REQUEST FOR PROPOSALS (RFP)

Issue Date:  May 9, 2009






RFP#: 10-003

Title:  


Community-based rehabilitation services for Virginians with brain injury. 

Issuing Agency:  
Virginia Department of Rehabilitative Services

Community Based Services Division - Brain Injury Services Coordination Unit

8004 Franklin Farms Drive, Richmond, VA 23229
Where Work Will Be Performed:  Statewide

Period of Contract:  From signature of contract to June 30, 2010, with option to renew for two additional two-year contract periods.

Sealed Proposals Will Be Received Until: Tuesday, June 9, 2009 at 3:00 p.m. Eastern Standard Time for furnishing the services described herein.

All inquiries for information should be directed to James Gregory at PHONE 804/662-7516, TTY 800/552-5019, or FAX 804/662-9525.  Questions will not be received less than ten (10) business days prior to the closing of the solicitation.  If proposals are mailed, send directly to issuing agency shown above, ATTN: James Gregory, General Services/Purchasing.  If proposals are hand delivered, deliver directly to: James Gregory, General Services/Purchasing Department, 8004 Franklin Farms Drive, Richmond, Virginia 23229. 
In compliance with this Request For Proposals and to all the conditions imposed therein and hereby incorporated by reference, the undersigned offers and agrees to furnish the services in accordance with the attached signed proposal or as mutually agreed upon by subsequent negotiation.

Name of Organization:










Contact Person (print): 










Title:













Signature (non-black ink):










Phone: __________________ Fax: __________________ E-mail:_________________


FEI/FIN# 


AMOUNT OF FUNDING REQUESTED $




Pre-Proposal Conference: An optional Pre-Proposal Conference will be held on Tuesday, May 19, 2009 from 10:00 a.m. to 12 Noon in Culpeper Building, Suite 135, 1606 Santa Rosa Road, Richmond, Virginia 23229.  This is located in Forest Office Park at the intersection of Three Chopt Road and Forest Avenue.   

NOTE:  This public body does not discriminate against faith-based organizations in accordance with the Code of Virginia § 11-35.1, or against a Offeror because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment.
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I.
PURPOSE

The purpose of this Request For Proposals (RFP) is to establish contracts for the provision of community-based rehabilitation services for people with brain injury in designated areas of the Commonwealth of Virginia.  Services to be provided through this Request For Proposals (RFP) shall include one or any combination of two or more of the following footprint of “core services” in brain injury: regional brain injury resource coordination; case management services; and clubhouse / day program services.  See Attachment “A” Clarification of Terms of this RFP for more a more detailed description of these core services.
All proposals should focus on programs and services that provide opportunities for individuals to become as independent and functional as possible in community based settings.  Funded programs and services should support people with brain injury to transition to or be supported in community integrated settings. 
II.
BACKGROUND

In response to the growing need for brain injury services in Virginia, Eva Teig, then Secretary of the Virginia Office of Health and Human Services (OHHS), established the Virginia Brain Injury Council (VBIC) in 1986 as an advisory group to the Department of Rehabilitative Services (DRS).  In 1989, the General Assembly officially designated the Department of Rehabilitative Services (DRS) in the Code of Virginia as the “lead agency to coordinate services” for people with physical and sensory disabilities, including people with brain injury.  The 1989 General Assembly also made its initial appropriation of dedicated state funds for brain injury services: $250,000 to Fairfax County for the development of a nonprofit organization to provide a continuum of contracted brain injury services in Northern Virginia. 
In 1992, the agency established the DRS Brain Injury Services Coordination (BISC) Unit, which manages specialized federal and state programs, services, grants and contracts for people with brain injury.  Funding has increased slowly but steadily since 1989, but the most dramatic increases occurred during State Fiscal Years (SFY) 2004 and 2005, when the General Assembly appropriated an historic $1.9 million for services to Virginians with brain injury.  As of State Fiscal Year 2009, $3,821,000 in state funds is designated specifically for brain injury services (this includes state general funds allocated by the General Assembly which are contracted out by DRS, but does not include state-funded programs administered directly by DRS, such as the Community Based Case Management Services Program; the Personal Assistance Services for People with Brain Injury Program; and the Commonwealth Neurotrauma Initiative Trust Fund Program).   

DRS is responsible for the management and administration of these state general funds and uses a competitive Request For Proposals (RFP) procurement process to establish contracts with providers for the provision of brain injury services across the Commonwealth.  Currently, nine (9) organizations operate thirteen (13) programs through contracts with DRS.  All contracts expire on June 30, 2009 and this Request For Proposals invites Virginia-based organizations to submit proposals for the provision of specific brain injury services in designed areas of the state, as described in this RFP. 
B. 
Eligible Offerors
Responses to this RFP may be made by Virginia-based organizations (i.e., the headquarters or main office of the organization is located in the Commonwealth of Virginia). 
C. Small, Women-Owned and Minority Business Participation 

It is the policy of the Commonwealth of Virginia to contribute to the establishment, preservation, and strengthening of small business and businesses owned by women and minorities and to encourage their participation in State procurement activities.  The Commonwealth encourages Contractors to provide for the participation of small businesses and businesses owned by women and minorities through partnerships, joint ventures, subcontracts, or other contractual opportunities.  Submission of a report of past efforts to utilize the goods and services of such businesses and plans for involvement on this contract are required for contracts of (a) $100,000 or more, or (b) over $15,000 where subcontracting opportunities exist.  By submitting a proposal, offerors certify that all information provided in response to this RFP is true and accurate.  Failure to provide information required by this RFP at the time of submission or upon request of the Purchasing Agency will ultimately result in rejection of the proposal. For further information please go to the website of the Department of Minority Business Enterprise (DMBE): http://www.dmbe.state.va.us.
III. 
STATEMENT OF NEEDS 
A.  
Commitment of Commonwealth of Virginia

The Commonwealth of Virginia recognizes the need to develop and expand community-based rehabilitation services for Virginians with brain injuries, particularly in unserved or underserved areas of the state.  As the lead agency for the coordination of brain injury services in Virginia, the Department of Rehabilitative Services (DRS) worked with the agency’s advisory group, the Virginia Brain Injury Council (VBIC), as well as the  Virginia Alliance of Brain Injury Services Providers (VABISP), the Brain Injury Association of Virginia (BIAV), and community providers to (1) identify unserved and underserved areas of the state, and (2) develop a “footprint” or foundation of core services to assist local communities in establishing and expanding specialized services.  The three identified core services include: regional brain injury resource coordination; case management services; and clubhouse / day program services.  Please see Attachment “A” Clarification of Terms, for more detailed information on these three core services.  

A 2007 budget amendment formalized one of the critical aspects of the Council’s advisory role by directing that “the Department of Rehabilitative Services shall consider the recommendations from the Virginia Brain Injury Council (VBIC) in allocating additional funds for brain injury services.”  The Virginia Brain Injury Council (VBIC) submitted a plan for dissemination of State Fiscal Year (SFY) 2007 and SFY 2008 new funding for brain injury services.  The Council’s recommendations were based on estimated numbers of survivors in various regions of the state; availability of existing services and programs; and adequate infrastructure to support the establishment and provision of services (i.e., qualified providers, active advocates, willing community partners).  
The funding plan submitted by the VBIC to DRS for SFY ’07 and ’08 recommended continued fiscal support of the existing network and infrastructure of programs and services that had been funded through the advocacy efforts of survivors, family members, providers, and legislators who had garnered funds for these previously unserved and underserved areas of the state.  The Council also recommended the development of brain injury services in other unserved and underserved areas of the state, as funds would allow. With minor tweaking, DRS approved the Council’s FY ’07 and ’08 funding plan as an appropriate and effective plan to strengthen and expand the existing network of brain injury programs and services in the Commonwealth.  

Some of the funding allocated by the General Assembly identified that funds be used for a specific service in a designated part of the Commonwealth, while other appropriations were designated generally for brain injury services.  To maximize the use of state funds for the benefit of Virginians with brain injury, this RFP requests proposals that support programs and services that have been established, expanded, and strengthened in areas of the state identified as having been unserved / underserved since 1989.  
Designated priority areas of the state to be served through this RFP, along with the corresponding amount of state funding available per geographical area, are listed in Table 1 below.  Note that services currently being provided in each of the designated priority areas are listed in Table 1; however, offerors may submit proposals for one or a combination of the three core services in the identified areas of the state (with the exception of Regional Brain Injury Resource Coordination, which is to be provided in unserved / underserved areas). 
TABLE 1.  Designated priority areas to be served and corresponding state funding for SFY 2010
(ADDENDUM #2 ATTACHMENT “B” - JUNE 4 2009)
	GEOGRAPHICAL AREAS  

TO BE SERVED
	TYPES OF SERVICES CURRENTLY 
PROVIDED 
	TOTAL 

SFY 2010 

FUNDING AVAILABLE

	Statewide 
	Brain Injury Resource Network (BIRN): Central Resource Center and Regional Resource Coordination (i.e., Regional Resource Coordinators) in unserved and underserved areas
	$339,251

	Northern Virginia (Arlington, Fairfax, Loudoun and Prince William counties; and cities of Alexandria, Falls Church, Fairfax, Manassas and Manassas Park).  
	Adult / Pediatric Case Management, Supported Living, Clubhouse Program 
	$1,382,984

	Fredericksburg and surrounding areas 
	Clubhouse Program
	$204,734

	Roanoke, Blacksburg, New River Valley areas; far Southwest Virginia (Abingdon, Norton, Wytheville, Franklin)
	Adult / Pediatric Case Management
	$608,592

	Richmond and surrounding areas
	Clubhouse Program($166,700); Case Management (community based $142,093); Case Management (residential based $63,780)
	$372,573



	Peninsula: Williamsburg, Newport News, Hampton, and surrounding localities
	Clubhouse Program
	$166,700

	South Hampton Roads: Virginia Beach, Norfolk, Eastern Shore, Chesapeake, Suffolk, Portsmouth, and surrounding localities
	Clubhouse Program, Day Program
	$289,534

	Greater Harrisonburg / Shenandoah Valley areas
	Case Management
	$144,966

	Cities of Danville, Martinsville; Henry, Patrick, and Pittsylvania counties 
	Case Management
	$144,966

	Region 10 - City of Charlottesville; Counties of Albemarle, Nelson, Fluvanna, Louisa, and Greene; surrounding areas 
	Clubhouse Program
	$166,700

	TOTAL:  $3,821,000


        

The number of programs to be funded through this RFP will be based on the availability of funding and on the nature and number of responses received. 

B.  Funding Priorities

Offerors must address the following in their proposals:

1. Demonstrate the importance of a program for developing or expanding community-based services for people with brain injuries that create opportunities and support individuals to become as independent and functionally capable as possible in community settings.  
2.
Justify the need for the program by documenting the lack of alternative services, supports, and resources available and by documenting that the project does not duplicate existing programs or services. 

3. 
Include an outcomes measurement system for documenting the individual and aggregate impact of the program / services, including anticipated long-term impact of the program. (Note: DRS is required to report annually to the General Assembly on “the number of individuals served, and type of services provided.”) 
4. 
Provide for consumer, family, caretaker, and advocacy involvement in the design, implementation, and evaluation of the program / services, as relevant. 

5.
Emphasize and demonstrate a commitment to collaborative community planning and implementation by involving other organizations and service providers, consumer groups, employers, state agencies, and other funding sources, as appropriate.  Demonstrate the ability to effect systems change through the development, strengthening, and coordination of existing linkages in the community; and
6. 
Identify a sustainability and growth plan with specific strategies and a timeline that will be used to continue and augment program services.  (Note: DRS is required to report annually to the General Assembly on the success of state-funded brain injury services programs in “attracting non-state resources.”) 
C.  Duration and Amount of Funding

The length of time and amount of the funding for each contract awarded under this Request For Proposal (RFP) will depend on the documented need for the program / service, as well as the overall quality and soundness of the design submitted by the applicant. 
The Department of Rehabilitative Services (DRS) may assemble a panel of internal and external experts to review and score proposals received in response to this RFP.  Final decisions regarding the amount and period of funding are made at the sole discretion of the Department of Rehabilitative Services.  

All contract funds are contingent on the availability of state general funds designated for this purpose, and on the demonstrated ability of the contractor to meet established contract goals and objectives as outlined in the contractor’s proposal and as reviewed and accepted by the Department of Rehabilitative Services.  All proposals should include the estimated timeframe for the implementation of program services.  Contract funds that are unexpended at the end of the State Fiscal Year do not carry over to the next year. 

D. Use of Funds

Funding awarded through this RFP may be used to cover allowable costs appropriate to the program design.  Funds may be used for:
· staff  in support of program service activities;

· equipment and supplies in support of program service activities;

· consultation, technical assistance or staff training related to program services;

· rent or lease of space for program service activities; 
· environmental adaptation / physical modification of a site to support program service activities; and
· other direct and documented costs related to the operation of the program and delivery of services, and as approved by the Purchasing Agency.

Funds may not be used for:

· construction of new buildings; or
· renovation of a facility.
E.  Human Research Guidelines

As applicable, the Contractor shall comply with all federal (45 CFR 46) and state (Chapter 5.1 of the Code of Virginia, Section 32.1-162.16 et seq.) legislation and agency regulations (22 VAC 30-40-10 et seq. and 12 VAC 5-20-10 et seq.) for human research.

IV. 
PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS

Offerors will be required to submit a proposal by Tuesday, June 9, 2009 at 3:00 p.m. Eastern Standard Time as specified in this Request For Proposals (RFP).  Offerors may be asked to provide additional, clarifying information at any time following submission of a proposal.  The Department of Rehabilitative Services and a review panel, if used, will follow the criteria published in this Request For Proposals (RFP) to limit the competition to those applications which most directly and appropriately address the specific funding targets (see Section V.A.2. below).  Proposals should include:

A. 
RFP Response 

1. To be considered for selection, offerors must submit a complete response to this RFP. One original and eight (8) copies of each proposal must be submitted to the issuing Purchasing Agency, along with a CD containing an electronic copy of the proposal.  A legally authorized representative of the offeror shall sign proposals, using non-black ink to distinguish the original from copies.  All information requested should be submitted, as failure to do so may result in the Purchasing Agency requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals that are incomplete or lack required information may be rejected by the Purchasing Agency.  Mandatory requirements are those required by law or regulation or are such that they cannot be waived and are not subject to negotiation. 
2. All information requested by this RFP on the ownership, utilization, and planned involvement of small businesses, women-owned businesses, and minority-owned businesses (Attachment B) must be submitted.  If an offeror fails to submit this information, the Purchasing Agency may choose to reject the proposal or may require prompt submission of missing information after the receipt of vendor proposals.

3. The Vendor Data Sheet (Attachment C) must be completed, signed, and returned with the proposal.  
.

B.
Proposal Development, Content, and Format Requirements

Proposals should be as thorough and detailed as possible so that the Department of Rehabilitative Services and a review panel, if used, may properly evaluate the offferor’s capabilities to provide the required services.  It is recommended that proposals should not be longer than twenty (20) pages double-spaced with page numbers, using Times New Roman 12 Font and 1” margins on all sides (Note: the 20 page limit does not include the RFP cover sheet, resumes, letters of recommendation, and other attachments).  Address the following in the proposal:

1.
Purpose and Significance of Program (up to three pages)
State the title and overall purpose of the program/services.  Provide a brief description of the program, its importance, and relevance for developing or expanding community-based programs for individuals experiencing brain injury.  State how the program will expand opportunities for such individuals to become as independent and functional as possible in their home and work community settings.

2.  Program Objectives and Benefits Expected (up to three pages)

State the specific goals and objectives of the proposed program / services.  Define program objectives clearly and measurably.  Describe the outcomes measurement system that will be used to document the impact of the program services.  Provide anticipated outcomes for State Fiscal Year 2010 (July 1, 2009 through June 30, 2010).  

3.
Program Design, Methods, and Action Plan (up to six pages)

List the specific methods and activities that will occur during the initial one-year contract period to achieve the program’s goals and objectives.  Provide a timeline with dates and the sequence of major program tasks and activities, including the development and implementation phases of the program services.  As applicable, describe how the program intends to a) involve consumers and advocacy groups in program design, implementation, and evaluation; and b) demonstrate collaboration with consumer groups, other organizations and service providers, state agencies, and other funding sources.  As applicable, provide documentation of the program’s human research guidelines as defined in the Code of Virginia Section 32.1-162.16. 
4. 
Budget, Budget Justification, and Sustainability Plan (up to four pages)


Prepare and submit a budget for the initial one-year contract period (State Fiscal Year 2010: July 1, 2009 through June 30, 2010).  The budget should include line items and estimated expenditures per line item, projected for accomplishing the program’s goals and activities.  Provide a narrative justification of the need for funds to carry out specific contract activities.  Please note all costs and income sources for the program, including state, federal, and private funds.

Identify a sustainability and growth plan with specific strategies and a timeline that will be used to continue and augment program services.  (Note: DRS is required to report annually to the General Assembly on the success of state-funded brain injury services programs in “attracting non-state resources.”) 
5.  Organizational Capability / Demonstrated Experience (up to four pages)

Describe the mission, history, and general achievements of the organization.  Include information that documents the capability of the organization to carry out the specific activities of the proposed program / services.  The organization should emphasize the extent of its direct experience providing the specific service(s) to be provided.  Resumes for key personnel assigned to the program, no longer than one page each, and letters of recommendation/support may be included as attachments.  
6. Small, Women- and Minority-Owned Business Participation (not included in total number of pages)
The offeror must submit the following three sets of data for small businesses, women-owned businesses, and minority-owned businesses: (a) ownership, (b) utilization of small, women-owned, and minority-owned businesses for the most recent 12 months, and (c) planned involvement of small businesses, women-owned businesses, and minority-owned businesses on this procurement.  For additional information go to http://www.dmbe.state.gov.  Forms for submission of this data are included in this RFP as ATTACHMENT”B.”
7.  Vendor Data Sheet (not included in total number of pages)
The offeror must complete, sign, and submit ATTACHMENT “C” Vendor Data Sheet.  
V.
EVALUATION AND AWARD CRITERIA

The number of proposals funded is contingent on the availability of funds, as well as on the number and nature of proposals received and recommended for funding by the Department of Rehabilitative Services and a review panel, if used. 
A.
Evaluation 

1. 
Review Panel
Proposals submitted in response to this Request For Proposals (RFP) may be evaluated and scored by a review panel appointed by the Department of Rehabilitative Services (DRS).  Community-based service providers, consumers / consumer advocates, and other individuals with expertise in brain injury services and/or community based program development and management may be included on a review panel or consulted for recommendations by DRS and/or the review panel.  As appropriate and when necessary, expert reviewers who reside outside the Commonwealth of Virginia may be chosen to assure impartiality.

2. 
Evaluation Criteria

Proposals will be evaluated using the following criteria presented by the Purchasing Agency:
Proposals will be evaluated as follows:


Purpose and Significance of Program



20 points

Program Objectives and Benefits Expected


20 points

Program Design, Methods, and Action Plan


20 points

Budget, Budget Justification, and Sustainability Plan

15 points

Organizational Capability
/ Demonstrated Experience

20 points

Small, Women- and Minority-Owned Business Participation
05 points
(for information on certified “SWAM” vendors: www.eVA.state.va.us 

or http://www.dmbe.state.va.us)





Total points                                                                           100 points
Offerors will receive written notification from the Purchasing Agency regarding the status of their proposals.  Proposals deemed qualified for further consideration will be given guidance if additional clarifying information is necessary to begin the contract negotiation process.  

3. Final Evaluation and Recommendation for Award
Following the evaluation and rating, and contingent upon available funding, the Purchasing Agency will award funding to responsible, qualifying offerors whose grant proposals are deemed to be most advantageous to the Commonwealth.
B. 
Award

Selection shall be made of one or more offerors deemed to be fully qualified and best suited among those submitting proposals on the basis of the evaluation factors included in this Request for Proposals (RFP).  Negotiations shall be conducted with the offeror(s) so selected.  Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with offeror(s) so selected, the Purchasing Agency shall select the offeror(s) which, in its opinion, submitted the best proposal(s) deemed to be most advantageous to the Commonwealth, and shall award contract(s) to those offeror(s).  The award document will be a contract incorporating by reference all the requirements, terms, and conditions of this Request For Proposals (RFP) and the Contractor’s proposal as negotiated.

The Commonwealth may cancel this Request for Proposals or reject proposals at any time prior to an award, and is not required to furnish a statement of the reasons why a particular proposal was not deemed to be the most advantageous (Code of Virginia, 11-65D).

VI. REPORTING AND DELIVERY INSTRUCTIONS

A.  Contractors shall submit to the Purchasing Agency monthly financial reports and quarterly written program reports that describe progress related to the accomplishment of project objectives and implementation plans.  The specific format and content of the financial and progress reports will be determined by the Purchasing Agency and, as necessary and appropriate, the Purchasing Agency may change the format or increase the frequency of reporting requirements.

B.  Contractors shall submit to the Purchasing Agency quarterly information on their “Participation in State Procurement Transactions by Small, Woman- and Minority-Owned Businesses.”  This report will specify the actual amount of state contract dollars spent to date with such businesses and the total dollars planned to be contracted with such businesses on this contract.  Forms for submission of this data are provided as attachments to this RFP.  Additional information regarding certified “SWAM” businesses is available at www.eVA.state.va.us or www.dbme.state.va.us.  
C.  Contractors shall submit to the Purchasing Agency, prior to completion of the contract and prior to final payment, a final annual report on the actual dollars spent with small, women- and minority-owned businesses during the performance of this contract.  At a minimum, this report shall include for each firm contracted with and for each such business class (i.e., small, women-owned, minority-owned) a comparison of the total actual dollars spent on this contract with the planned involvement of the firm and business class as specified in the proposal, and the actual percent of the total estimated contract value.  Forms for submission of this data are provided as attachments to this RFP.  Additional information regarding certified “SWAM” businesses is available at www.eVA.state.va.us or http://www.dmbe.state.va.us.  

VII.
GENERAL TERMS AND CONDITIONS
A.
VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia Vendors Manual and any changes or revisions thereto, which are hereby incorporated into this contract in their entirety.  The procedure for filing contractual claims is in section 7.19 of the Vendors Manual.  A copy of the manual is normally available for review at the purchasing office and is accessible on the Internet at www.dgs.state.va.us/dps under “Manuals.”  
B.
APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The agency and the Contractor are encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using Alternative Dispute Resolution (ADR) procedures (Code of Virginia, § 2.2-4366).  ADR procedures are described in Chapter 9 of the Vendors Manual.  The Contractor shall comply with all applicable federal, state and local laws, rules and regulations.
C.
ANTI-DISCRIMINATION: By submitting their proposals, offerors certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA).  If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E).
In every contract over $10,000 the provisions in 1. and 2. below apply:

1.
During the performance of this contract, the Contractor agrees as follows:

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

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

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

2.
The Contractor will include the provisions of 1. above in every subcontract or purchase order over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

D.
ETHICS IN PUBLIC CONTRACTING: By submitting their proposals, offerors certify that their proposals are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other offeror, supplier, manufacturer or subcontractor in connection with their proposal, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.

E.
IMMIGRATION REFORM AND CONTROL ACT OF 1986: By entering into a written contract with the Commonwealth of Virginia, the Contractor certifies that the Contractor does not, and shall not during the performance of the contract for goods and services in the Commonwealth, knowingly employ an unauthorized alien as defined in the federal Immigration Reform and Control Act of 1986.
F.
DEBARMENT STATUS: By submitting their proposals, offerors certify that they are not currently debarred by the Commonwealth of Virginia from submitting bids or proposals on contracts for the type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

G.
ANTITRUST: By entering into a contract, the Contractor conveys, sells, assigns, and transfers to the Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract.

H.
MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS 
Failure to submit a proposal on the official state form provided for that purpose may be a cause for rejection of the proposal.  Modification of or additions to the General Terms and Conditions of the solicitation may be cause for rejection of the proposal; however, the Commonwealth reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a proposal.
I.
CLARIFICATION OF TERMS: If any prospective offeror has questions about the specifications or other solicitation documents, the prospective offeror should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.

J.
PAYMENT:
 1.
To Prime Contractor:

a.
Invoices for items ordered, delivered and accepted shall be submitted by the Contractor directly to the payment address shown on the purchase order/contract.  All invoices shall show the state contract number and/or purchase order number; social security number (for individual Contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations). 

b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
All goods or services provided under this contract or purchase order, that are to be paid for with public funds, shall be billed by the Contractor at the contract price, regardless of which public agency is being billed.

d.
The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.

e.
Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, Contractors should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be researched and challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the Commonwealth shall promptly notify the Contractor, in writing, as to those charges which it considers unreasonable and the basis for the determination.  A Contractor may not institute legal action unless a settlement cannot be reached within thirty (30) days of notification.  The provisions of this section do not relieve an agency of its prompt payment obligations with respect to those charges which are not in dispute (Code of Virginia, § 2.2-4363).

2.

To Subcontractors:  

a.
A Contractor awarded a contract under this solicitation is hereby obligated:

(1)
To pay the subcontractor(s) within seven (7) days of the Contractor’s receipt of payment from the Commonwealth for the proportionate share of the payment received for work performed by the subcontractor(s) under the contract; or

(2)
To notify the agency and the subcontractor(s), in writing, of the Contractor’s intention to withhold payment and the reason.

b.
The Contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided under the terms of the contract) on all amounts owed by the Contractor that remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above. The date of mailing of any payment by U. S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier Contractor performing under the primary contract.  A Contractor’s obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the Commonwealth.
3. Each prime Contractor who wins an award in which provision of a SWAM procurement plan is a condition to the award, shall deliver to the contracting agency or institution, on or before request for final payment, evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls arising from subcontractor default) with the SWAM procurement plan.  Final payment under the contract in question may be withheld until such certification is delivered and, if necessary, confirmed by the agency or institution, or other appropriate penalties may be assessed in lieu of withholding such payment.
4. The Commonwealth of Virginia encourages Contractors and subcontractors to accept electronic and credit card payments. 

K.
PRECEDENCE OF TERMS: The following General Terms and Conditions - VENDORS MANUAL, APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN PUBLIC CONTRACTING, IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF TERMS, and PAYMENT - shall apply in all instances.  In the event there is a conflict between any of the General Terms and Conditions and any of the Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

L.
QUALIFICATIONS OF OFFERORS: The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the offeror to perform the services and furnish the goods, and the offeror shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth reserves the right to inspect offeror’s physical facilities prior to award to satisfy questions regarding the offeror’s capabilities.  The Commonwealth further reserves the right to reject any proposal if the evidence submitted by, or investigations of, such offeror fails to satisfy the Commonwealth that such offeror is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.
M.
TESTING AND INSPECTION: The Commonwealth reserves the right to conduct any test and inspection it may deem advisable to assure goods and services conform to the specifications.
N.
ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the Contractor in whole or in part without the written consent of the Commonwealth.

O.
CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following ways:

1.
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

2.
The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the Contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The Contractor shall comply with the notice upon receipt.  The Contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the following methods:

a.
By mutual agreement between the parties in writing; or

b.
By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the Contractor accounts for the number of units of work performed, subject to the Purchasing Agency’s right to audit the Contractor’s records and/or to determine the correct number of units independently; or

c.
By ordering the Contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The Contractor shall present the Purchasing Agency with all vouchers and records of expenses incurred and savings realized.  The Purchasing Agency shall have the right to audit the records of the Contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this provision must be asserted by written notice to the Purchasing Agency within thirty (30) days from the date of receipt of the written order from the Purchasing Agency.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia Vendors Manual.  Neither the  existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the Contractor from promptly complying with the changes ordered by the Purchasing Agency or with the performance of the contract generally.

P.
DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and conditions, the Commonwealth, after due oral or written notice, may procure them from other sources and hold the Contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the Commonwealth may have.

Q.
INSURANCE: By signing and submitting a bid or proposal under this solicitation, the offeror certifies that if awarded the contract, it will have the following insurance coverage at the time the contract is awarded.  For construction contracts, if any subcontractors are involved, the subcontractor will have Workers’ Compensation insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of Virginia.  The offeror further certifies that the Contractor and any subcontractors will maintain these insurance coverages during the entire term of the contract and that all insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.
MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED FOR MOST CONTRACTS:

1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for employers of three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of increases in the number of employees that change their workers’ compensation requirements under the Code of Virginia during the course of the contract shall be in noncompliance with the contract.

2.
Employer’s Liability - $100,000.

3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to include bodily injury and property damage, personal injury and advertising injury, products and completed operations coverage.  The Commonwealth of Virginia must be named as an additional insured and so endorsed on the policy.

R. ANNOUNCEMENT OF AWARD:  Upon the award or the announcement of the decision to 
award a contract over $50,000 as a result of this solicitation, the Purchasing Agency will 
publicly post such notice on the DGS/DPS eVA web site (www.eVA.virginia.gov) for a 
minimum of 10 days.
S.
DRUG-FREE WORKPLACE: During the performance of this contract, the Contractor agrees to (i) provide a drug-free workplace for the Contractor's employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the Contractor's workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the Contractor that the Contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor. 


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

T.
NONDISCRIMINATION OF CONTRACTORS:  An offeror, or Contractor, shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, disability, faith-based organizational status, any other basis prohibited by state law relating to discrimination in employment or because the offeror employs ex-offenders unless the state agency, department or institution has made a written determination that employing ex-offenders on the specific contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from an alternative provider.

U.
eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION:  The eVA Internet electronic procurement solution, website portal www.eVA.virginia.gov, streamlines and automates government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies.  All vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA Internet e-procurement solution either through the eVA Basic Vendor Registration Service or eVA Premium Vendor Registration Service.  All offerors must register in eVA; failure to register will result in the proposal being rejected.  

a.
eVA Basic Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Basic Vendor Registration Service includes electronic order receipt, vendor catalog posting, on-line registration, electronic bidding, and the ability to research historical procurement data available in the eVA purchase transaction data warehouse.


b.
eVA Premium Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Premium Vendor Registration Service includes all benefits of the eVA Basic Vendor Registration Service plus automatic email or fax notification of solicitations and amendments.


c.
For orders issued prior to August 16, 2006, the Vendor Transaction Fee is 1%, capped at a maximum of $500 per order.


d. For orders issued August 16, 2006 and after, the Vendor Transaction Fee is:


(i) DMBE-certified Small Businesses:  1%, capped at $500 per order.


(ii) Businesses that are not DMBE-certified Small Businesses:  1%, capped at $1,500 

per order.

V.  AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the         Purchasing Agency shall be bound hereunder only to the extent of the funds available or which          may hereafter become available for the purpose of this agreement.
VIII.
SPECIAL TERMS AND CONDITIONS

A.
AUDIT: The Contractor shall retain all books, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The Purchasing Agency, its authorized agents, and/or state auditors shall have full access to and the right to examine any of said materials during said period.
B.    AVAILABILITY OF FUNDS: It is understood and agreed between the parties herein that the Purchasing Agency shall be bound hereunder only to the extent of the funds available through the Department of Rehabilitative Services or which may hereafter become available for the purpose of this agreement.

C. 
AWARD:  Selection shall be made of two or more offerors deemed to be fully qualified and best suited among those submitting proposals on the basis of evaluation factors included in the Request for Proposals, including price, if so stated in the Request for Proposals. Negotiations shall be conducted with the offerors so selected.  Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each offeror so selected, the agency shall select the offeror which, in its opinion, has made the best proposal, and shall award the contract to that offeror. The Commonwealth reserves the right to make multiple awards as a result of this solicitation.  The Commonwealth may cancel this Request for Proposals or reject proposals at any time prior to an award, and is not required to furnish a statement of the reasons why a particular proposal was not deemed to be the most advantageous  (Code of Virginia, § 2.2-4359D).  Should the Commonwealth determine in writing and in its sole discretion that only one offeror is fully qualified, or that one offeror is clearly more highly qualified than the others under consideration, a contract may be negotiated and awarded to that offeror.  The award document will be a contract incorporating by reference all the requirements, terms and conditions of the solicitation and the Contractor’s proposal as negotiated.

D. 
CANCELLATION OF CONTRACT:  The Purchasing Agency reserves the right to cancel   and terminate any resulting contract, in part or in whole, without penalty, upon 60 days written notice to the Contractor.  In the event the initial contract period is for more than 12 months, the resulting contract may be terminated by either party, without penalty, after the initial 12 months of the contract period upon 60 days written notice to the other party.  Any contract cancellation notice shall not relieve the Contractor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.
E.  
IDENTIFICATION OF PROPOSAL ENVELOPE: The signed proposal should be returned in a separate envelope or package, sealed and identified as follows:

From:                                                                   




June 9, 2009   3:00 P.M. EST Name of Offeror





        


Due Date
  Time


Street or Box Number







City, State, Zip Code



 


#10-003



Community-based rehabilitation services for Virginians with brain injury.




RFP Number

RFP Title

Name of Contract/Purchase Officer or Buyer














                                                                 
The envelope should be addressed as directed on Page 1 of the solicitation.  Proposals may be hand delivered to the designated location in the office issuing the solicitation.  No other correspondence or other proposals should be placed in the envelope.
F. SMALL, WOMEN-OWNED AND MINORITY BUSINESS PARTICIPATION,                   SUBCONTRACTING, AND REPORTING:  

1. Pre-Award: It is the policy of the Commonwealth of Virginia to contribute to the establishment, preservation, and strengthening of small business and businesses owned by women and minorities and to encourage their participation in State procurement activities.  The Commonwealth encourages Contractors to provide for the participation of small businesses and businesses owned by women and minorities through partnerships, joint ventures, subcontracts, or other contractual opportunities.  Submission of a report of past or pre-award subcontracting efforts  to utilize the goods and services of such businesses and plans for involvement on this contract are required for contracts of (a) $100,000 or more, or (b) over $15,000 where subcontracting opportunities exist.  By submitting a proposal, offerors certify that all information provided in response to this RFP is true and accurate.  Failure to provide information required by this RFP at the time of submission or upon request of the Purchasing Agency will ultimately result in rejection of the proposal. For further information please go to the website of eVA at http://www.eVA.state.va.us or the Department of Minority Business Enterprise (DMBE): http://www.dmbe.state.va.us.

2. Post-Award: Where it is practicable for any portion of business to be subcontracted post-award to other suppliers, the Contractor is encouraged to offer such business to small, women- and minority-owned businesses.  Names of firms may be available from the Purchasing Agency, www.eVA.state.va.us, or www.dmbe.state.va.us.  When such business has been subcontracted to these firms and upon completion of the contract, the Contractor agrees to furnish the Purchasing Agency a report of post-award subcontracting efforts with the following information:  name of firm, phone number, total dollar amount subcontracted and type of product/service provided.
G. PRIME CONTRACTOR RESPONSIBILITIES: The Contractor shall be responsible for completely supervising and directing the work under this contract and all subcontractors that he may utilize, using his best skill and attention.  Subcontractors who perform work under this contract shall be responsible to the prime Contractor.  The Contractor agrees that he is as fully responsible for the acts and omissions of his subcontractors and of persons employed by them as he is for the acts and omissions of his own employees.
H.  MANDATED REPORTERS FOR ADULT and CHILD PROTECTIVE SERVICES:  
Contractors who are determined to be mandated reporters for adult and child protective services

according to § 63.2-1606(A) and § 63.2-1509 of the Code of Virginia, effective July 1, 2004, shall comply with all terms and conditions of the Code.  Mandated reporting to adult protective

services is  required of “…any person employed by or contracted with a public or private agency 
or facility and working with adults in an administrative, supportive, or direct care capacity…”. 
Suspected child abuse and neglect may also be reported through the Social Services toll-free
child abuse and neglect hotline. 
I.  RENEWAL OF CONTRACT Contracts awarded under this Request For Proposal (RFP) may be for a one-year period, with the option to renew for two additional two-year contract periods, upon approval by the Purchasing Agency and written agreement of both parties.  Such renewals are subject to the terms and conditions of the current contract, and should be done within a reasonable period of time prior to the expiration of the contract (approximately 60 days). No contract funded under this Request For Proposals (RFP) shall exceed a total contract period of five years (initial one-year contact period, plus two additional two-year renewal periods).   If awarded only for an initial one-year period, there is no guarantee that a contract will be renewed.  

J. OWNERSHIP OF INTELLECTUAL PROPERTY / COPYRIGHT: No Contractor may copyright any work contracted for by the Commonwealth and produced for the Commonwealth without the prior written consent of the agency or the Virginia Department of General Services (DGS), Division of Purchasing and Supplies (DPS).  The Purchasing Agency shall have a royalty-free nonexclusive and irrevocable right to reproduce, publish, or otherwise use and authorize others to use, the work, for purposes which further the mission of the agency.  Ownership of all data, materials, and documentation originated and prepared for the state pursuant to a solicitation shall belong exclusively to the state and be subject to public inspection in accordance with the Virginia Freedom of Information Act, excluding proprietary information, as defined by the Commonwealth.  All copyright and patent rights to all papers, reports, forms, materials, creations, or inventions created or developed in the performance of this contract shall become the sole property of the Commonwealth.  Copies of relevant sections of the DGS/DPS Vendors Manual will be forwarded to contractor for reference upon request.
The Contractor shall, upon request, provide acknowledgment or assignment in a tangible form satisfactory to the Commonwealth to evidence the Commonwealth’s sole ownership of specifically identified intellectual property created or developed in the performance of the contract.  All Contractors shall provide acknowledgment of the use of funds from the Department of Rehabilitative Services (DRS) when developing written, videotaped, web-based, or other materials and documents created or developed in performance of this contract.  Verbal acknowledgement of DRS support should be made whenever speaking publicly about the grant contract, e.g., when conducting workshops, presentations, speaking to news reporters, etc.  Suggested wording for attribution of funding provided by the Department of Rehabilitative Services by all Contractors awarded funding under this RFP shall be approved by the Department of Rehabilitative Services (DRS); use of the Commonwealth of Virginia or Department of Rehabilitative Services logo is optional.  

K. CONFIDENTIALITY OF PERSONALLY IDENTIFIABLE INFORMATION:  
The contractor assures that information and data obtained as to personal facts and circumstances related to patients or clients will be collected and held confidential, during and following the term of this agreement, and will not be divulged without the individual’s and the agency’s written consent and only in accordance with federal law or the Code of Virginia.  Contractors who utilize, access, or store personally identifiable information as part of the performance of a contract are required to safeguard this information and immediately notify the agency of any breach or suspected breach in the security of such information. Contractors shall allow the agency to both participate in the investigation of incidents and exercise control over decisions regarding external reporting.  Contractors and their employees working on this project may be required to sign a confidentiality statement.
L. USE OF STATE FUNDS:  In fulfilling the requirements of this contract, and in the use of all state funds, the Contractor shall follow applicable policies and procedures in the Virginia Department of Accounts (DOA) Commonwealth Accounting Policies and Procedures (CAPP) Manual which govern the expenditure of state funds (i.e., the “Cash Disbursements Accounting” section).  Copies of relevant sections of this manual will be forwarded to contractor for reference. For example, state general funds may not be carried over from one State Fiscal Year to another; however, advance payments may be made and funds may be obligated according to the CAPP Manual. The Contractor will repay any unspent funds within 30 days following the close of each year of the contract.  The Contractor will repay to Commonwealth of Virginia the amount of any noncompliant or disallowed expenditure if discovered by the Purchasing Agency at the end of a contract year, or if found during an audit of any of the five previous contract years.
M. ADDITIONAL USERS:  This procurement is being conducted on behalf of state agencies, institutions and other public bodies who may be added or deleted at anytime during the period of the contract.  The addition or deletion of authorized users not specifically named in the solicitation shall be made only by written contract modification issued by this agency or institution and upon mutual agreement of the contractor.  Such modification shall name the specific agency added or deleted and the effective date.  The contractor shall not honor an order citing the resulting contract unless the ordering entity has been added by written contract modification.

IX. METHOD OF PAYMENT

1. Payment will be made to the Contractor on a on a quarterly allotment basis, based on the State Fiscal Year which runs July 1st through June 30th.  The Contractor shall receive an initial payment at the beginning of the contract period equal to one-fourth (1/4) of the total annual amount of funding awarded to the Contractor.  Subsequent quarterly allotment payments of contract funds shall not be made to the Contractor until the Purchasing Agency has received the previous month’s financial expenditure spreadsheet; monthly financial status report showing year to date balance; and the written quarterly program progress report, due by the 10th of the month following the end of each quarter.  (See Section X. (3) below.)  The Purchasing Agency reserves the right to change the format and content of the quarterly program report, as it deems appropriate.

2. If, at the end of the third quarter of the State Fiscal Year (January/February/March), a Contractor’s budget expenditure is at 70% or below, the Contractor shall receive one-half (1/2) of the final quarterly allotment.  The Contractor will be asked to submit a budget expenditure spreadsheet by May 10th to show April expenditures, including any requested budget changes that will assure expenditure of 100% of state funds by June 30th.  If this is approved by DRS, then the Contractor will receive the final one-half (1/2) of the fourth quarterly allotment by May 17th, as feasible.  Any state funds not expended by June 30th as approved by DRS shall be returned to DRS. 
X. REPORTING REQUIREMENTS
1. The Contractor shall submit a monthly financial spreadsheet expenditure report by the 10th of the month following the month in which services were rendered.  The financial expenditure report shall include a Microsoft Excel spreadsheet containing the Contractor’s approved line item budget and the month’s expenditures for each line item.  The Contractor shall also submit a monthly financial status report which shows year to date balance of funds.  The specific format and content of the monthly spreadsheet expenditure report and the monthly financial status report shall be provided by the Purchasing Agency prior to submission of the first monthly expenditure report.  The Purchasing Agency reserves the right to change the format and content of the financial reports as it deems appropriate.  
2. The Contractor shall submit a quarterly narrative program progress report that describes accomplishments related to contract objectives and goals, as well as highlighting any special achievements.  The Purchasing Agency reserves the right to change the format, content, and frequency of the quarterly program report, as it deems necessary and appropriate.
3. The Contractor shall submit an Annual End of Year Report showing financial expenditures by line item for the entire State Fiscal Year, as well as a cumulative annual program progress report describing contract activities and achievement of contract goals and objectives during the State Fiscal Year.  The End of Year Report is due to the Purchasing Agency within sixty (60) days of the end of each contract year (by August 31st).  

4. Contractors shall cooperate with the Purchasing Agency in providing information needed for an Annual Report to the General Assembly.  Information to be provided by Contractors shall include, but is not limited to, the number of people served; types of services provided; and success in attracting nonstate resources.
5. The Contractor shall report quarterly to the DRS Brain Injury Services (BIS) Programs web-based SCORECARD.  The Contractor agrees to provide the requested data using the specific reporting format determined by the Purchasing Agency.  

6. The Contractor shall retain all written documentation of expenditures incurred and services rendered through the contract, for a period of five years, subject to review or audit by the Purchasing Agency or the Commonwealth of Virginia at any time.  If a discrepancy is discovered during an audit, or if appropriate and sufficient back-up documentation is not made available upon request, then the Purchasing Agency may require the Contractor to reimburse the Commonwealth for the amount equal to the discrepancy or equal to the undocumented expenditure(s). 
7. By the end of each calendar year, the Contractor shall submit a copy of an External Audit Report of its program, including management letters noting any exceptions or recommendations.  The Contractor shall also submit a completed DRS Self-Report Assessment at the end of the state fiscal year, noting progress made toward areas identified in previous year’s Self-Report Assessment as needing attention.

8. The Contractor agrees to pursue CARF Accreditation of its program within two years of the receipt of initial contract funding.  The Contractor may request that the Purchasing Agency approve its use of another accreditation or evaluation process as long as it is considered by the Purchasing Agency to be similar and equal to CARF accreditation; approval must be obtained from the Purchasing Agency prior to initiating CARF or any other evaluation process.  The Purchasing Agency agrees to reimburse the Contractor for the cost of its initial CARF or other evaluation process; subsequent CARF surveys or other evaluations are the financial responsibility of the Contractor.
9. The Contractor shall submit a Final Actual Involvement Report to the Purchasing Agency prior to completion of the contract and prior to final payment.  The Final Actual Involvement Report should include the actual dollars spent with small businesses and businesses owned by women and minorities during the performance of the contract.  At a minimum, the report shall include, for each firm contracted with and for each such business class (i.e., small, women-owned, minority-owned), a comparison of the total actual dollars spent on this contract with the planned involvement of the firm and business class as specified in the proposal, and the actual percent of the total estimated contract value.  Additional information regarding certified “SWAM” businesses is available at www.eVA.state.va.us or www.dbme.state.va.us.
10. A legally authorized official of the Contractor shall sign all monthly, quarterly, and annual financial and progress reports.  All reimbursement payments will be made in accordance with the Virginia Prompt Payment Act.  Financial expenditure reports and progress reports shall be submitted to: 
Virginia Department of Rehabilitative Services

ATTN: Brain Injury Services Coordination Unit
8004 Franklin Farms Drive
Richmond, VA  23229

XI. PRICING SCHEDULE

The Offeror shall provide the services in accordance with the solicitation requirements, terms and conditions contained herein and as reflected in the offeror’s budget proposal.  The offeror agrees to perform all the services as described herein for the amount noted here: $_____________________________________________________.

XII. ATTACHMENTS

ATTACHMENT “A” Clarification of Terms

ATTACHMENT “B” Participation in State Procurement Transactions by  

Small, Women- and Minority-owned Businesses (SWaM

ATTACHMENT “C” Vendor Data Sheet

ATTACHMENT “D” Contractor Template Budget Form

ATTACHMENT “A” Clarification of Terms

Case Management: Case Management is the provision of one-to-one services provided to adults, children /youth, and their families affected by brain injury.  Case Managers identify an individual’s needs and desires and work collaboratively with the service recipient to develop an individualized plan of services with personal goals.  The Case Manager then identifies supports, services, and resources in the community to meet those needs.  Activities may involve in-home consultation and intervention for individuals and family members, participation in special education school planning services, life skills training, and contracting / monitoring of needed services. Case Managers typically provide long-term support and continue to evaluate and revise an individual’s plan of services for as long as needed.
Clubhouse / Day Program: A Clubhouse / Day Program involves the provision of services, by more than one staff person, to multiple individuals in a physical building located in a community based setting.  Programs operate five days a week and provide educational, vocational, and therapeutic social environments for survivors of acquired brain injury.  Clubhouses / Day Programs are “stand alone” programs located in community settings that offer productive, vocational and social activities in a supportive environment.  Clubhouse Program members participate in a work-ordered day to run the program on a day to day basis; community volunteering and community outreach activities may be offered.  Social activities conducted or sponsored by the clubhouse are limited to evening / weekend hours and are not provided during the clubhouse’s work-ordered day.  Day Programs are typically more social and educational in nature, and may also offer community volunteering and community participation activities.  The therapeutic - but non-medical - environment of these programs aids in physical, cognitive, and emotional recovery, while enhancing socialization skills which contribute to an individual’s ability to functional more successfully in community and work settings.  Clubhouses and Day Programs offer long-term case management services that include the development of individualized plans of services which incorporate personal goals, but the case management services offered through a clubhouse / day program are less intensive than long-term Case Management services.  With additional funding, these programs could serve as a “hub” for other services such as employment and intensive, long-term case management.
Community-based:  The term “community-based” describes regular work, home, social/recreational, religious, and other community settings and environments.

Community-based rehabilitative programs/services: The term “community-based rehabilitative programs/services” describes rehabilitation programs/services provided in community-based settings (see “community-based” above) and/or whose purpose is to assist individuals to return to community-based settings. 
Community integration:  The term “community integration” describes regular work, home, social/recreational, religious, and other settings and environments in which people with disabilities have the opportunity to be equal participants.

Core Services:  The Department of Rehabilitative Services, working collaboratively with advocacy and provider organizations, as well as the Division of Legislative Services, identified three (3) “core” brain injury services that could comprise a “footprint” for local communities.  These core services create a foundation for the development, establishment, or expansion of brain injury services in a local or regional area of the state by building an infrastructure through Regional Resource Coordination for the delivery of direct services to survivors through Case Management and Clubhouses/Day Programs.  (See each of these for additional information.)
Footprint: (see “Core Services”)

Neurotrauma:  Neurotrauma is an injury to the central nervous system, i.e., traumatic spinal cord injury or traumatic brain injury, which results in impairments in physical, sensory, cognitive, emotional, or behavioral functioning. 
Peer Support:  Peer support is informal counseling, guidance, and information provided to a person with disability by another person with a disability.  Peer support – also called peer counseling – involves providing emotional support and strategies that help another person with a disability to successfully manage daily activities based on the experiences and knowledge of the peer counselor.  Peer support is provided by staff at Centers for Independent Living (CILs) across the state or by individuals who volunteer to serve as peer counselors.  
Regional (Brain Injury) Resource Coordination: Regional Resource Coordination involves services provided by one staff person in a local or regional area of the state considered unserved and underserved.  Services focus on the community versus the individual / family.  A Regional Resource Coordinator has in-depth knowledge of local community services and supports; links individuals to available supports and services through information and referral; and creates coalitions and momentum for infrastructure development for the establishment and provision of services.  Services may include education, awareness, support, identification of existing resources, outreach, and advocacy.  
Transition: Transition is the process of moving from a hospital or rehabilitation setting to a more independent community setting such as home or transitional living center.  Supported living services may be provided to assist individuals in transitioning to, or living in, community settings.  For school-age individuals, transition refers to the process of returning to school after hospitalization or the process of becoming employed following graduation from school.

Traumatic brain injury:  Traumatic brain injury is an acquired injury to the brain (occurs after birth) caused by an external physical force such as a blow to the head or a penetrating injury that disrupts the function of the brain.  This may produce a diminished / altered state of consciousness (ranging from concussion to coma) and may result in short or long-term functional disability or impairment.  Traumatic brain injury does not include congenital (existing at birth) or degenerative brain injury.  The term brain injury includes open and closed head injuries that may result in mild, moderate, or severe impairments in one or more of the following areas: cognition, language, memory, attention, reasoning and information processing, abstract thinking, judgment, problem-solving, sensory, perceptual and motor abilities, psychosocial behavior, physical functions, information processing, and speech. 
ATTACHMENT “B” Participation in State Procurement Transactions by

Small, Women- and Minority-owned Businesses (SWaM)
The following definitions will be used in completing the information required by one or more of the three categories of businesses contained in this Attachment as applicable to your firm:  (1) Participation by Small Businesses; (2) Participation by Businesses Owned by Women; and (3) Participation by Businesses Owned by Minorities.

Definitions

Period is the specified 12-month period for which the information provided in this list is applicable and valid.  The period will be specified as month and year.

Firm Name, Address, and Phone Number is the name, address, and business phone number of the small business, women-owned business, or minority-owned business with which the Offeror has contracted or done business with over the specified period or plans to involve on this contract, as applicable.

Contact Person is the name of the individual in the specified small business, women-owned business, or minority-owned business who would have knowledge of the specified contracting and would be able to validate the information provided in this list.

Type of Goods or Services is the specific goods or services the Offeror has contracted for from the specified small, women-owned, or minority-owned business over the specified period of time or plans to use in the performance of this contract, as applicable.  The Offeror will asterisk (*) those goods and services that are in the Offeror’s primary business or industry.
Dollar Amount is the total dollar amount (in thousands of dollars) the Offeror has contracted for or has done business with the listed firm during the specified period or plans to use on this contract, as applicable.

% Total Company Expenditures for Goods and Services is calculated by dividing the dollar amount of business conducted or contracted for with the indicated firm over the specified period by the total expenditure of the Offeror over the specified period for goods and services.

% of Total Contract is calculated by dividing the estimated dollars planned for the indicated firm on this contract by the total Offeror estimated price of this contract.

1. Participation by Small Businesses
A. Offeror certifies that it is (  ) or is not (  ) a small business concern.  For the purpose of this procurement, a small business is a concern, including its affiliates, which is independently owned and operated, is not dominant in the field of operation in which it is contracting and can further qualify under the criteria concerning number of employees, average annual receipts, or other criteria, as prescribed by the United States Small Business Administration.

B. List small businesses with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1. Participation by Small Businesses (Continued)
C. Describe Offeror’s plans to involve small businesses in the performance of this contract, either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. Participation by Businesses Owned by Women
A. Offeror certifies that it is (  ) or is not (  ) a women’s business enterprise or women-owned business.  For the purpose of this procurement, a women-owned business is a concern that is at least 51% owned by a woman or women who also control and operate it.  In this context, “control” means exercising the power to make policy decisions, and “operate” means being actively involved in the day-to-day management.

B. List businesses owned by women with which the offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.  Participation by Businesses Owned by Women (Continued)
C. Describe Offeror’s plans to involve businesses owned by women in the performance of this contract either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Participation by Businesses Owned by Minorities
A. Offeror certifies that it is (  ) or is not (  ) a minority business enterprise or minority-owned business.  For the purpose of this procurement, a minority-owned business is a concern that is at least 51% owned and controlled by one or more socially and economically disadvantaged persons.  Such disadvantages may arise from cultural, racial, chronic economic circumstances or background, or other similar cause.  Such persons include but are not limited to blacks, Hispanic Americans, Asian Americans, American Indians, Eskimos, and Aleuts.

B. List businesses owned by minorities with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.  Participation by Businesses Owned by Minorities (Continued)
C. Describe Offeror’s plans to involve minority business in the performance of this contract either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ATTACHMENT “C” Vendor Data Sheet

Note:  The following information is required as part of the response to this solicitation.  Failure to complete and provide this sheet may result in finding the proposal nonresponsive.

1. Qualification:  The vendor must have the capability and capacity in all respects to satisfy fully all of the contractual requirements.

2.
Vendor’s Primary Contact:   

















Name








Telephone Number

3.
Years in Business:  Indicate the length of time you have been in business providing this type of good or service:  __________ Years
 ________ Months

4.
Vendor Information
FIN or FEI Number if company, corporation, or partnership:   

Social Security Number if individual:  

5.
Indicate below at least four (4) current or recent accounts (commercial or governmental) that the Offeror’s company is servicing, has serviced, or has provided similar goods.  Include the length of service and the name, address, and telephone number of the point of contact.

A. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


B. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


C. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


D. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


I certify the accuracy of this information:

Signed  












Date  

Title_______________________________________________
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ATTACHMENT “D” Contractor Budget Template
(Note: This Contractor Budget Template is available 

as a separate MS Excel attachment, upon request )
	Name of Company / Organization:
	

	DRS Contract #:                                                         DRS Vendor #:
	

	Contract Period: State Fiscal Year 2010 (July 1, 2009 through June 30, 2010)
	

	Expenditures are for month / year:
	

	
	
	
	
	
	
	rev June 2008
	

	BUDGET CATEGORY
	ORIGINAL ANNUAL BUDGET AMOUNT
	REQUESTED BUDGET ADJUSTMENT (if any)
	ADJUSTED ANNUAL BUDGET AMOUNT
	CURRENT MONTH'S EXPENDITURES
	YEAR TO DATE EXPENDITURES
	BALANCE
	

	PERSONNEL
	 
	 
	 
	 
	 
	 
	

	Salaries / Wages
	 
	 
	 
	 
	 
	 
	

	Name/Position (% of time allocated to state-funded program)
	 
	 
	 
	 
	 
	 
	

	Name/Position (% of time allocated to state-funded program)
	 
	 
	 
	 
	 
	 
	

	Name/Position (% of time allocated to state-funded program)
	 
	 
	 
	 
	 
	 
	

	Name/Position (% of time allocated to state-funded program)
	 
	 
	 
	 
	 
	 
	

	Benefits
	 
	 
	 
	 
	 
	 
	

	FICA
	 
	 
	 
	 
	 
	 
	

	Health / Disability / Retirement
	 
	 
	 
	 
	 
	 
	

	TOTAL PERSONNEL / BENEFITS
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	NON PERSONNEL
	 
	 
	 
	 
	 
	 
	

	Corporate / Organization Expenses
	 
	 
	 
	 
	 
	 
	

	Equipment
	 
	 
	 
	 
	 
	 
	

	Printing / Postage / Supplies / Materials
	 
	 
	 
	 
	 
	 
	

	Public Relations / Marketing
	 
	 
	 
	 
	 
	 
	

	Rent / Utilities / Building Maintenance
	 
	 
	 
	 
	 
	 
	

	Staff Development / Training
	 
	 
	 
	 
	 
	 
	

	Staff Travel / Lodging / Meals related to training
	 
	 
	 
	 
	 
	 
	

	Staff Travel / Lodging / Meals not related to training
	 
	 
	 
	 
	 
	 
	

	Telecommunications
	 
	 
	 
	 
	 
	 
	

	Contractual Services
	 
	 
	 
	 
	 
	 
	

	Case Service Funds
	 
	 
	 
	 
	 
	 
	

	Miscellaneous
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	TOTAL NON PERSONNEL
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	 
	

	GRAND TOTAL
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	General Description of Budget Categories:

	Corporate / Organization Expenses: Worker’s Compensation; State Corporation Commission; Virginia Department of Agriculture & Consumer Services (VDACS); Directors & Officers / General / professional liability insurance

	Equipment: purchase / lease / repair of computers (hardware), copiers, fax machines, scanners, postage machines

	Printing / Postage / Supplies / Materials: brochures, flyers, business cards, postal costs including UPS, Fed Ex, etc., general office supplies, software, reference materials, journal subscriptions
	

	Public Relations / Marketing: newspaper ads, conference exhibitor fees; program sponsorship of training workshops, seminars, conferences (not for employees), national/state organizational membership fees

	Rent / Utilities / Building Maintenance: water, sewer, electricity, janitorial

	Staff Development / Training: registration and other fees for program employees to attend training, workshops, seminars, conferences

	Staff Travel / Meals: mileage, lodging, per diem for meals, incidentals (related to employee training)

	Staff Travel / Meals: mileage, lodging, per diem for meals, incidentals (not related to employee training)

	Telecommunications: telephones (land lines, cell phones, pagers), Internet, Website hosting/maintenance

	Contractual Services: professional services provided to the program / organization such as bookkeeping, payroll, audit, tax services; neuropsychological, educational specialist consultation for program staff, etc.
	

	Case Service Funds: Community Support Services or goods provided to individuals served by the program

	Miscellaneous:


This page intentionally left blank.






PAGE  
1

