERSITY

	

Signature

Printed Name and Title

Date
	

Signature

[NAME], Vice President for Business and Finance

Date



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Confirm the correct signatory and title under MTSU Policy 600, Approval of Agreements — Delegation of Authority/Signature Authorization, before routing for signature. Do not hard-code an individual’s name in the template. Add additional signature blocks where other University approvals are required.


[bookmark: _Toc236473595]Attachment 6.3  BUSINESS CLASSIFICATION AND DIVERSITY PARTICIPATION FORM
This form is required for reporting under Tennessee law, including T.C.A. § 12-3-1102, and under federal income tax reporting requirements. It must be completed and submitted with the Technical Proposal, and must be on file before execution of any resulting contract. Information is used by the University to report diversity business participation to the State of Tennessee Governor’s Office of Business Initiatives and Development and to the State Central Procurement Office. Classification does not affect the evaluation score.

Legal Name of Business (must match the name in the body of any resulting agreement):                                                              
Doing Business As (if applicable):                                                              
Mailing Address:                                                              
City, State, ZIP:                                                              
Telephone:                                                              
Email:                                                              
Federal Employer Identification Number (FEIN) or Social Security Number:                                                              

Is the business owner a United States citizen?   ☐ Yes   ☐ No.  If no, state country of citizenship: ______________________________

	Business Designation (check one)
	Kind of Ownership (check all that apply)
	Type of Business (check one)

	☐  Individual / Sole Proprietor
☐  Partnership
☐  Corporation
☐  Limited Liability Company
☐  Nonprofit Organization
☐  Joint Venture
☐  Other: ______________
	☐  Government (GO)
☐  State of Tennessee Agency (SA)
☐  Nonprofit (NO)
☐  Majority (MJ)
☐  Minority-Owned (MI)*
☐  Woman-Owned (WO)**
☐  Small Business (SM)***
☐  Tennessee Service-Disabled Veteran-Owned (DV)****
	☐  Agriculture / Forestry / Fishing
☐  Architecture / Design / Engineering
☐  Construction
☐  Educational
☐  Finance / Insurance / Real Estate
☐  Information Technology
☐  Manufacturing
☐  Marketing / Communications
☐  Medical / Healthcare
☐  Retail Trade
☐  Service Industry
☐  Transportation / Utilities
☐  Wholesale Trade
☐  Other: ______________



Number of Employees:                                                              
Annual Sales (most recent fiscal year):                                                              
Reporting Preference. If the business qualifies in more than one diversity category, indicate the single category under which it should be reported:
☐  Small        ☐  Minority-Owned        ☐  Woman-Owned        ☐  Tennessee Service-Disabled Veteran-Owned
State Certification. Is the business certified as a diversity business by the State of Tennessee Governor’s Office of Business Initiatives and Development?   ☐ Yes   ☐ No.   If yes, certification number: ____________________________.  Qualifying businesses are encouraged to obtain State certification.

I certify that all information on this form is complete, accurate, and true.
	 

Signature

Printed Name
	 

Title

Date



Classification Definitions
* Minority-Owned Business. A continuing, independent, for-profit business that performs a commercially useful function and is at least fifty-one percent (51%) owned and controlled by one or more minority individuals who are impeded from normal entry into the economic mainstream because of past practices of discrimination based on race or ethnic background. T.C.A. § 12-3-1102. “Minority” means a citizen or lawful permanent resident of the United States who is African American (origins in any of the black racial groups of Africa); Hispanic (of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origin, regardless of race); Asian American (origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent, or the Pacific Islands); or Native American (origins in any of the original peoples of North America).
** Woman-Owned Business. A continuing, independent, for-profit business that performs a commercially useful function and is at least fifty-one percent (51%) owned and controlled by one or more women; or, in the case of a publicly owned business, at least fifty-one percent (51%) of the stock of which is owned and controlled by one or more women and whose management and daily business operations are under the control of one or more women. T.C.A. § 12-3-1102.
*** Small Business. A business that is independently owned and operated for profit, is not dominant in its field of operation, is not an affiliate or subsidiary of a business dominant in its field of operation, and meets the size standards established under applicable Tennessee law. T.C.A. § 12-3-1102. Size standards based on annual receipts or number of employees are established by the Governor’s Office of Business Initiatives and Development.
**** Tennessee Service-Disabled Veteran-Owned Business. A continuing, independent, for-profit business located in the State of Tennessee that performs a commercially useful function and is at least fifty-one percent (51%) owned and controlled by one or more service-disabled veterans; or, in the case of a business owned solely by one service-disabled veteran and that person’s spouse, at least fifty percent (50%) owned and controlled by the service-disabled veteran; or, in the case of a publicly owned business, at least fifty-one percent (51%) of the stock of which is owned and controlled by one or more service-disabled veterans whose management and daily business operations are under the control of one or more service-disabled veterans. A “service-disabled veteran” is a person who served honorably on active duty in the Armed Forces of the United States with at least a twenty percent (20%) service-connected disability. T.C.A. § 12-3-1102.


[bookmark: _Toc236473596]Attachment 6.4  STATEMENT OF WORK AND TECHNICAL SPECIFICATIONS
▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  This attachment is completed by the requesting department, with review by Procurement Logistic Services. It must be complete before the RFP is issued. Consistent with MTSU Policy 631, Section X.C, the requesting department must certify in writing that the specifications, scope of work, evaluation criteria, and business requirements are accurate and complete. Specifications should be functional or performance-based where practicable and must avoid unnecessarily restrictive requirements (Policy 631, Section X.D). Where a brand name is used to establish a level of quality, include “or equal” unless a proprietary or sole source justification has been approved (Policy 631, Section X.E). Delete this note before issuance.
This attachment sets out the University’s requirements, technical specifications, deliverables, performance standards, and any other documentation a Proposer needs in order to respond to this RFP. The content of this attachment is incorporated into RFP Attachment 6.2, Pro Forma Contract, Section A, Scope of Services.

A.	Background and Current Environment
[Describe the University’s current operation, the incumbent arrangement if any, historical volumes and usage, relevant facilities and locations, systems currently in use, and any other context a Proposer needs to price the work accurately.]
B.	Objectives
[State what the University intends to achieve through this procurement, expressed as measurable outcomes.]
C.	Scope of Goods and Services
[Describe in detail each good and service required. Number each requirement so that it can be cross-referenced in Attachment 6.5, Section C, and in the resulting contract.]
D.	Deliverables and Milestones
[List each deliverable, its acceptance criteria, and its due date or milestone. Cross-reference the payment schedule in Attachment 6.2, Section C.3.]
E.	Performance Standards and Service Levels
[State measurable service levels, response times, quality standards, reporting requirements, and the consequences of failing to meet them. Where liquidated damages will apply, attach the liquidated damages schedule and cross-reference Attachment 6.2, Section E.3.]
F.	Staffing and Key Personnel
[State required staffing levels, qualifications, certifications, licensure, background check requirements, and identify positions that will be designated key personnel under Attachment 6.2, Section A.4.]
G.	Transition and Implementation
[Describe the required transition-in plan, implementation schedule, training, and transition-out obligations at the end of the contract term.]
H.	University-Furnished Property, Space, and Utilities
[Identify any space, equipment, utilities, systems access, or other resources the University will furnish, and the conditions of use. Identify the University contact who will coordinate any work performed on University premises.]
I.	Technology, Data, and Accessibility Requirements
[Where the procurement involves technology or University data, state the required integrations, hosting model, data classifications involved, security and privacy requirements, and accessibility requirements. Cross-reference RFP Section 4.13 and Attachment 6.2, Sections E.13 and E.14.]
J.	Reporting Requirements
[State the reports required, their content, format, recipients, and frequency.]
K.	Attachments and Exhibits
[List and attach floor plans, drawings, equipment lists, volume data, current pricing schedules, sample reports, and any other supporting documentation.]


[bookmark: _Toc236473597]Attachment 6.5  TECHNICAL PROPOSAL AND EVALUATION GUIDE — SECTION A
SECTION A — MANDATORY REQUIREMENTS
	THERE ARE NO EXCEPTIONS TO THE ITEMS REQUIRED BELOW
If a Proposer fails to submit a mandatory requirement in the format requested, the proposal will be determined non-responsive and the University will reject it. The Proposer must address every item below, provide the required information and documentation in sequence, and record the proposal page number for each item.



The RFP Coordinator will review each proposal to determine whether the mandatory requirements are addressed as required and will mark each pass or fail. For each item not addressed as required, the Chief Procurement Officer or designee will review the proposal and document a determination that either (1) the proposal meets requirements for further evaluation; (2) the University will request clarification; or (3) the proposal is non-responsive and will be rejected. A determination that a proposal is non-responsive must be approved by the Chief Business Officer before notice of rejection is issued.

	Proposer Name
	



	Proposal Page # (Proposer)
	Item Ref.
	Mandatory Requirement
	University Use Only — Pass / Fail

	
	—
	The proposal must be received by the University no later than the Proposal Deadline stated in RFP Section 2, Schedule of Events.
	

	
	—
	The Technical Proposal and the Financial Proposal must be submitted separately as required by RFP Section 3.2.
	

	
	—
	The Technical Proposal must NOT contain cost, pricing, or revenue information of any type, including references to items offered free or at no additional cost.
	

	
	—
	The Technical Proposal must NOT restrict the rights of the University or otherwise condition or qualify the proposal.
	

	
	—
	The Proposer must NOT submit an alternate proposal.
	

	
	—
	The Proposer must NOT submit multiple proposals in different capacities (as a prime contractor and as a subcontractor).
	

	
	A.1
	Provide the Proposal Transmittal and Statement of Certifications and Assurances (RFP Attachment 6.1), completed and signed without exception or qualification by an individual empowered to bind the Proposer to the provisions of this RFP and any resulting contract.
	

	
	A.2
	Provide evidence of Tennessee sales and use tax registration: either a copy of the Proposer’s certificate of registration with the Tennessee Department of Revenue, OR a written certification that the Proposer does not make sales to customers in Tennessee of taxable goods or services.
	

	
	A.3
	Provide a statement, based on reasonable inquiry, of whether the Proposer or any individual who will perform work under the resulting contract has a possible conflict of interest — including current or recent employment by the State of Tennessee or the University — and, if so, the nature of that conflict. Any question of conflict of interest is solely within the discretion of the University, and the University reserves the right to cancel any award.
	

	
	A.4
	Provide a current bank reference indicating that the Proposer’s business relationship with the financial institution is in positive standing. The reference must be a signed letter on bank letterhead, dated within the past three (3) months.
	

	
	A.5
	Provide two (2) current positive credit references from suppliers with which the Proposer has done business, in the form of signed business letters dated within the past three (3) months.
	

	
	A.6
	Provide EITHER (a) an official document or letter from an accredited credit bureau, verified and dated within the past three (3) months, indicating a positive credit rating for the Proposer; OR (b) a Dun & Bradstreet report, verified and dated within the past three (3) months, indicating a positive credit rating. A credit bureau report number without the full report is not sufficient, and marketing material stating a credit rating is not acceptable.
	

	
	A.7
	Provide the completed Business Classification and Diversity Participation Form (RFP Attachment 6.3).
	

	
	A.8
	Provide a current certificate of liability insurance. If the Proposer’s current coverage does not meet the limits required by RFP Section 4.7, the Proposer must still submit a valid, current certificate; the apparent successful Proposer will be required to submit a conforming certificate before contract award.
	

	
	A.9
	Provide documentation substantiating that the Proposer has successfully provided [INSERT SERVICES] for institutions of similar nature and size for a minimum of [INSERT] years and is presently engaged in at least [INSERT] such engagements, together with a list of [INSERT] current contracts and contact information for those clients.
	

	
	A.10
	Provide evidence of all licenses required by RFP Section 4.9, including, where applicable, the Proposer’s Tennessee contractor’s license number, expiration date, and classification as required by T.C.A. § 62-6-119.
	



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Adjust items A.4 through A.10 to fit the procurement. Financial-capacity documentation (A.4 through A.6) is appropriate for higher-risk or revenue-generating contracts and may be reduced for routine services. Delete A.10 where no licensure is required. Do not add scored criteria to Section A — Section A is pass/fail only.


[bookmark: _Toc236473598]Attachment 6.5  TECHNICAL PROPOSAL AND EVALUATION GUIDE — SECTION B
SECTION B — ORGANIZATIONAL BACKGROUND AND EXPERIENCE
The Proposer must address all items in this Section and provide the required information and documentation in sequence, referenced to the item numbers below. An Evaluation Committee of three (3) or more University employees will independently evaluate and score each response. The evaluation and selection of a Contractor will be based on the information submitted in the proposal; Proposers should respond clearly and completely to every requirement. Failure to respond completely may be the basis for rejecting a proposal.

	Proposer Name
	

	Maximum Points — Section B
	[XX]



	Proposal Page # (Proposer)
	Organizational Background and Experience Item
	University Use — Points Awarded

	
	B.1  Describe the Proposer’s form of business (individual, sole proprietor, corporation, nonprofit corporation, partnership, or limited liability company), state where and when it was organized, and provide the name, mailing address, telephone number, and email address of the person the University should contact regarding the proposal.  ([X] points)
	

	
	B.2  State whether there have been any mergers, acquisitions, or sales of the Proposer within the last ten (10) years and, if so, provide relevant details. State the number of years the Proposer has operated under its current name.  ([X] points)
	

	
	B.3  State whether the Proposer or any of its employees, agents, independent contractors, or subcontractors who would perform under a resulting contract has been convicted of, pled guilty to, or pled nolo contendere to any felony and, if so, provide relevant details.  ([X] points)
	

	
	B.4  State whether there is any pending litigation against the Proposer and, if so, attach an opinion of counsel as to whether the pending litigation will impair the Proposer’s performance under a contract resulting from this RFP.  ([X] points)
	

	
	B.5  State whether there are any pending federal or state regulatory investigations involving the Proposer, including any Securities and Exchange Commission investigation, and, if so, provide relevant details and attach an opinion of counsel as to whether the investigation will impair the Proposer’s performance.  ([X] points)
	

	
	B.6  Describe the Proposer’s credentials to deliver the goods and services sought under this RFP, including any service features distinctive to the Proposer’s operations. State how long the Proposer has performed services of the kind required by this RFP, the Proposer’s total number of employees, its client base, and the location of the offices that would support the University’s account.  ([X] points)
	

	
	B.7  Describe the Proposer’s financial condition and capacity to perform, including its most recent audited financial statements or, where audited statements are not prepared, reviewed or compiled statements for the last two (2) fiscal years.  ([X] points)
	

	
	B.8  Provide a narrative description of the proposed project team and its organizational structure, list its members and their roles, and include résumés for all key personnel. Identify the individual who would serve as the University’s primary account or engagement manager.  ([X] points)
	

	
	B.9  State whether the Proposer intends to use subcontractors and, if so, provide the name and mailing address of each committed subcontractor, a description of the scope and portion of the work each will perform, and the Proposer’s plan for managing subcontractor performance and compliance.  ([X] points)
	

	
	B.10  Provide customer references for [INSERT NUMBER] similar engagements, representing the larger accounts currently served by the Proposer. Each reference must state the client name and business address; the name, title, telephone number, and email address of a client contact knowledgeable about the work; and a brief description of the services provided and the period of service. Each evaluator will generally consider the results of reference inquiries made by the University regarding all references provided. Current or prior contracts with the University are not a prerequisite, are not required for the maximum score, and will not automatically result in the addition or deduction of points.  ([X] points)
	

	
	B.11  Provide a list of all current contractual relationships with the State of Tennessee, including other Tennessee public institutions of higher education, and those completed or terminated within the last five (5) years. Provide a separate list of current contractual relationships with businesses located within Tennessee and those completed within the last five (5) years.  ([X] points)
	

	
	B.12  [INSERT ADDITIONAL ORGANIZATIONAL BACKGROUND OR EXPERIENCE CRITERIA SPECIFIC TO THIS PROCUREMENT.]  ([X] points)
	

	
	SECTION B TOTAL
	



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Assign a point value to every item and confirm that the item values sum to the Section B maximum shown above. Delete items that do not apply and renumber sequentially. Do not leave an item unscored.


[bookmark: _Toc236473599]Attachment 6.5  TECHNICAL PROPOSAL AND EVALUATION GUIDE — SECTION C
SECTION C — TECHNICAL APPROACH AND OPERATIONAL REQUIREMENTS
The Proposer must address all items in this Section and provide the required information and documentation in sequence, referenced to the item numbers below. An Evaluation Committee of three (3) or more University employees will independently evaluate and score each response. The evaluation and selection of a Contractor will be based on the information submitted in the proposal. Failure to respond completely may be the basis for rejecting a proposal.

	Proposer Name
	

	Maximum Points — Section C
	[XX]



	Proposal Page # (Proposer)
	Technical Approach Item
	Possible Points
	Points Awarded

	
	C.1  Provide a narrative demonstrating the Proposer’s understanding of the University’s requirements as described in RFP Attachment 6.4, Statement of Work and Technical Specifications.
	[XX]
	

	
	C.2  Provide a narrative describing how the Proposer will perform the scope of services, accomplish the required objectives, and meet the University’s deliverables, milestones, and deadlines. Address the Proposer’s methodology, quality control, and approach to continuous improvement.
	[XX]
	

	
	C.3  Provide a proposed staffing plan, including position descriptions, full-time equivalents by position, supervision structure, coverage during peak periods and University breaks, training, and the approach to recruitment and retention.
	[XX]
	

	
	C.4  Provide a transition and implementation plan, including a schedule with milestones, the resources the Proposer will commit, the resources it requires from the University, risks and mitigation strategies, and the plan for minimizing disruption to University operations.
	[XX]
	

	
	C.5  Describe the proposed communication, reporting, and escalation plan between the Proposer and the University, including performance reporting, meeting cadence, points of contact, and the process for resolving service issues.
	[XX]
	

	
	C.6  Describe the Proposer’s approach to meeting the accessibility, information technology, and data security requirements of RFP Section 4.13 and RFP Attachment 6.2, Sections E.13 and E.14, including any Accessibility Conformance Report or remediation plan. [Include only where the procurement involves technology or University data.]
	[XX]
	

	
	C.7  [INSERT ADDITIONAL TECHNICAL APPROACH CRITERIA SPECIFIC TO THIS PROCUREMENT. Criteria should map directly to the requirements in Attachment 6.4.]
	[XX]
	

	
	C.8  MANDATORY ORAL PRESENTATION. Presentations will be scored against the criteria described in RFP Section 5.2.3. Only University personnel designated by the RFP Coordinator may attend; Proposers may not attend the presentations of other Proposers. [Delete if oral presentations are not required.]
	[XX]
	

	
	SECTION C TOTAL
	[XX]
	



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Technical approach criteria must map directly to the requirements in Attachment 6.4 so that a Proposer can see how each requirement will be evaluated. Confirm the item points sum to the Section C maximum, and that Section B plus Section C plus the Financial Proposal equals 100 points.


[bookmark: _Toc236473600]Attachment 6.6  FINANCIAL PROPOSAL AND SCORING GUIDE
	THIS FINANCIAL PROPOSAL MUST BE COMPLETED EXACTLY AS SHOWN
Record only the amounts required below. Do not record any other rate, amount, term, condition, assumption, exclusion, or qualification. This form must be submitted separately from the Technical Proposal, as a distinct sealed electronic envelope in the Bid System. The signatory must be an individual or company officer empowered to contractually bind the Proposer; where the signatory is not the Proposer’s president or chief executive, evidence of the signatory’s authority must be attached.



	Proposer Name
	

	Authorized Signature and Date
	

	Printed Name and Title
	



The proposed amounts below must include the entire scope of goods and services defined in RFP Attachment 6.2, Pro Forma Contract, Section A, Scope of Services, for the total contract period, including all applicable taxes, fees, overhead, and all other direct and indirect costs. The proposed amounts and the associated Technical Proposal shall remain valid for at least one hundred eighty (180) calendar days following the Financial Proposal opening and thereafter in accordance with any resulting contract. All monetary amounts are in United States currency.

	Cost or Revenue Item
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	[COST OR REVENUE ITEM DESCRIPTION]
	
	
	
	
	
	

	[REPEAT AS NECESSARY]
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	EVALUATION AMOUNT (sum of all amounts above)
	
	
	
	
	
	$



Scoring Formula — University Use Only
The RFP Coordinator will use the evaluation amount derived above and the applicable formula below to calculate the Financial Proposal score. The best Financial Proposal (the lowest cost or the highest revenue) receives the maximum points, and every other proposal receives points in proportion to it. Calculations are rounded to two (2) decimal places.
	Cost Proposals (lowest cost is best)
	Revenue Proposals (highest revenue is best)

	Lowest Evaluation Amount from All Proposals

Evaluation Amount Being Scored
×  [XX] maximum points  =  SCORE
Numerator: the lowest Evaluation Amount among all Financial Proposals opened and scored.
Denominator: the Evaluation Amount of the proposal being scored.
Example: lowest amount $80,000; proposal scored $100,000; 30 maximum points. ($80,000 ÷ $100,000) × 30 = 24.00 points.
	Evaluation Amount Being Scored

Highest Evaluation Amount from All Proposals
×  [XX] maximum points  =  SCORE
Numerator: the Evaluation Amount of the proposal being scored.
Denominator: the highest Evaluation Amount among all Financial Proposals opened and scored.
Example: highest amount $500,000; proposal scored $400,000; 30 maximum points. ($400,000 ÷ $500,000) × 30 = 24.00 points.



▶ ACTION REQUIRED — RESOLVE AND DELETE BEFORE ISSUANCE:  Delete the formula that does not apply. Adjust the year columns to match the maximum contract term. Where a performance bond is required, include its annual cost as a separate line item so that it is captured in the evaluation amount. Where the procurement is revenue-generating, restate the item descriptions as guaranteed minimums, commission rates, or revenue-share percentages as appropriate.

Performance Bond Cost
	Annual cost of the performance bond required by RFP Section 4.8.2, if applicable
	$




[bookmark: _Toc236473601]Attachment 6.6A  OPTIONAL FINANCIAL PROPOSAL (NOT EVALUATED)
The optional financial proposal below will NOT be included in the evaluation of this RFP. Proposers are, however, encouraged to provide pricing for additional or optional goods and services as part of their proposal. Any optional item added to a resulting contract is subject to RFP Section 4.4. All parts of the proposal shall remain valid for at least one hundred eighty (180) calendar days following the Financial Proposal opening. All monetary amounts are in United States currency.

	Proposer Name
	

	Authorized Signature and Date
	



	Optional Item Description
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




[bookmark: _Toc236473602]Attachment 6.7  PROPOSAL SCORE SUMMARY MATRIX
University use only. This is the summary sheet of scores. Each Evaluation Committee member’s individual scoring sheets must also be retained in the procurement file.

	RFP Number
	

	RFP Coordinator
	

	Date
	



	Evaluation Category
	Proposer Name
	Proposer Name
	Proposer Name

	SECTION A — Mandatory Requirements (Pass / Fail)
	
	
	

	SECTION B — Organizational Background and Experience  (Maximum [XX] points)
	
	
	

	Evaluator 1
	
	
	

	Evaluator 2
	
	
	

	Evaluator 3
	
	
	

	Evaluator 4
	
	
	

	Evaluator 5
	
	
	

	Section B Average Score
	
	
	

	SECTION C — Technical Approach  (Maximum [XX] points)
	
	
	

	Evaluator 1
	
	
	

	Evaluator 2
	
	
	

	Evaluator 3
	
	
	

	Evaluator 4
	
	
	

	Evaluator 5
	
	
	

	Section C Average Score
	
	
	

	FINANCIAL PROPOSAL SCORE  (Maximum [XX] points)
	
	
	

	TOTAL PROPOSAL SCORE  (Maximum 100 points)
	
	
	



	 

RFP Coordinator Signature and Date
	 

Chief Procurement Officer or Designee — Signature and Date




[bookmark: _Toc236473603]Attachment 6.8  PROPOSER SUBMISSION CHECKLIST
	THIS CHECKLIST IS A TOOL ONLY
It is not a complete list of, and is not a substitute for, the mandatory requirements stated in this RFP. It is provided solely to help Proposers avoid disqualification. The Proposer remains responsible for reviewing and satisfying every requirement of the RFP. Submission of this checklist is optional.



1.	Mandatory Requirements — Attachment 6.5, Section A
☐  Proposal Transmittal and Statement of Certifications and Assurances (Attachment 6.1), signed without exception
☐  Tennessee sales and use tax certificate of registration OR written certification of non-applicability
☐  Conflict of interest statement
☐  Bank reference — letter on bank letterhead, signed by an authorized bank representative, dated within the past three (3) months
☐  Two (2) positive credit references — signed letters from suppliers, dated within the past three (3) months
☐  Credit bureau report or Dun & Bradstreet report, verified and dated within the past three (3) months (marketing material stating a credit rating is not acceptable)
☐  Business Classification and Diversity Participation Form (Attachment 6.3), completed and signed
☐  Current certificate of liability insurance
☐  Documentation of required experience and current client contracts
☐  Evidence of required licensure, including Tennessee contractor’s license information where applicable

2.	Technical Proposal
☐  Organized and page-referenced to Attachment 6.5, Sections A, B, and C
☐  Every item in Sections B and C addressed in sequence
☐  All pages numbered
☐  Signed and dated by an individual empowered to bind the Proposer
☐  Contains NO cost, pricing, or revenue information of any kind — including items described as free, included, bundled, waived, or at no additional cost

3.	Financial Proposal
☐  Recorded on an exact duplicate of Attachment 6.6
☐  Signed and dated by an individual empowered to bind the Proposer; evidence of signature authority attached where the signatory is not the president or chief executive
☐  Contains no rate, amount, term, condition, assumption, exclusion, or qualification other than what Attachment 6.6 requires
☐  Submitted as a separate sealed electronic envelope in the Bid System, apart from the Technical Proposal

4.	Submission
☐  Proposer is registered and active in the Bid System
☐  Submission completed and confirmed in the Bid System before the Proposal Deadline
☐  Only one (1) proposal submitted; no alternate proposal and no proposal submitted in more than one capacity

	LATE PROPOSALS WILL NOT BE CONSIDERED
A proposal received after the Proposal Deadline will be rejected. Proposals submitted by facsimile or email will not be accepted. A blanket notation that submitted material is confidential will not be honored; upon public release of the Notice of Intent to Award, all proposals and contracts become public records.




[bookmark: _Toc236473604]Attachment 6.9  PROTEST BOND
	SURETY REQUIREMENTS
The surety company issuing this bond must be licensed to transact business in the State of Tennessee by the Tennessee Department of Commerce and Insurance. A certified and current power of attorney for the surety’s attorney-in-fact must be attached. A protest that does not include the required bond will not be considered. See RFP Section 4.23.3 and MTSU Policy 631, Section XI.B.3.



KNOW ALL BY THESE PRESENTS:
That we,

(Name of Protesting Party)

(Address of Protesting Party)
as the party filing a protest of Middle Tennessee State University’s determination regarding a Request for Proposals, hereinafter called the Protestor, and

(Name of Surety)

(Address of Surety)
as Surety, hereinafter called the Surety, do hereby acknowledge ourselves indebted and securely bound and held unto Middle Tennessee State University as Obligee, hereinafter called the Obligee, in the penal sum of

(Dollar Amount of Bond — five percent (5%) of the lowest evaluated financial proposal, or five percent (5%) of the highest evaluated revenue proposal, calculated on the total value of the procurement including all renewals)

good and lawful money of the United States of America, for the use and benefit of those entitled thereto, for the payment of which, well and truly to be made, we bind ourselves, our heirs, administrators, executors, successors, and assigns, jointly and severally, firmly by these presents.

BUT THE CONDITION OF THE FOREGOING OBLIGATION OR BOND IS THIS:
WHEREAS, the Obligee has issued a Request for Proposals bearing RFP Number ______________________________;
AND, the Protestor, as an actual proposer to that RFP, claims to be aggrieved in connection with the RFP process;
AND, the signature of the Protestor or the Protestor’s representative on a protest, request for consideration, motion, or other document constitutes a certification by the signer that the signer has read the document, that to the best of the signer’s knowledge, information, and belief formed after reasonable inquiry it is well grounded in fact and warranted by existing law or a good faith argument for the extension, modification, or reversal of existing law, and that it is not interposed for any improper purpose such as to harass, to limit competition, or to cause unnecessary delay or needless increase in the cost of the procurement or of litigation;
AND, neither a protest nor a stay of award shall proceed unless the Protestor posts a protest bond payable to the Obligee with the notice of protest, in accordance with MTSU Policy 631, Section XI.B.3;
AND, the Obligee shall hold the protest bond for at least eleven (11) calendar days after the date of the final determination by the University’s Chief Business Officer;
NOW, THEREFORE, this obligation or bond shall remain in full force and effect conditioned upon a determination by the University’s Chief Business Officer that:
1. there is a violation of MTSU Policy 631, Section XI.B;
1. the Protestor has brought or pursued the protest in bad faith; or
1. the Protestor’s notice of protest does not state on its face a valid basis for protest.
In any such case, this obligation or bond shall be immediately payable to the Obligee. Otherwise, this obligation or bond shall be null and void.

IN WITNESS WHEREOF, the Protestor has affixed its signature and the Surety has caused to be affixed its corporate signature and seal, by their duly authorized officers, on this ________ day of ______________________, 20______.

	PROTESTOR

(Name of Protestor)

(Authorized Signature)

(Name and Title of Signatory)
	SURETY

(Name of Surety)

(Signature of Attorney-in-Fact)

(Name of Attorney-in-Fact / Tennessee License Number)




[bookmark: _Toc236473605]Attachment 6.10  PERFORMANCE BOND
	SURETY REQUIREMENTS
The surety company issuing this bond must be licensed to transact business in the State of Tennessee by the Tennessee Department of Commerce and Insurance. A certified and current power of attorney for the surety’s attorney-in-fact must be attached. Consistent with MTSU Policy 631, Section XX.A, the amount of the bond may not exceed one hundred percent (100%) of the total purchase price, and the bond must be filed with Procurement Logistic Services within ten (10) calendar days after receipt of the University’s request.



KNOW ALL BY THESE PRESENTS:
That we,

(Name of Principal)

(Address of Principal)
as Principal, hereinafter called the Principal, and

(Name of Surety)

(Address of Surety)
as Surety, hereinafter called the Surety, do hereby acknowledge ourselves indebted and securely bound and held unto Middle Tennessee State University as Obligee, hereinafter called the Obligee, in the penal sum of

(Dollar Amount of Bond)

good and lawful money of the United States of America, for the use and benefit of those entitled thereto, for the payment of which, well and truly to be made, we bind ourselves, our heirs, administrators, executors, successors, and assigns, jointly and severally, firmly by these presents.

BUT THE CONDITION OF THE FOREGOING OBLIGATION OR BOND IS THIS:
WHEREAS, the Obligee has engaged the Principal for a sum not to exceed

(Contract Maximum Liability)
to complete the work described in the Scope of Services set out in the Middle Tennessee State University Request for Proposals bearing RFP Number ______________________________, a copy of which Request for Proposals and the resulting Contract are by reference made a part hereof, as fully and to the same extent as if copied at length herein.

NOW, THEREFORE, if the Principal shall fully and faithfully perform all undertakings and obligations under the Contract referred to above, shall fully indemnify and hold harmless the Obligee from all cost and damage that it may suffer by reason of any failure on the part of the Principal to do so, shall fully reimburse and repay the Obligee any outlay and expense it may incur in making good any such default, and shall fully pay for all labor, material, and work used by the Principal and by any immediate or remote subcontractor or supplier under the Principal in the performance of the Contract, in lawful money of the United States of America as the same becomes due, then this obligation or bond shall be null and void; otherwise it shall remain in full force and effect.
AND for value received, it is stipulated and agreed that no change, extension of time, alteration, or addition to the terms of the Contract, to the work to be performed under it, or to the specifications accompanying it shall in any way affect the obligation under this bond, and notice of any such change, extension of time, alteration, or addition is hereby waived.

IN WITNESS WHEREOF, the Principal has affixed its signature and the Surety has caused to be affixed its corporate signature and seal, by their duly authorized officers, on this ________ day of ______________________, 20______.

	PRINCIPAL

(Name of Principal)

(Authorized Signature)

(Name and Title of Signatory)
	SURETY

(Name of Surety)

(Signature of Attorney-in-Fact)

(Name of Attorney-in-Fact / Tennessee License Number)




[bookmark: _Toc236473606]Attachment 6.11  ATTESTATION REGARDING PERSONNEL USED IN CONTRACT PERFORMANCE
This attestation is required by T.C.A. § 12-3-309 for contracts that require Fiscal Review Committee approval, and is required by the University for any contract where the Chief Procurement Officer determines it appropriate. It is incorporated into the resulting contract by reference. See RFP Attachment 6.2, Section F.2.

	Contract Number
	

	RFP Number
	

	Contractor Legal Entity Name
	

	Federal Employer Identification Number (or Social Security Number)
	



	ATTESTATION
The Contractor identified above hereby attests, certifies, warrants, and assures that the Contractor shall not knowingly utilize the services of an illegal immigrant in the performance of this Contract, and shall not knowingly utilize the services of any subcontractor who will utilize the services of an illegal immigrant in the performance of this Contract.



The Contractor further attests that it is and will remain in compliance with the Tennessee Lawful Employment Act, T.C.A. § 50-1-701 et seq., including the requirement that a private employer with thirty-five (35) or more full-time equivalent employees enroll in and use the federal E-Verify program to verify the work authorization status of newly hired employees and maintain E-Verify case results. The Contractor shall maintain documentation of compliance and shall provide it to the University upon request.

	 

Authorized Signature

Printed Name
	 

Title

Date



	NOTICE
This attestation must be signed by an individual empowered to contractually bind the Contractor. If that individual is not the chief executive or president, evidence of the individual’s authority to contractually bind the Contractor must be attached.




[bookmark: _Toc236473607]Attachment 6.12  ACCESSIBILITY CONFORMANCE AND REMEDIATION FORM
This form documents accessibility gaps in the products and services offered and the Proposer’s plan for addressing them. It must be submitted with the Technical Proposal wherever a deliverable does not fully conform to the standards stated in RFP Section 4.13 and RFP Attachment 6.2, Section E.14 — Web Content Accessibility Guidelines (WCAG) 2.1 Level AA, the Revised Section 508 Standards at 36 C.F.R. Part 1194, and, for digital publications, EPUB Accessibility 1.1.

Required Submissions
1. A current Accessibility Conformance Report (ACR) based on the most recent Voluntary Product Accessibility Template (VPAT), addressing WCAG 2.1 Level AA and the Revised Section 508 Standards.
1. A written Accessibility Statement describing the Proposer’s commitment to accessibility, its conformance status, product features that support accessibility, known gaps and interim workarounds, the mechanism by which users may request assistance or report barriers, and the date the statement was last reviewed.
1. Documentation of accessibility testing results, including any third-party evaluation, the testing methodology used, and whether testing included users with disabilities.
1. This completed form, where full conformance is not achieved.
Product and Vendor Information
	Vendor Name
	

	Product or Service Name
	

	Product Version
	

	Standards Evaluated
	WCAG 2.1 Level AA  ☐      Revised Section 508  ☐      EPUB Accessibility 1.1  ☐

	Date Completed
	

	Accessibility Contact Name and Title
	

	Accessibility Contact Email and Telephone
	



Identified Accessibility Issues
	Issue Description
	Status (Open / Closed / In Progress)
	Disposition (Planned / Deferred / In Progress)
	Remediation Timeline
	Available Interim Workaround
	Comments

	Example: images on the landing page lack equivalent alternative text
	Open
	Planned
	Next release, [DATE]
	Equivalent content available by telephone support
	Functional images will receive descriptive alternative text; decorative images will receive null alternative text

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Additional Information





The University’s applicable compliance date under the Department of Justice interim final rule extending the Title II web accessibility deadlines is April 26, 2027. Remediation timelines proposed in this form should account for that date. An exception to the University’s accessibility requirements may be approved only by the Director of ADA Compliance, consistent with MTSU Policy 631, Section XVII.


[bookmark: _Toc236473608]Appendix A  INTERNAL UNIVERSITY FORMS — NOT PART OF THE SOLICITATION
	REMOVE THIS APPENDIX BEFORE THE RFP IS ISSUED
The forms in this Appendix are internal University documents used to administer the procurement and the resulting contract. They are not part of the solicitation, are not completed by Proposers, and must be removed before the RFP is posted to the Bid System.




[bookmark: _Toc236473609]Appendix A-1  EVALUATION COMMITTEE CONFLICT OF INTEREST AND CONFIDENTIALITY STATEMENT
Willingness to serve as an evaluator is an integral part of the procurement process, and MTSU Procurement Logistic Services appreciates your assistance and expertise. Service as an evaluator requires that you understand the University’s requirements regarding conflicts of interest and the confidential nature of proposals.
Confidentiality
The competitive procurement process and the obligations imposed by Tennessee law require Procurement Logistic Services to ensure that the process operates fairly and equitably. As an evaluator you will have access to information not generally available to the public and are charged with special professional and ethical responsibilities. You may have access to information about proposers that may be used only during the evaluation process and discussed only with fellow evaluators and the RFP Coordinator. You shall not discuss the evaluation, scoring, or status of any proposal or business entity at any time before, during, or after the procurement process. You shall not use information obtained as an evaluator for any personal benefit, pecuniary or otherwise, and shall not copy or disseminate any portion of any proposal at any time.
Confidentiality of Evaluators
During the evaluation process, Procurement Logistic Services makes every effort to keep the identity of evaluators confidential and will maintain that confidentiality to the fullest extent provided by law. As an evaluator, you shall not disclose the names of evaluators to proposers or to other individuals.
Conflict of Interest
A conflict of interest, or the appearance of one, may arise if you are directly or indirectly involved with an organization that has submitted a proposal. Before reviewing any proposal, you must inform the RFP Coordinator of any potential conflict. If you become aware of a potential conflict while reviewing a proposal, you must notify the RFP Coordinator immediately. You may be disqualified as an evaluator if you conduct yourself in a way that could create the appearance of bias or unfair advantage with or on behalf of any proposer, potential proposer, agent, subcontractor, or other business entity, whether through direct association with contract representatives, indirect association, recreational activities, or otherwise. Examples of potentially biasing affiliations include:
1. solicitation, acceptance, or agreement to accept from anyone any benefit, pecuniary or otherwise, as consideration for your decision or recommendation regarding the evaluation of any proposal;
1. affiliation with a proposing company or institution — for example, where you are employed by or are being considered for employment with it; hold a consulting, advisory, or similar position with it; hold membership on a committee, board, or similar body of it; hold an ownership interest, securities, or other evidence of debt in it; or are a student or employee in a department or school submitting a proposal; or
1. a relationship with someone who has a personal interest in the proposal, including any relationship by marriage or family membership, any business or professional partnership, a close personal friendship, or any other relationship that might tend to affect your objectivity or judgment or give an appearance of impropriety.
Statement
I, the undersigned, a member of the Evaluation Committee for Request for Proposals No. ______________________ for ____________________________________________, will perform the evaluation under the guidelines, procedures, and requirements provided by the RFP Coordinator. Whether I am an employee of Middle Tennessee State University or a consultant assisting in the evaluation, I represent as follows:
1.	I have a professional interest in ensuring that the scoring and evaluation of proposer responses can be supported and defended, and that the recommendation of the Evaluation Committee leads to the selection of the proposal most advantageous to the University, taking into consideration the price and evaluation factors set forth in the RFP.
2.	Except as I have disclosed in detail, I neither have nor shall I during the evaluation acquire any financial interest, direct or indirect, in any proposer that would conflict in any manner or degree with my evaluation responsibilities. Members of my immediate family and other family members in my household are subject to the same restriction and disclosure requirements. Publicly traded shares selected and administered by a third person, such as through a mutual fund or retirement plan, are not subject to this restriction. Otherwise, the nature and extent of any such financial interest must be disclosed by me to the RFP Coordinator.
3.	Notwithstanding my termination of employment or later disassociation from this Evaluation Committee, I may not participate in the development of proposals in response to this solicitation.
4.	I am aware that this evaluation will involve my knowledge of official information and of proposer commercial information not publicly known. I agree not to disclose any information gained during the course of my service on this Evaluation Committee to any person, except to other University employees who in the normal course of business have a need for such information.
5.	I have read this document and understand my obligations as explained in it. I understand that I must advise the RFP Coordinator if a conflict currently exists or arises during my term of service, and that I must sign and deliver this statement to the RFP Coordinator before participating in the evaluation process.
	 

Evaluator Signature

Printed Name
	 

Title and Department

Date




[bookmark: _Toc236473610]Appendix A-2  CONTRACT MONITORING REPORT
Completed by the department contract administrator responsible for monitoring the resulting contract, consistent with MTSU Policy 631, Section XV. The contract administrator is responsible for this plan and for initiating amendments and renewals. Reports must be completed at least annually and before any renewal or extension, and retained in the contract file.

	Contract Administrator
	

	Department
	

	Contractor
	

	Contract Number
	

	Contract Term
	

	Reporting Period
	

	Description of Contract
	

	Does actual spend to date align with the contract maximum liability?
	☐ Yes    ☐ No.  If no, describe corrective action (amendment, adjustment):



Goods Received and Deliverables
	Description
	Date Received
	Issues
	Resolution

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Services Performance — Action Summary
Document activities with the Contractor at least annually. Record and date activities, accomplishments, and barriers to performance. Where activities performed fall outside the scope of services, note how they were authorized.
	Issue
	Action Plan
	Deadline
	Outcome

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Contractor Feedback
Record challenges and opportunities raised by the Contractor.
	Challenge or Opportunity
	Action Plan
	Deadline
	Outcome

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



I certify that, to the best of my knowledge, the foregoing is an accurate account of the goods, services, and activities under this contract for the reporting period.


	 

Contract Administrator Signature

Printed Name and Date
	 

Additional Signature (if required)

Printed Name and Date
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