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SEALED REQUEST FOR PROPOSAL (RFP) 

ISSUE DATE: March 18, 2022 

RFP NUMBER & TITLE: RFP 22-1361; Domain Reseller and Hosting Services 

PROPOSAL DUE DATE & TIME: April 13, 2022 at 2:00pm EST 
NOTE:  Proposals received after the due date and time cannot be accepted. 

PROPOSAL DELIVERY ADDRESS: 
University of Mary Washington 
Procurement Services /Reference RFP 22-1361 
Eagle Village Executive Offices, Suite 480 
1125 Emancipation (formerly Jefferson Davis) Hwy., Fredericksburg, VA 22401 

WORK LOCATION: ☒ All Campuses   ☐ Fredericksburg   ☐ Stafford    ☐ Dahlgren 

COMMODITY CODE(S): 92000, 91832, 91871, 20890, 95800 

PRE-PROPOSAL CONFERENCE:  ☐ Optional   ☐ Mandatory   ☒ N/A 

CONTRACT OFFICER: Michelle Pickham EMAIL: mmiller8@umw.edu 

PERIOD OF CONTRACT:                  June 20, 2022 – June 19, 2025 with five (5) one-year renewal options 

 
In compliance with this Sealed Request for Proposal (RFP) and to all the conditions imposed therein, and hereby 
incorporated by reference, the undersigned firm offers and agrees to furnish the goods/services in accordance with 
attached signed proposal or as mutually agreed upon by subsequent negotiation. The undersigned firm hereby certifies 
that all information provided in response to this RFP is true, correct and complete. 
 
By signing this proposal, you are certifying that you are an authorized representative of the offering firm and that the 
firm’s principals or legal counsel have reviewed the Request for Proposal General Terms and Conditions and any Special 
Terms and Conditions.  Any exceptions to the General or Special Terms and Conditions must be clearly identified in your 
proposal.  No exceptions can be taken to those General or Special Terms and Conditions that are mandated by law.  If 
no exceptions are identified in your proposal, it is understood that the provisions will become a part of any final 
agreement.   
 

THIS FORM MUST BE COMPLETED AND RETURNED WITH PROPOSAL 

Name of Offering Firm:  

Address of Offering Firm:  

DSBSD Certification No.:  Expiration Date:  

eVA ID:  Tax ID:  

Email:  Telephone:  

Website:  Fax:  

Submitted By (Print Name & Title):  

Signature (In Ink):  Date:  
 
 
 
 

https://www.sbsd.virginia.gov/
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SEALED REQUEST FOR PROPOSALS (RFP) 
 
I. QUESTIONS/INQUIRIES: All inquiries for information should be directed via email to the contract officer listed 

above, referencing the RFP by title and number.  No questions will be accepted after March 31, 2022 at 10:00am. 
 

II. PROPOSAL RECEIPT REQUIREMENTS: Sealed Proposals for furnishing the services described herein must be 
submitted via the electronic online response function within solicitation posting on the eVA Virginia Business 
Opportunities (VBO). 

A. It is the responsibility of the offeror to ensure that the proposal is received on time.  
B. UMW requires the inclusion of a clearly marked redacted proposal if any portion of the Offeror’s proposal 

contains proprietary information. 
 

III. ADDENDA: Any changes resulting from the University’s requirements will be issued in an addendum and will be 
posted on the eVA website: http://www.eva.virginia.gov. It is the sole responsibility of the Offeror to check for all 
changes to the RFP prior to submission.  

 
IV. INCLEMENT WEATHER/SUSPENDED SCHEDULE: Proposal receipt deadline scheduled during a period of suspended 

state business operations, including school closing due to inclement weather, will be rescheduled for processing at 
the same time on the next regular business day. It is your responsibility to check UMW’s website or call for closing 
information: www.umw.edu or (540) 654-2424. 

 
V. PUBLIC RELEASE OF INFORMATION: UMW utilizes a Public Contracts Portal (Cobblestone) 

https://umw.cobblestonesystems.com/public/  for posting of procurement documents, including winning 
proposals.  Further, if the resulting contract includes cooperative language, the VASCUPP public portal 
https://vascupp.org/contracts.php   will be used to house relevant procurement documents, including winning 
offeror’s proposal.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.eva.virginia.gov/
http://www.umw.edu/
https://umw.cobblestonesystems.com/public/
https://vascupp.org/contracts.php
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I. PURPOSE:   
The intent and purpose of this Request for Proposal (RFP) is to solicit proposals from qualified sources to establish 
a multi-year contract through competitive negotiations with one qualified contractor to provide Domain Reseller 
and Hosting Services as outlined herein to the University of Mary Washington (‘UMW’ or ‘the University’), an 
agency of the Commonwealth of Virginia.  It is intended for the resulting contract to include cooperative language 
for the benefit of all public bodies and other entities referenced herein. 

 
II. ORGANIZATION OVERVIEW:  

Founded in 1908, the University of Mary Washington, is a premier, selective, coeducational, public liberal arts 
institution that offers rigorous academics in small classroom settings, innovative master teachers, a supportive 
campus community that values honor and integrity, and a civically, socially, and intellectually engaged community. 
Located within the Commonwealth of Virginia in Fredericksburg, UMW resides within an hour’s drive of both the 
nation’s Capital of Washington, D.C. and the State Capital of Richmond, offering students unique opportunities for 
internships, research excursions, and recreation. The University currently consists of three colleges for Arts and 
Sciences, Business, and Education, and two additional campuses: one in Stafford, VA and the other in Dahlgren, VA. 
For more information about the University of Mary Washington: http://www.umw.edu/about/.   

 
III. BACKGROUND:  

The University of Mary Washington has a strong tradition of providing innovative web environments to support 
teaching and learning. Two of these environments are UMW Blogs and Domain of One’s Own (DoOO).  
  
UMW Blogs is a WordPress Multisite (WPMS) environment in which any faculty, staff, or student can create an 
account. Through the built-in provisioning of WPMS, users can then create any number of individual web sites for 
curricular or extracurricular purposes. The current system, hosted on Reclaim Cloud, has approximately 15,000 
users and approximately 11,000 sites. This environment continues to grow in terms of users and sites, and hosting 
and application management must be able to accommodate this growth.  

  
Domain of One’s Own provides domain registration and open-source web hosting (on a LAMP stack) to any UMW 
faculty, student, or staff member. Any user can register a personal domain and then build out a web presence on 
the associated hosting account. Users of the service can setup their domain to run a variety of software (LAMP 
environment), create subdomains, databases, email addresses, and many other typical functions of a hosting 
control panel.  DoOO currently has 1423 user accounts, 1496 hosting accounts, and 1574 registered domains.   
  
Since Summer 2016, the University has contracted with Reclaim Hosting LLC for the reselling/management of 
domains and the hosting service for Domain of One’s Own and UMW Blogs. The contract provides physical and 
virtual servers, domain registration, user onboarding systems, as well as timely technical support for contracted 
systems to staff in Digital Learning Support who provide local administration of UMW Blogs and DoOO.  The current 
contract includes:  
  

•  Domain of One’s Own hosting services and application management:  
• Single Sign On integration  
• 30 days of daily off-site backups at the cPanel level  
• cPanel license and handling services  
• Hosting costs (currently three servers with up to 1000 web hosting accounts on each server)  
• Server level support and ongoing maintenance  
• Exit strategies for graduating students to migrate to their own hosting  
• Deprovisioning support for accounts identified by UMW  
• Application management costs  
• Domain management fees  
• Technical support for UMW system administrators  
• Documentation Templates to support administrators and community  

  
 

http://www.umw.edu/about/
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• UMW Blogs hosting services and application management:  
• Single Sign-On integration  
• Reclaim Cloud virtual server and storage costs  
• Application management costs  
• Quarterly backups  
• Technical support for UMW system administrators  

  
• UMW Blogs Cloud Development and Testing Environment  

• Reclaim Cloud virtual server and storage costs  
• Application Management  
• Technical support for UMW system administrators  

 
Domain reselling has been managed through Enom, with Reclaim Hosting responsible for depositing funds 
(provided by the University) into the University’s Enom account to cover domain registration and renewal costs. 
Reclaim Hosting is responsible for performing all necessary setup, maintenance, upgrades, and security patches for 
servers that provide individual DoOO accounts. The servers also utilize a cPanel/WHM license (provided by Reclaim 
Hosting) for server management and a cPanel plugin, Installatron (license provided by Reclaim Hosting), for 
automated open-source script installation. Management of Domain of One’s Own clients has been through the 
WHMCS software (license provided by Reclaim Hosting), which integrates with Enom and cPanel/WHM.   
  
Currently, Reclaim Hosting provides onboarding to Domain of One’s Own for UMW users through a single install of 
WordPress that serves as a hub for the other systems. Users login to that WordPress install via the University’s 
Central Authentication System (CAS), enabled by a WordPress CAS plugin. Once logged in, custom php code within 
that WordPress install matches a user’s WordPress account to their account in WHMCS (by their unique UMW 
email which both accounts use). An iframe is then embedded in WordPress that either takes the user to a WHMCS 
order form to register a domain (if they are a new user) or to cPanel (if they have an existing account). All of the 
code is written in php, lives within the WordPress child theme, and uses WHMCS’s and Enom’s APIs to accomplish 
this integration.  

 
The University will not guarantee any particular usage amount during any period of the resulting contract, nor will 
it be held responsible in any way if contract usage exceeds or does not meet this estimate. 
 

IV. CONTRACT PARTICIPATION – COOPERATIVE PURCHASING/USE OF AGREEMENT BY THIRD PARTIES: (This clause 
shall be incorporated into the final Contract.) 
A.  Under the authority of §6 of the Rules Governing Procurement of Goods, Services, Insurance and Construction 

by a Public Institution of Higher Education of the Commonwealth of Virginia (copy available at 
https://vascupp.org/rules.pdf), it is the intent of this solicitation and resulting contract(s) to allow for 
cooperative procurement.  Accordingly, any public body (to include government/state agencies, political 
subdivisions, etc.), cooperative purchasing organizations, public or private health or educational institutions or 
any University related foundation and affiliated corporations may access any resulting contract if authorized 
by the contractor. 

B. Participation in this cooperative procurement is strictly voluntary.  If authorized by the Contractor(s), the 
resultant contract(s) may be extended to the entities indicated above to purchase goods and services in 
accordance with the contract terms.  As a separate contractual relationship, the participating entity will place 
its own orders directly with the Contractor(s) and shall fully and independently administer its use of the 
contract(s) to include contractual disputes, invoicing and payments without direct administration from UMW.   
No modification of this contract or execution of a separate agreement is required to participate; however, the 
participating entity and the Contractor may modify the terms and conditions of this contract to accommodate 
specific governing laws, regulations, policies, and business goals required by the participating entity.  Any such 
modification will apply solely between the participating entity and the Contractor.  

C. UMW shall not be held liable for any costs or damages incurred by any other participating entity as a result of 
any authorization by the Contractor to extend the contract.  It is understood and agreed that UMW is not 
responsible for the acts or omissions of any entity and will not be considered in default of the contract no 

https://vascupp.org/rules.pdf
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matter the circumstances.  Use of this contract(s) does not preclude any participating entity from using other 
contracts or competitive processes as needed.   

 
V. SMALL, WOMAN-OWNED AND MINORITY-OWNED (SWAM) PARTICIPATION: 

It is the policy of the Commonwealth of Virginia to contribute to establishment, preservation, and strengthening of 
small businesses 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 
(includes Micro) and otherwise Diverse Businesses through partnerships, joint ventures, subcontracts, and other 
contractual opportunities.  

 
VI. PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS: 

 
A. GENERAL PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS: 

1. Proposal Requirements - The University reserves the right to: 
• accept or reject any and all proposals, in whole or in part, received as a result of this RFP,  
• waive minor informalities,  
• issue a lowered evaluation of the proposal for failure to submit all information requested, 
• negotiate with any or all responsible vendors in any manner necessary to serve the best interests of 

the University, or accept the best proposal as submitted, without negotiation. 
 
Any proposal submitted without a signature binding the Offeror to the proposal will be considered non-
responsive and may be rejected. This Request for Proposal creates no obligation on the part of the 
University to award a contract or to compensate vendors for proposal preparation expenses.   
 

2. Protection of Trade Secrets/Proprietary Information: The Virginia Freedom of Information Act “FOIA” 
requires release of any procurement documents that are not appropriately marked and protected through 
the Trade Secrets or Proprietary Information provisions outlined in the paragraphs below.   

 
If the Offeror intends to protect any Trade Secrets or Proprietary Information, they must: 
• invoke the protection of the Code of Virginia, § 2.2-4342F, in writing, stating the reasons why 

protection is necessary, and 
• submit, at the same time as the original proposal submission, a separate redacted version of the 

proposal which contains identical content, but blacks out any protected information not appropriate 
for public release. If a redacted proposal is not received at the same time as the original proposal, 
no part of the document may later be protected by the Offeror and restricted from public review. 
 

The designating of an entire proposal document, line item prices and/or total proposal prices as 
proprietary or as a trade secret is not acceptable. If, after being given reasonable time, the Offeror refuses 
to withdraw the entire proposal designation as redacted, the proposal will be rejected. 
 

3. Oral Presentations:  Offerors who submit a proposal in response to this RFP may be required to give an 
oral presentation of their proposal to the University. This will provide an opportunity for the Offeror to 
clarify or elaborate on the proposal. This is a fact-finding and explanation session only and does not include 
negotiation. Oral presentations are an option of the university and may not be conducted. Therefore, 
proposals submitted in response to this RFP should not be submitted with the presumption that there will 
be opportunities to revise that proposal after submission.  
 

4. Proposal Formatting, Content, and Number Required: Proposals should be as detailed as possible so that 
the University of Mary Washington may properly evaluate the Offeror’s capabilities to provide the required 
services. Proposals should be straightforward and concise and address the RFP in its entirety. 
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a. Submission of electronic response via eVA: One (1) original electronic version of the proposal is 
required and one (1) separate electronic version clearly marked redacted copy must be submitted 
if required by the vendor. 

 
5. Limited Contact:  To ensure timely and adequate consideration of your proposal, Offerors are to limit all 

contact, whether verbal or written, pertaining to this RFP to the UMW Procurement Office Contract Officer 
indicated on the face of this document for the duration of this Procurement process.  Failure to do so may 
jeopardize further consideration of an Offeror’s Proposal. 

 
B. SPECIFIC PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS: Proposals should be as thorough and 

detailed as possible. Offerors are required to submit the following items within the proposal: 
 
1. Complete and return SIGNED RFP cover page. Proposal must be signed by an authorized representative of 

the Offeror. 
2. Provide a brief description and history of the firm, including information detailing experiences and 

qualifications of the firm to provide this solution, such as number of years in business providing similar 
solutions to similar entities, preferably in higher education. 

3. Submit a complete response to the RFP, in detail, to include capabilities to meet each requirement. 
4. Describe your business organization structure and overall project implementation plan, including points of 

contact for the project and any support available. 
5. Describe the planned account structure. How will the University be invoiced for services? 
6. Submit Attachments A-E, completed. 
7. Submit any exceptions the Offering firm takes to the Terms and Conditions as stated in this RFP.  
8. Any other information the Offeror believes will help the University evaluate its proposal. 
 

Please review the Proposal Submission Checklist (ATTACHMENT F) attached to this RFP prior to submission. 
 
VII. STATEMENT OF NEEDS: The Contractor shall provide services for the reselling of domains, hosting services, and 

some application support for Domain of One’s Own, hosting and application support for UMW Blogs, and a testing 
and development site for UMW Blogs. 

 
A. Domain Reselling: The contractor must be able to manage all current domain registrations/renewals as well 

as implement a system for new domain registrations/renewals in a way that integrates smoothly with the 
Domain of One’s Own customer management and hosting environment.  
 
1. Contractor system shall utilize WHMCS management software to facilitate domain registrations and client 

management, and the contractor will provide the WHMCS license.  
2. The Contractor’s implementation of WHMCS must integrate with the primary Domain of One’s Own 

project site (http://umw.domains) which utilizes WordPress as a platform for user signup/sign in (via CAS), 
domain registration, and access to cPanel through a series of WordPress plugins and custom code.  

3. The Contractor’s chosen domain registrar’s system shall have full integration via API with WHMCS for 
registrations, transfers, renewals, nameserver and DNS administration, and registrar lock. *Note – please 
see http://docs.whmcs.com/Domain_Registrars for full documentation on compatible registrars and 
functionality.  

4. Contractor shall facilitate cancellation of domain renewal for students, faculty, and staff who have 
separated from the University. UMW can provide data files at regular intervals of these individuals for 
purging of domain renewals, based upon the contractor’s data/system requirements. The intervals at 
which the data files need to be provided can be discussed at a later time.  

5. UMW will be restricting registration to the following generic Top-Level Domains and requires that the 
Contractor be able to provide them:  

a. .com  
b. .net  

http://umw.domains/
http://docs.whmcs.com/Domain_Registrars
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c. .org  
d. .info  

6. UMW will pay the Contractor deposits of an amount and at a time of the University’s discretion to be 
deposited into the domain reseller account. The Contractor may charge a management/administration fee 
for these transactions.  

7. If the Contractor does not want to continue using the existing Enom account, the Contractor shall agree to 
continue to use up the remaining deposit balance in Enom for the domain registrations before switching 
to a new reseller approved by UMW. Contractor shall be responsible for migrating all domain 
registrations/renewals from Enom to a new reseller.  

a. Describe the planned management environment and implementation for the domain reselling 
system. 

b. If the existing Enom account is not planned on being utilized, describe the plan for using a different 
reseller, including who the reseller is and the migration/implementation plan. 

 
B. Hosting Services: The Contractor must be able to manage a secure and stable open-source hosting 

environment to support the web hosting requirements of UMW’s users. Offeror must provide detailed 
responses on how they will meet the following requirements:  

 
1. General Hosting Requirements:   

a. Equipment, software, setup of the hosting environment, and all maintenance, upgrades, and 
security patches for any equipment. The hosting environment can be provided through 
virtualization/cloud services, but the vendor is responsible for setting up, maintaining, upgrading, 
and securing such an environment. Currently, UMW Blogs is hosted through Reclaim Cloud (a 
service provided by Reclaim Hosting). The University does not require that UMW Blogs and 
Domain of One’s Own be hosted through the same service/server.  

i. If the Contractor does not plan to host through the same service/server, describe the new 
hosting environment and the plan for migration of current platforms over to the new 
hosting environment. 

b. Scalable infrastructure. The University will pay according to the resources required/used. Offeror 
shall provide a pricing structure for infrastructure scaling.  

c. Flexibility to customize data, storage, and access to client requirements based on University needs. 
The University will pay according to resources required/used. Offeror shall provide a pricing 
structure for data, storage, and access customizability.  

d. Active monitoring and application support.   
e. Provide weekly report detailing bandwidth, storage/database space, and domain registrations.  
f. The Contractor will provide all software licenses necessary to deliver the services.  

 
2. Domain of One’s Own (DoOO) Hosting Requirements: Offeror must provide detailed responses on how 

they will meet the following requirements:  
a. Provide a physical, virtual, or cloud-based data center for LAMP Web hosting to support users of 

Domain of One’s Own. Please note that some open-source tools or software referenced in this 
RFP may need to be installed on the server for management purposes (WHMCS, Installatron, etc.). 
The open-source hosting requirement is referring to the applications that our users (UMW faculty, 
students, and staff) would install on their own individual hosting accounts within the system.  

b. Contractor shall migrate all existing DoOO accounts from the current hosting company to the new 
hosting environment, if needed. The Contractor shall coordinate with UMW staff to minimize 
downtime and impact on users during the migration.  

c. Contractor shall provide a managed dedicated server hosted off-site with a MINIMUM of the 
following specifications OR a virtualized/cloud-based server environment with the equivalent of 
the following minimum specifications. This server environment must support all of the individual 
DoOO user accounts. Offeror may submit a pricing table with variable specifications. If provided, 
UMW may use this to adjust specifications on an annual basis as the DoOO project grows.  

i. Minimum specifications:  
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a) Quad-core Processor  
b) 16GB RAM  
c) 1000GB SSD Disk Storage 
d) Gigabit Ethernet 
e) 7TB Bandwidth per month  
f) CentOS Operating System; System would be running cPanel with Apache, MySQL, 

and PHP  
d. WHMCS (license provided by contractor) must continue to be used for domain registrations and 

provisioning of accounts in cPanel.  
e. Contractor must use cPanel/WHM for account management on the web server and must provide 

one cPanel/WHM license for the length of the contract. All upgrades and patches, and any 
associated costs, shall be the responsibility of the Contractor.  

f. Contractor will provide any additional licenses needed to provide the service.  
g. Contractor shall provide copies of any license agreements applicable under the contract.  
h. Contractor shall handle installation of cPanel/WHM on server including any prerequisites such as 

Apache, MySQL, PHP.  
i. Contractor shall facilitate cancellation of hosting accounts for students, faculty, and staff who have 

separated from the University. UMW can provide data files at regular intervals of these individuals 
for purging of accounts, based upon the Contractor’s data/system requirements.  

i. Describe the process of account cancellations for students, faculty, and staff who have 
separated from the University. 

j. Contractor shall provide an offsite backup solution that provides automated, full block-level 
backups of all files and databases for individual accounts.  Incremental backups are captured 
monthly, weekly, and daily and are to be obtainable at the server level and by end-users through 
the cPanel interface. The “offsite” location must be geographically separated from the data center 
in the event that one location incurs an interruption of service.  Additional automatic backups are 
also available at the application level through cPanel’s Installatron interface.  Before any account 
termination, the Contractor shall provide a final backup to be stored on the server for 30 days. 
Contractor shall also coordinate with UMW if they wish to hold terminated account backups for a 
longer period of time by offloading the backups to a third-party storage location. 
 

3. UMW Blogs Hosting Requirements: Offeror must submit detailed responses on how they will meet each 
requirement.  

a. Provide a physical, virtual, or cloud-based data center offering secure, redundant facilities for 
hosting of a large WordPress Multisite (WPMS) instance. “Redundant facilities” refers to an 
alternate processing site including necessary agreements to permit the transfer and resumption 
of information system operations for essential missions/business functions within the defined 
recovery time period and recovery point objectives when the primary processing capabilities are 
unavailable.  

b. Ensure hosting infrastructure can accommodate current installation size and anticipated growth. 
Currently, UMW Blogs has 15,000 user accounts, 11,000 sites, and 80,000 views a month. Growth 
is not anticipated to grow significantly, but offeror must be able to easily scale services if demand 
grows or diminishes.  

c. Provide an offsite backup solution that provides automated, incremental monthly, weekly, and 
daily backups of all core WordPress files, user files/content, and databases in an offsite location. 
UMW project administrators shall have access to all backups; individual users do not need to have 
access to backups for UMW Blogs. The “offsite” location must be geographically separated from 
the data center in the event that one location incurs an interruption of service.  

d. Provide regular scanning of core WordPress files, plugins, and themes to check for viruses and 
exploits. In the event virus or exploit is discovered, the Contractor shall clean up compromised 
files.  

e. Provide infrastructure to support a high number of simultaneous authors within the WPMS system 
and the resources necessary for the associated writes to the WordPress databases.   
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f. Provide root access to the server and SSH access for select UMW administrators.  
  

4. UMW Blogs Development and Testing Environment Hosting Requirements: Offeror must submit detailed 
responses on how they will meet each requirement.  

a. Provide a cloud-based internal to UMW development and testing environment of the UMW Blogs 
installation described in Section 3 for use by UMW staff.  

b. Ensure that this environment replicates the current installation of UMW Blogs by updating the 
data in the development and testing environment to match the data in the live UMW Blogs service 
up to two times a year at a mutually beneficial time. 

 
C. Application Management and Support: The University requires some application management and support 

for various server-based software used to administer Domain of One’s Own as well as for the WordPress 
Multisite application running UMW Blogs. The Contractor shall be responsible for the following:  
 
1. Domain of One’s Own:   

a. Install all applications currently used to manage Domain of One’s Own (WHM/cPanel, Installatron, 
WHMCS) to new hosting environment and migrate any associated data, settings, configurations, 
etc. UMW project administrators will work with the Contractor to find a migration time that will 
limit impact to users.  

b. Complete updates and security patches for WHM/cPanel, WHMCS, and Installatron. Assist with 
troubleshooting and problems that emerge after updates or patches are completed.  
 

2. UMW Blogs:   
a. Manage migration of current installation from Reclaim Cloud to new hosting environment, 

including all core WP files, databases, and user content files. Coordinate with UMW staff to time 
migration in a way that minimizes user impact.  

 
D. Support and Project Management: The Contractor shall provide the following:  

1. A minimum level of telephone, email, and/or live chat support for any unexpected issues.  
2. Staff capable of providing priority administrative and technical support if Contractor systems are down or 

otherwise unavailable to users.   
3. Initial one-on-one support for faculty and students will be handled internally by UMW and escalated to the 

Contractor as necessary by Digital Learning Support department employees.  
4. One point of contact for project implementation and ongoing support. If that contact changes, the 

Contractor is responsible for providing a replacement contact for assisting and managing the services 
detailed herein.  

5. Mandatory kick-off meeting with awarded Offeror to further discuss implementation details.  
 

E. Additional Services (Not Required): In addition to the requirements listed above, the Contractor may be asked 
to provide custom support and development in support of either project to improve the user experience or 
application functionality. A pricing scale for this work may be provided with the RFP response. Provide a 
detailed response on the firm’s ability to provide any of these additional services. Potential projects or 
additional services might include:  
1. Customization of Domain of One’s Own project WordPress site (which functions as a portal for users to 

their accounts, cPanel, domain registration, etc.).  
2. Development of custom Installatron installation packages for commonly used applications.  
3. Development of custom WordPress plugins for WPMS to facilitate faculty and student needs in UMW 

Blogs.  
4. Assisting with troubleshooting Domain of One’s Own or UMW Blogs user problems.  
5. The ability for graduating students to continue domain registration and hosting with the Contractor at the 

student’s own cost.  
6. Cloud-based environments that allow UMW to support other projects beyond a LAMP environment.  
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7. Instructional technology consulting services aimed at higher ed customers focused on the systems and 
services the Contractor provides to UMW.  

8. Provide a list of any and all additional services the firm is able to provide along with pricing such as 
development assistance, technical consulting services, etc.  

 
VIII.  CONTRACT ADMINISTRATION:  

A. The Director of Digital Learning Support, or designee, shall be identified by the University as the Contract 
Administrator and shall use all powers under the contract to enforce its faithfulness and performance in 
conjunction with the University’s Procurement Services department.  

B. The Contract Administrator shall determine the amount, quantity, acceptability, fitness of all aspects of the 
services and shall decide all other questions in connection with the services.  The Contract Administrator shall 
not have authority to approve changes in the services which alter the concept or which call for an extension of 
the contract term.  Any modifications made to the contract must be authorized by the University’s 
Procurement Services Department through a written two-party modification to the contract. 

 
 

IX. EVALUATION CRITERIA: Proposals shall be evaluated by the University of Mary Washington Evaluation 
Committee using the following criteria: 

 
Criteria Point Value 
Suitability: How well response meets statement of needs and best fit for UMW 30 
Pricing: The total cost of the services 25 
Capability: Experience and qualifications for providing similar solutions 25 
Plan & Methodology: Specific plan to implement solution  15 
Registered Small Business or Planned Small Subcontractor Use 5 
Total 100 

 
X. GENERAL TERMS AND CONDITIONS:  

Please refer to the link to follow regarding Required General Terms and Conditions of this Solicitation which are a 
mandatory part of the resulting contract:  https://adminfinance.umw.edu/procurement/umw-policies-and-
procedures-2/umw-terms-conditions/ 
 

XI. SOLICITATION SPECIAL TERMS AND CONDITIONS: 
 
CONTROLLING VERSION: The PDF version of the solicitation and any addenda issued by University of Mary 
Washington Procurement Services is the mandatory controlling version of the document. Any modification and/or 
additions to the solicitation by the Offeror shall not modify the official version of the solicitation issued by UMW 
Procurement Services unless accepted in writing by the University. Such modifications or additions to the 
solicitation by the Offeror may be cause for rejection of the proposal; however, UMW reserves the right to decide, 
on a case by case basis, in its sole discretion, whether to reject such a proposal. If the modifications or additions 
are not identified until after the award of the contract, the controlling version of the solicitation document shall 
still be the official state form (PDF) issued by UMW Procurement Services.  
 
LATE PROPOSALS: To be considered for selection, proposals must be received by the eVA electronic online 
response function no later than the designated date and hour.  Proposals received after the date and hour 
designated are automatically disqualified and will not be considered. It is the sole responsibility of the Offeror to 
ensure that its proposal reaches the designated receipt location no later than the assigned date and hour.    

 
DEBARMENT STATUS: By participating in this procurement, the Offeror certifies that they are not currently 
debarred by the Commonwealth of Virginia or any affiliated agency from submitting a response for the type of 
services covered by this solicitation.  Offeror further certifies that they are not debarred from filling any order or 
accepting any resulting order, or that they are an agent of any person or entity that is currently debarred by the 

https://adminfinance.umw.edu/procurement/umw-policies-and-procedures-2/umw-terms-conditions/
https://adminfinance.umw.edu/procurement/umw-policies-and-procedures-2/umw-terms-conditions/
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Commonwealth of Virginia.  If a vendor is created or used for the purpose of circumventing a debarment decision 
against another vendor, the non-debarred vendor will be debarred for the same time period as the debarred 
vendor.  

 
PROCUREMENT MANUAL: This solicitation and any resulting contract is subject to the provisions of the 
Commonwealth of Virginia Procurement Manual for Institutions of Higher Education and their Vendors and any 
revisions thereto, which are hereby incorporated into this contract in their entirety. The manual may be viewed at 
http://vascupp.org.  
  
EXTRA CHARGES PROHIBITED:  The proposal price shall be complete; and shall include all applicable freight and 
any other charges; extra charges invoked by the Contractor shall not be honored or paid.  These charges, for 
example, shall include but not be limited to fees invoked by the vendor for the use of the credit card for payment 
of invoices, or any order-associated eVA fees.    
   
QUALIFICATION OF OFFERORS: UMW may make such reasonable investigations as deemed proper and necessary 
to determine the ability of the Offeror to perform the services the goods and the Offeror shall furnish to UMW all 
such information and data for this purpose as may be requested.  UMW reserves the right to inspect the Offeror’s 
physical facilities prior to award to satisfy questions regarding the Offeror’s capabilities.  UMW further reserves the 
right to reject any proposal if the evidence submitted by, or investigations of, such Offeror fails to satisfy UMW 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 herein.  
 
INSURANCE: By signing and submitting a 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. 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:  

  
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 and $2,000,000 in the aggregate. 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.  

 
UNDERSTANDING OF REQUIREMENTS: Your signature on your proposal submission certifies your understanding 
of the following:  

1. It is the responsibility of each offeror to inquire about and clarify any requirements of this solicitation that 
is not understood.  The University will not be bound by oral explanations as to the meaning of specifications 
or language contained in this solicitation.    

2. Therefore, all inquiries deemed to be substantive in nature regarding the specifications or other solicitation 
documents must be in writing and submitted to the responsible Contract Officer, whose name appears on 
the face of the solicitation, in the Procurement Services Office no later than five business days before the 
due date.  Offerors must ensure that written inquiries reach the Contract Officer by the date stated in 
RFP.  A copy of all queries and the respective response will be provided in the form of an addendum.    

3. Your signature on your proposal and submission thereof certifies that you fully understand the 
requirements of this solicitation and have familiarized yourself with all federal, state and local laws, 
ordinances, rules, and regulations that may affect the cost, progress, or performance of the work. Failure 

http://vascupp.org/
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or omission of any Offeror to receive or examine any form, instrument, addendum or other documents, or 
to acquaint itself with conditions existing at the site, shall in no way relieve the vendor from any obligations 
with respect to its proposal submission or to the contract.  

 
ACCEPTANCE PERIOD: Any offer in response to this solicitation shall be valid for one-hundred and twenty (120) 
days. At the end of the one-hundred and twenty (120) days the offer may be withdrawn at the written request of 
the offeror. If the offer is not withdrawn within 10 calendar days at the end of the stated Acceptance Period, the 
offer shall remain in effect, as-is, until an award is made, or the solicitation is canceled. If the offer specifies an 
alternative acceptance period than the one written here, the acceptance period shall be the longer of the two 
dates.  
 
AWARD – RFP: 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 the 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(s) which, in its opinion, has offered the best overall 
combination of quality, price and various elements of required goods/services, as stated in the solicitation, which 
in total are optimal relative to the agency’s need, and shall award the contract to that offeror(s).  The University 
may cancel this Request for Proposal, 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 (Governing 
Rule §16).  Should the University 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, or if in the sole 
opinion of the University it is in the University’s best interest to award to only one offeror, 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.  The University, 
in its sole opinion, reserves the right, if determined to be in the best interest of the University, to make: a separate 
award of each item, an award of a group of items, an award either in whole or in part, a single award, or a multiple 
award.  

 
ANNOUNCEMENT OF AWARD: Upon the award or the announcement of the decision to award a contract resulting 
from a competitive solicitation process for any dollar value, or sole source procurement valued at over $50,000, 
the University will publicly post such notice on the DGS/DPS eVA Virginia Business Opportunities (VBO) 
(www.eva.virginia.gov) for a minimum of 10 days.   

  
SOLICITATION COMMUNICATIONS:  From the date of issue of this RFP by the University until an official award or 
intent to award is issued, or when the University rejects all proposals, all communications regarding information 
related to the solicitation must be through Procurement Services. Any contact with individuals outside of 
Procurement regarding information related to the solicitation may result in the rejection of any Offeror’s proposal 
and/or cancellation of this RFP.   

 
RECYCLING POLICY:  It shall be the policy of the University of Mary Washington to support and encourage 
conservation and recycling efforts by vendors, students, faculty and staff, where possible.     

 
XII. RESULTING CONTRACT SPECIAL TERMS AND CONDITIONS  
 

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.  

 
CONTROLLING VERSION: The PDF version of the contract issued by University of Mary Washington Procurement 
Services is the mandatory controlling version of the document. Any modification and/or additions by the Contractor 

http://www.eva.virginia.gov/
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shall not modify the official version of the contract issued by UMW Procurement Services unless accepted in writing 
by the University.   
 
COOPERATIVE PROCUREMENT/ADDITIONAL USERS - USE OF AGREEMENT BY THIRD PARTIES: It is the intent of 
this solicitation and resulting contract(s) to allow for cooperative procurement. Accordingly, any public body (to 
include government/state agencies, political subdivisions, etc.), cooperative purchasing organizations, public or 
private health or educational institutions, or any University affiliated agency and/or corporation may access any 
resulting contract if authorized by the Contractor. Use of this Agreement does not preclude any participating entity 
from using other agreements or competitive processes.  
   
Participation in this cooperative procurement is strictly voluntary. If authorized by the Contractor(s), the resultant 
contract(s) will be extended to the entities indicated above to purchase goods and services in accordance with 
contract terms.   As a separate contractual relationship, the participating entity will place its own orders directly 
with the contractor(s) and shall fully and independently administer its use of the contract(s) to include contractual 
disputes, invoicing and payments without direct administration from the University.  No modification of this 
contract or execution of a separate agreement is required to participate; however, the participating entity and the 
contractor may modify the terms and conditions of this contract to accommodate specific governing laws, 
regulations, policies, and business goals required by the participating entity.  Any such modification will apply solely 
between the participating entity and the Contractor.  
 
The Contractor will notify the University in writing of any such entities accessing this Contract. The Contractor will 
provide semi-annual usage reports for all entities accessing the Contract. The University shall not be held liable for 
any costs or damages incurred by any other participating entity as a result of any authorization by the Contractor 
to extend the Contract. It is understood and agreed that the University is not responsible for the acts or omissions 
of any entity, and will not be considered in default of the Contract no matter the circumstances.   
   
The Contractor is strongly encouraged to offer additional discounts to all contract participants as the result of 
increasing aggregated spend among all entities accessing the contract.  A plan for extending deeper discounts 
among all contract participants will be requested during negotiations.  

 
ADDITIONAL (FUTURE) GOODS & SERVICES: The University reserves the right to request from the contractor to 
provide additional Goods and/or Services under similar and market-based pricing, terms, and conditions, and to 
make modifications or enhancements to existing services.  Additional Goods and Services may include other 
products, components, accessories, subsystems or related services that are newly introduced during the term of 
the Agreement.  Newly introduced additional Services will be provided to the University at favored nations pricing, 
terms, and conditions.  
 
EMERGENCY RESPONSE NOTIFICATION: In the event of a local, state, or national emergency, the Contractor shall 
submit to the University its current updated emergency policies and/or procedures if any personnel are to be 
performing work on University grounds. In addition to any specific guidelines established by the University for any 
current or ongoing emergency, all guidelines established by the Commonwealth of Virginia, OSHA, the CDC and any 
other regulatory agency shall be followed. It is the responsibility of the Contractor to remain updated regarding any 
current University emergency policies and procedures.    

 
NON-ASSIGNMENT: Neither Party shall assign or transfer its rights or obligations under this Contract without the 
prior written consent of the other Party.   
 
E-VERIFY PROGRAM: EFFECTIVE 12/1/2013: Pursuant to the Code of Virginia, §2.2-4308.2., any employer with 
more than an average of fifty (50) employees for the previous twelve (12) months entering into a contract in excess 
of $50,000 with any agency of the Commonwealth to perform work or provide services pursuant to such contract 
shall register and participate in the E-Verify program to verify information and work authorization of its newly hired 
employees performing work pursuant to such public contract. Any such employer who fails to comply with these 
provisions shall be debarred from contracting with any agency of the Commonwealth for a period up to one year. 
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Such debarment shall cease upon the employer’s registration and participation in the E-Verify program. If 
requested, the employer shall present a copy of their Maintain Company page from E-Verify to prove that they are 
enrolled in E-Verify.  

 
FAIR EMPLOYMENT CONTRACTING ACT:  In accordance with § 2.2-4201, during the performance of this contract, 
the contractor agrees as follows:  

1. The contractor will not discriminate against any employee or applicant for employment because of race, 
religion, color, sex, or national origin, except where religion, sex, or national origin 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, including the names of all contracting agencies 
with which the contractor has contracts of over $10,000.  

2. The contractor will, in all solicitations or advertisements for employees placed by or on behalf of the 
contractor, state that such contractor is an equal opportunity employer. However, notices, advertisements 
and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for 
the purpose of meeting the requirements of this chapter.  

3. If the contractor employs more than five employees, the contractor shall (i) provide annual training on the 
contractor's sexual harassment policy to all supervisors and employees providing services in the 
Commonwealth, except such supervisors or employees that are required to complete sexual harassment 
training provided by the Department of Human Resource Management, and (ii) post the contractor's 
sexual harassment policy in (a) a conspicuous public place in each building located in the Commonwealth 
that the contractor owns or leases for business purposes and (b) the contractor's employee handbook.  

 
The contractor shall include the provisions of subdivisions 1, 2, and 3 in every subcontract or purchase order of 
over $10,000, so that such provisions shall be binding upon each subcontractor or vendor.  

 
INDEPENDENT CONTRACTOR RELATIONSHIP:  
In performing any and all of the services to be provided under this contract, the Contractor shall at all times and 
for all purposes be and remain an independent contractor. In no case and under no circumstances shall the 
Contractor or any of its employees, including but not limited to those of its employees actually performing any of 
the services, have authority to make any representations or commitments on behalf of the University or be 
considered the agent of the University for any purpose whatsoever. No persons engaged by the Contractor in 
connection with the provision of Services shall be considered employees of the University.  As between the parties, 
the Contractor shall be responsible for hiring, supervising, training and instructing those individuals performing the 
services and shall pay any required state and federal taxes on behalf of such persons and provide them with any 
legally required employee benefits.   
 
NON-EXCLUSIVE CONTRACT:  Nothing herein is intended nor shall be construed as creating any exclusive 
arrangement with the Contractor. The contract shall not restrict UMW from acquiring similar, equal or like goods 
and/or services from other sources.  

NON-ASSIGNMENT: Neither Party shall assign or transfer its rights or obligations under this Contract without the 
prior written consent of the other Party.   

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 University 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 

https://law.lis.virginia.gov/vacodepopularnames/fair-employment-contracting-act/
https://www.dhrm.virginia.gov/public-interest/contractor-sexual-harassment-training
https://www.dhrm.virginia.gov/public-interest/contractor-sexual-harassment-training
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additional costs incurred as the result of such order and shall give the University 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 University’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 University with all vouchers and records of expenses incurred and 
savings realized. The University 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 University within thirty (30) days from the 
date of receipt of the written order from the University. 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 Manual for Institutions of Higher Education and Their 
Vendors. 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 University or with the performance of the contract generally.  

 
RENEWAL OF CONTRACT: This contract may be renewed by the University for five (5) successive one-year periods 
under the terms and conditions of the original contract except as stated in 1. and 2. below. Price increases may be 
negotiated only at the time of renewal. Written notice of the University’s intention to renew shall be given 
approximately 90 days prior to the expiration date of each contract period.  

1. If the University elects to exercise the option to renew the contract for an additional one-year period, the 
contract price(s) for the additional one year shall not exceed the contract price(s) of the original contract 
increased/decreased by more than the percentage increase/decrease listed under the Unadjusted Percent 
Change for the Services Less Energy Services category of the CPI-U section of the Consumer Price Index of 
the United States Bureau of Labor Statistics for the latest twelve months for which statistics are available.  

2. If during any subsequent renewal periods, the University elects to exercise the option to renew the 
contract, the contract price(s) for the subsequent renewal period shall not exceed the contract price(s) of 
the previous renewal period increased/decreased by more than the percentage increase/decrease of the 
same CPI-U table referenced above for the latest twelve months for which statistics are available. 

 
CANCELLATION OF CONTRACT: The University reserves the right to cancel and terminate any resulting contract, in 
part or in whole, without penalty, upon sixty (60) days’ written notice to the Contractor. Any contract cancellation 
notice shall not relieve the Contractor of the obligation to deliver and/or perform all outstanding orders issued 
prior to the effective date of cancellation.  The Contractor shall be entitled to receive full compensation for all 
University-accepted services performed and/or goods received prior to the effective date of contract 
termination.  Contractor shall not be entitled to, and hereby waives claims for lost profits and all other damages 
and expenses.     
 
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.  
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CONTINUITY OF SERVICES:  
1. The Contractor recognizes that the services under this contract are vital to the University and must be 

continued without interruption and that, upon contract expiration, a successor, either the University or 
another contractor, may continue them. The Contractor agrees:  

a. To exercise its best efforts and cooperation to affect an orderly and efficient transition to a 
successor;  

b. To make all University owned facilities, equipment, and data available to any successor at an 
appropriate time prior to the expiration of the contract to facilitate transition to successor; and   

c. That the University Contracting Officer shall have final authority to resolve disputes related to the 
transition of the contract from the Contractor to its successor.  

2. The Contractor shall, upon written notice from the Contract Officer, furnish phase-in/phase-out services 
for up to ninety (90) days after this contract expires and shall negotiate in good faith a plan with the 
successor to execute the phase-in/phase-out services. This plan shall be subject to the Contract Officer’s 
approval.  

3. The Contractor shall be reimbursed for all reasonable, pre-approved phase-in/phase-out costs (i.e., costs 
incurred within the agreed period after contract expiration that result from phase-in, phase-out 
operations) and a fee (profit) not to exceed a pro rata portion of the fee (profit) under this contract. All 
phase-in/phase-out work fees must be approved by the Contract Officer in writing prior to commencement 
of said work.  

 
NOTICES: Any official legal notice, demand, request, consent, approval or communication required by this 
Agreement to be provided in writing by either party, shall be addressed to the University or Contractor at their 
respective addresses entered below.  These notices shall be sent via certified mail, return receipt requested, and 
shall be considered by the sender received within five (5) days of delivery to the U.S. Postal Service (for deliveries 
within the continental U.S.), or via the stamped evidence of delivery, whichever occurs first.  Any unofficial notices 
or communications may be sent via electronic mail.  

  
If to the University:    If to the Contractor:  
Attn: Procurement Services   Attn: _________________________ 
1301 College Avenue    ______________________________ 
Fredericksburg, VA 22401  ______________________________  

 
SEVERABILITY:  If any term or provision of this Agreement is found by a court of competent jurisdiction to be invalid, 
illegal or otherwise unenforceable, the same shall not affect the other terms or provisions hereof or the whole of 
this Agreement, but such term or provision shall be deemed modified to the extent necessary in the court's opinion 
to render such term or provision enforceable, and the rights and obligations of the parties shall be construed and 
enforced accordingly, preserving to the fullest permissible extent the intent and agreements of the parties herein 
set forth.  
 
SUBCONTRACTS: No portion of the work shall be subcontracted without prior written consent of the University. In 
the event that the contractor desires to subcontract some part of the work specified herein, the contractor shall 
furnish the procurement agency the names, qualifications and experience of their proposed subcontractors. The 
contractor shall, however, remain fully liable and responsible for the work to be done by its subcontractor(s) and 
shall assure compliance with all requirements of the contract.  

 
TITLE IX: Educational institutions that receive federal financial assistance are covered by Title IX of the Education 
Amendments of 1972. In compliance with Title IX, the University of Mary Washington prohibits discrimination in 
employment as well as in all programs and activities on the basis of sex. The University of Mary Washington’s 
Policy on Sexual and Gender Based Harassment and Other Forms of Interpersonal Violence can be found at 
http://diversity.umw.edu/title-ix/files/2016/09/Policy-on-Sexual-and-Gender-Based-Harassment-and-Other-
Forms-of-Interpersonal-Violence-03.18.pdf. 

http://diversity.umw.edu/title-ix/files/2016/09/Policy-on-Sexual-and-Gender-Based-Harassment-and-Other-Forms-of-Interpersonal-Violence-03.18.pdf.
http://diversity.umw.edu/title-ix/files/2016/09/Policy-on-Sexual-and-Gender-Based-Harassment-and-Other-Forms-of-Interpersonal-Violence-03.18.pdf.
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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.  

CONFIDENTIALITY OF PERSONALLY IDENTIFIABLE INFORMATION: The contractor assures that information and 
data obtained as to personal facts and circumstances related to faculty, staff, students or others 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 University’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 University 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.  

OWNERSHIP OF MATERIALS: Any furnished materials, including but not limited to reports, analyses, data, etc., 
shall remain the property of the University.  All such items and materials shall be delivered to UMW in usable 
condition after completion of the work, and prior to submission of the final invoice for payment. Operating 
Manuals, procedures, or other documents written for carrying out contract services will remain property of the 
University once the contract is closed.  

XIII. METHOD OF PAYMENT:  
The contractor shall be paid using one of the following three (3) methods for all University initiated procurements: 
A. Small Purchase Charge Card (SPCC):  At the time of verified receipt of goods or services, if the Contractor 

accepts credit cards in payment, the University will authorize payment by SPCC, currently the Bank of America 
Visa. Any “Check-out fees” imposed by the contractor must be disclosed prior to the purchase. No check-out 
fee or surcharge may be greater than 4% of the total sale. The University expects that these costs, as well as 
all contractor business expenses will be built into the contractor’s quoted price. If the contractor’s eVA profile 
indicates acceptance of a credit card in payment, the Commonwealth will pay via charge card for invoices 
$50,000 or less. The University reserves the right to request certification (with confirmation code) of the 
vendor’s registration with its merchant bank/VISA to invoke “check-out fees” or surcharges for use of the credit 
card.  “Check-out fees” or surcharges for use of the credit card shall not exceed the vendor’s cost of acceptance 
rate.   

B. ePayables through Bank of America:  All payments under ePayables will have a net 16 payment term.  For 
more information about this payment option, contact UMW’s Accounts Payables department at 
payables@umw.edu or view http://www.bankofamerica.com/epayablesvendors. 

C. Check or ACH: Payment will be made 30 days after satisfactory performance of the contract in all provisions 
thereof and upon receipt of a properly completed invoice, whichever is later; in accordance with Chapter 43, 
VPPA, Article 4, Code of Virginia. 

 
To be considered eligible for payment, all invoices must be complete, should reference the eVA purchase order 
and UMW contract number as applicable, and should be sent to the following locations: 
 

mailto:payables@umw.edu
http://www.bankofamerica.com/epayablesvendors
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• Physical invoices must be received at the following address below address: 
University of Mary Washington 
Attention: Accounts Payable 
1301 College Avenue 
Fredericksburg, VA 22401 
 

• All electronic invoices must be sent to invoices@mail.umw.edu. 
 
 
 
 
 
 
 
 
 

Remainder of Page Left Intentionally Blank 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:invoices@mail.umw.edu
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ATTACHMENT A - COST PROPOSAL 
 
The Contractor agrees to provide the services, to include all labor, services, and materials, in compliance with the 
statement of need and all terms and conditions of this Sealed Request for Proposals, at the following prices. If the 
Offeror has a different cost structure to present other than what is laid out below, please include that with the 
submitted proposal for the University to consider. 
 
Domain Reseller System: 

Description Cost 
Domain Costs (per domain)  
Implementation/Migration Costs (One Time Fee)  
Annual Administration, Support, and Maintenance  
Other (please describe)  

 
 
Domain of One’s Own Hosting Services and Application Management: 

Description Cost 
Implementation/Migration Costs (One Time Fee)  
Annual cPanel License and Handling Services  
Annual Hosting Costs  
Annual Application Management Costs  
Other (please describe)  

 
 
UMW Blogs Hosting Services and Application Management: 

Description Cost 
Implementation/Migration Costs (One Time Fee)  
Annual Hosting Costs  
Annual Application Management Costs  
Other (please describe)  

 
UMW Blogs Development and Testing Environment Hosting/Management: 

Description Cost 
Server Costs  
Storage Costs  
Other (please describe)  

 
Additional Services: Please list and describe any additional services that can be provided to the University with the 
associated cost. Examples of such additional services are listed below. The Contractor is not required to provide the 
services below. 

Description Cost 
Custom Programming and Development  
Troubleshooting/User Support for platforms  
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ATTACHMENT B – HOSTED TECHNOLOGY SERVICES ADDENDUM 
 

UNIVERSITY OF MARY WASHINGTON 
Hosted Technology Services Addendum 

 
VENDOR NAME:  

 
VENDOR PRODUCT/SOLUTION:  

 
This Addendum shall be included in any procurement deemed necessary requiring hosted technology services for the 
purpose of ensuring that the Commonwealth of Virginia and University of Mary Washington, technology standards are 
complied with for the duration of the agreement between the University and the Vendor. 
 

Definitions: 
• Agreement: The “Agreement” includes the contract, this addendum and any additional addenda 

and attachments to the contract, including the Contractor’s Form. 
• University: “University” or “the University” means University of Mary Washington, its trustees, 

officers and employees.  The point of contact for the University is the contract administrator for 
this Agreement. 

• University Data: “University Data” is defined as any data that the Vendor creates, obtains, 
accesses, transmits, maintains, uses, processes, stores or disposes of in performance of the 
Agreement.  It includes all Personally Identifiable Information and other information that is not 
intentionally made generally available by the University on public websites. 

• Personally Identifiable Information: “Personally Identifiable Information” (PII) includes but is not 
limited to:  Any information that directly relates to an individual and is reasonably likely to enable 
identification of that individual or information that is defined as PII and subject to protection by 
University of Mary Washington under federal or Commonwealth of Virginia law. 

• Security Breach: “Security Breach” means a security-relevant event in which the security of a 
system or procedure involving University Data is breached, and in which University Data is exposed 
to unauthorized disclosure, access, alteration, or use. 

• Service(s): “Service” or “Services” means any goods or services acquired by the University from 
the Vendor. 

 
1. Rights and License in and to University Data:  The parties agree that as between them, all rights including 

all intellectual property rights in and to University Data shall remain the exclusive property of the 
University, and Contractor has a limited, nonexclusive license to use these data as provided in this 
Agreement solely for the purpose of performing its obligations hereunder. 

 
2. Accessibility: All e-learning and information technology developed, purchased, upgraded or renewed by 

or for the use of University of Mary Washington shall comply with all applicable University policies, Federal 
and State laws and regulations including but not limited to Section 508 of the Rehabilitation Act (29 U.S.C. 
794d), the Information Technology Access Act, §§2.2-3500 through 2.2-3504 of the Code of Virginia, as 
amended, and all other regulations promulgated under Title II of The Americans with Disabilities Act which 
are applicable to all benefits, services, programs, and activities provided by or on behalf of the University. 
The Contractor shall also comply with the most current version of the Web Content Accessibility Guidelines 
(WCAG).  The Vendor/Contractor further warrants that it is committed, and shall remain committed, to 
promoting and improving accessibility of all its products.  
 

a. If the Products and Services are not in conformance with all applicable federal and state disability 
laws, policies, and regulations as of the Contract Effective Date, as identified by the 
Vendor/Contractor, or through University testing or assessment, Vendor/Contractor shall use all 
reasonable efforts to update the Products and Services so as to be in conformance prior to 
Acceptance by the University.     
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b. In the event any issues arise regarding Vendor’s/Contractor's compliance with applicable federal 
or state disability laws, policies and regulations, at any time, during any term of the contract, 
including all optional renewals, the University may send communications to Vendor/Contractor as 
specified in the Notices provision of the contract, requesting cure of such noncompliance.  The 
Vendor/Contractor shall respond to these communications within two (2) business days from 
receipt to the University official identified in the Notices provision of the contract, with a plan, 
including a timeline for completion, which will bring the contractor back within compliance as 
required by the contract.  This plan shall require University agreement.   

 
3. Data Privacy: 

a. Contractor will use University Data only for the purpose of fulfilling its duties under this Agreement 
and will not share such data with or disclose it to any third party without the prior written consent 
of the University, except as required by this Agreement or as otherwise required by law. 

b. University Data will not be stored outside the United States without prior written consent from 
the University. 

c. Contractor will provide access to University Data only to its employees and subcontractors who 
need to access the data to fulfill obligations under this Agreement.  The Contractor will ensure 
that the Contractor’s employees who perform work under this Agreement have read, understood, 
and received appropriate instruction as to how to comply with the data protection provisions of 
this Agreement.   

i. If the Contractor will have access to the records protected by the Family Educational 
Rights and Privacy Act (FERPA), Contractor acknowledges that for the purposes of this 
Agreement it will be designated as a “school official” with “legitimate educational 
interests” in such records, as those terms have been defined under FERPA and its 
implementing regulations, and Contractor agrees to abide by the limitations and 
requirements imposed on school officials.  Contractor will use such  records only for the 
purpose of fulfilling its duties under this Agreement for University’s and its End Users’ 
benefit, and will not share such data with or disclose it to any third party except as 
provided for in this Agreement, required by law, or authorized in writing by the University. 

 
4. Data Security: 

a. Contractor will store and process University Data in accordance with commercial best practices, 
including appropriate administrative, physical, and technical safeguards, to secure such data from 
unauthorized access, disclosure, alteration, and use.  Such measures will be no less protective than 
those used to secure Contractor’s own data of a similar type, and in no event less than reasonable 
in view of the type and nature of the data involved.  

b. Contractor will use industry-standards and up-to-date security controls, technologies and 
practices such as network firewalls, anti-virus, vulnerability scans, system logging, intrusion 
detection, 24x7 system monitoring and third-party penetration testing in providing services under 
this Agreement. 

c. Contractor will provide SOC 2 Type 2 reports, or other security report deemed sufficient by the 
University, prepared by a third-party auditor, to demonstrate the presence and efficacy of the 
security controls used to protect its products, services and environments where University Data 
are hosted, stored and processed. Updated security reports will be provided at no cost on an 
annual basis.  

d. Without limiting the foregoing, Contractor warrants that all electronic University Data will be 
encrypted in transmission (including via web interface) and stored at AES 256 of stronger. 

 
5. Data Authenticity, Integrity and Availability: 

a. Contractor will take reasonable measures, including audit trails, to protect University Data against 
deterioration or degradation of data quality and authenticity.  Contractor shall be responsible for 
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ensuring that University Data, per the Virginia Public Records Act, “is preserved, maintained, and 
accessible throughout their lifecycle, including converting and migrating electronic data as often 
as necessary so that information is not lost due to hardware, software, or media obsolescence or 
deterioration.” 

b. Contractor will ensure backups are successfully completed at the agreed interval and that 
restoration capability is maintained for restoration to a point-in-time and\or to the most current 
backup available. 

c. Contractor will maintain an uptime of 99.99% or greater, or as negotiated and accepted by the 
University, as agreed to for the contracted services via the use of appropriate redundancy, 
continuity of operations and disaster recovery planning and implementations, excluding regularly 
scheduled maintenance time. 

 
6. Employee Qualifications: 

a. Contractor shall ensure that its employees have undergone appropriate background screening and 
possess all needed qualifications to comply with the terms of this agreement including but not 
limited to all terms relating to data and intellectual property protection.  

 
7. Security Breach: 

a. Response.  Immediately (within one day) upon verifying a Security Breach, or of circumstances 
that could have resulted in unauthorized access to or disclosure or use of University Data, 
Contractor will notify the University, fully investigate the incident, and cooperate fully with the 
University’s investigation of and response to the incident.  Except as otherwise required by law, 
Contractor will not provide notice of the incident directly to individuals whose Personally 
Identifiable Information was involved, regulatory agencies, or other entities, without prior written 
permission from the University.   

b. Liability.  In addition to any other remedies available to the University under law or equity, when 
applicable to the type services being provided, Contractor will pay for or reimburse the University 
in full for all costs incurred by the University in investigation and remediation of such Security 
Breach, including but not limited to providing notification to individuals whose Personally 
Identifiable Information was compromised and to regulatory agencies or other entities as required 
by law or contract; providing one year’s credit monitoring to the affected individuals if the 
Personally Identifiable Information exposed during the breach could be used to commit financial 
identity theft;  and the payment of legal fees, audit costs, fines, and other fees imposed by 
regulatory agencies or contracting partners as a result of the Security Breach.  Contractor agrees 
to indemnify, hold harmless and defend the University from and against any and all claims, 
damages, or other harm related to such Security Breach. 

 
8. Requests for Data, Response to Legal Orders or Demands for Data: 

a. Except as otherwise expressly prohibited by law, Contractor will: 
i. immediately notify the University of any subpoenas, warrants, or other legal orders, 

demands or requests received by Contractor seeking University Data; 
ii. consult with the University regarding its response; 

iii. cooperate with the University’s requests in connection with efforts by the University to 
intervene and quash or modify the legal order, demand or request; and  

iv. Upon the University’s request, provide the University with a copy of its response.  
b. Contractor will make itself and any employees, contractors, or agents assisting in the performance 

of its obligations under the Agreement, available to the University at no cost to the University 
based upon claimed violation of any laws relating to security and\or privacy of the data that arises 
out of this agreement.  This shall include any data preservation or eDiscovery required by the 
University. 

c. The University may request and obtain access to University Data and related logs at any time for 
any reason and at no extra cost. 
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9. Data Transfer Upon Termination or Expiration: 

a. Contractor’s obligations to protect University Data shall survive termination of this Agreement 
until all University Data has been returned or Securely Destroyed, meaning taking actions that 
render data written on media unrecoverable by both ordinary and extraordinary means.  

b. Upon termination or expiration of this Agreement, Contractor will ensure that all University Data 
are securely transferred, returned or destroyed as directed by the University in its sole discretion 
within 30 days of termination of this Agreement. Transfer/migration to the University or a third 
party designated by the University shall occur without significant interruption in service.  
Contractor shall ensure that such transfer/migration uses facilities, methods, and data formats 
that are accessible and compatible with the relevant systems of the University or its transferee, 
and to the extent technologically feasible, that the University will have reasonable access to 
University Data during the transition.   

c. In the event that the University requests destruction of its data, Contractor agrees to Securely 
Destroy all data in its possession and in the possession of any subcontractors or agents to which 
Contractor might have transferred University data. Contractor agrees to provide documentation 
of data destruction to the University and to complete any required Commonwealth of Virginia 
documentation regarding the destruction of University Data. 

d. Contractor will notify the University of impending cessation of its business and any contingency 
plans.  This includes immediate transfer of any previously escrowed assets and data and providing 
the University access to Contractor’s facilities to remove and destroy University-owned assets and 
data.  Contractor shall implement its exit plan and take all necessary actions to ensure a smooth 
transition of service with minimal disruption to the University.  The Vendor will also provide a full 
inventory and configuration of servers, routers, other hardware, and software involved in service 
delivery along with supporting documentation, indicating which if any of these are owned by or 
dedicated to the University.  Contractor will work closely with its successor to ensure a successful 
transition to the new equipment, with minimal downtime and effect on the University, all such 
work to be coordinated and performed in advance of the formal, final transition date. 

 
10. Audits: 

a. The University reserves the right in its sole discretion to perform audits of Contractor at no 
additional cost to the University to ensure compliance with the terms of this Agreement. 
Contractor shall reasonably cooperate in the performance of such audits. This provision applies to 
all agreements under which Contractor must create, obtain, transmit, use, maintain, process, or 
dispose of University Data. 

b. If Contractor must under this agreement create, obtain, transmit, use, maintain, process, or 
dispose of the subset of University Data known as Personally Identifiable Information or financial 
or business data, Contractor will at its expense conduct or have conducted at least annually a(n): 

i. American Institute of CPAs Service Organization Controls (SOC) Type II audit, or other 
security audit with audit objectives deemed sufficient by the University, which attests 
Contractor’s security policies, procedures and controls; 

ii. vulnerability scan, performed by a scanner approved by the University, of Contractor’s 
electronic systems and facilities that are used in any way to deliver electronic services 
under this Agreement; and 

iii. formal penetration test, performed by a process and qualified personnel approved by the 
University, of Contractor’s electronic systems and facilities that are used in any way to 
deliver electronic services under this Agreement. 

c. Additionally, Contractor will provide the University upon request the results of the above audits, 
scans and tests, and will promptly modify its security measures as needed based on those results 
in order to meet its obligations under this Agreement.  
 

11. Compliance: 
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a. Contractor will comply with all applicable laws and industry standards in performing services 
under this Agreement.  Any Contractor personnel visiting the University’s facilities will comply with 
all applicable University policies regarding access to, use of, and conduct within such facilities.  The 
University will provide copies of such policies to Contractor upon request. 

b. Contractor warrants that the service it will provide to the University is fully compliant with and 
will enable the University to be compliant with relevant requirements of all laws, regulation, and 
guidance applicable to the University and/or Contractor, including but not limited to: the Family 
Educational Rights and Privacy Act (FERPA), Health Insurance Portability and Accountability Act 
(HIPAA) and Health Information Technology for Economic and Clinical Health Act (HITECH), 
Gramm-Leach-Bliley Financial Modernization Act (GLB), Payment Card Industry Data Security 
Standards (PCI-DSS), Americans with Disabilities Act (ADA).  

12. No End User Agreements: Any agreements or understandings, whether electronic, click through, verbal or 
in writing, between Contractor and University employees or other end users under this Agreement that 
conflict with the terms of this Agreement, including but not limited to this Addendum, shall not be valid or 
binding on the University or any such end users.  

 
To the extent allowed by Virginia law, the University of Mary Washington will keep any information provided in a 
security audit report confidential to protect the integrity of the Vendor. 
 
This Addendum and any other related and attached documents constitute the entire agreement between the parties 
and may not be waived of modified except by written agreement between the parties. 
 
This Agency does not discriminate against faith-based organizations. 
 
IN WITNESS WHEREOF, the parties have caused this contract to be duly executed, intending thereby to be legally bound. 
 
 

 VENDOR  AGENCY 
   University of Mary Washington 

SIGNATURE: 
 
 SIGNATURE: 

 

PRINTED NAME: 
 
 PRINTED NAME: 

 

TITLE: 
 
 TITLE: 

 

 
DATE: 

 
DATE: 
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ATTACHMENT C - SMALL BUSINESS SUBCONTRACTING PLAN 
MUST BE COMPLETED AND RETURNED WITH PROPOSAL PACKAGE IF SUBCONTRACTING IS PLANNED 

  
All small businesses must be certified by the Commonwealth of Virginia, Department of Small Business and 
Supplier Diversity (DSBSD) by the due date of the solicitation to participate in the SWaM program. Certification 
applications are available through DSBSD online at http://sbsd.virginia.gov.  

 
DEFINITIONS: 
“Micro Business” means a business that is a certified Small Business under the SWaM Program and has no more than 
twenty-five (25) employees and no more than $3 million in average annual revenue over the three-year period prior to 
their certification.   
 
"Small business" means a business independently owned and controlled by one or more individuals who are U.S. 
citizens or legal resident aliens, and together with affiliates, has 250 or fewer employees, or average annual gross 
receipts of $10 million or less averaged over the previous three years.  One or more of the individual owners shall 
control both the management and daily business operations of the small business.  Note: DSBSD-certified women- and 
minority-owned businesses shall also be considered small businesses when they have received DSBSD small business 
certification. (Code of Virginia, § 2.2-4310) 
 
“Woman-owned business” means a business that is at least 51% owned by one or more women who are U.S. citizens 
or legal resident aliens, or in the case of a corporation, partnership, or limited liability company or other entity, at least 
51% of the equity ownership interest is owned by one or more women who are U.S. citizens or legal resident aliens, 
and both the management and daily business operations are controlled by one or more women.  
(Code of Virginia, § 2.2-4310) 
 
“Minority-owned business” means a business that is at least 51% owned by one or more minority individuals who are 
U.S. citizens or legal resident aliens, or in the case of a corporation, partnership or limited liability company or other 
entity, at least 51% of the equity ownership interest in the corporation, partnership, or limited liability company or 
other entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens, and both the 
management and daily business operations are controlled by one or more minority individuals.  
(Code of Virginia, § 2.2-4310) 
 
Offeror Name:             
 
Preparer Name:           Date:      
 
INSTRUCTIONS: 

A. If you are certified by the Department of Small Business and Supplier Diversity (DSBSD) as a small business, 
complete only Section A of this form.  This shall not exclude DSBSD-certified women-owned and minority-
owned businesses when they have received DSBSD small business certification. 

B. If you are not a DSBSD-certified small business but plan to subcontract all or part of the work to a certified 
small business, complete Section B of this form.  For the proposal to be considered and the Offeror to be 
declared responsive, the Offeror shall identify the portions of the contract that will be subcontracted to 
DSBSD-certified small business in Section B.    

 

http://sbsd.virginia.gov/
mmiller8
Rectangle



 

Page 30 of 32 

ATTACHMENT C - CONTINUED 
 
Section A  

If you are certified by the Department of Small Business and Supplier Diversity (DSBSD), are you certified as a 
(check all that apply): 

☐ Micro Business       ☐ Small Business      ☐ Woman-Owned Business      ☐ Minority-Owned Business 

DSBSD Certification No.:  Expiration Date:  
 
 

 
Section B 
Populate the table below to show your plans for utilization of DSBSD-certified small businesses in the performance 
of this contract.  This shall not exclude DSBSD-certified women-owned and minority-owned businesses that have 
received the DSBSD small business certification.  Include plans to utilize small businesses as part of joint ventures, 
partnerships, subcontractors, suppliers, etc. 
       

Plans for Utilization of DSBSD-Certified Small Businesses for this Procurement 
 

Small Business 
Name, Address & 
DSBSD Cert No. 

Indicate if also: 
Micro (O), 

Women (W), or 
Minority (M) 

Certified 

Contact Person, 
Telephone & 

Email 

Type of Goods 
and/or Services 

Planned 
Involvement 
During Initial 
Period of the 
Contract (%) 

Planned Contract 
Dollars During 

Initial Period of 
the Contract ($) 

      

      

      

Total Planned Subcontracting Spend ($)  

 
 
 
 

mmiller8
Rectangle



      

   

   

   

                               

 

  

     

 

           

   

     

      

 

 

  

  

      

 

               

               

       

   

 
 

               

 

                       

                                 

                                 

                         

                               

     

   

  

  

    

 

     

   

   

    

 

 

   

                

   

 

              

 

      

                                                       

           

                                                                        

                      

                                               

                                             

                                   

                                       

                   

                                           

                                   

 

 

 

 

 

                                                           

    
   

 
 

 

    

    

         

            
                 

                 
            

                
   

        
 

         

  

  

       

  

  

 

   

    

 

 

  

  

  

  

  

  

  

   

   

  

  

   

 

   
  

   

    
   

  

     

   

  

  

     

    

  

  

 

                        
       

                              
      

                        
                       

                  
                    

          

                  
              

                         

  

    

Form W-9 

Revised July 2014 

Commonwealth of Virginia 
Substitute W-9 Form 

Request for Taxpayer Identification 
Number and Certification 

ct
io
n

 1
 ‐
Ta
xp
ay
er

 Id
e
n
ti
fi
ca
ti
o
n

 

 Employer Identification Number (EIN) 

 Social Security Number (SSN) 

__ __ __ __ __ __ __ __ __ 

Please select the appropriate Taxpayer Identification Number (EIN or SSN) type and 
enter your 9 digit ID number . The EIN or SSN provided must match the name given 
on the “Legal Name” line to avoid backup withholding. If you do not have a Tax ID 
number, please reference "Specific Instructions ‐ Section 1." If the account is in more 
than one name, provide the name of the individual who is recognized with the IRS as 
the responsible party. 

Dunn & Bradstreet Universal Numbering System (DUNS) (see 
instructions) 

__ __ __ __ __ __ __ __ __ 

Legal Name: 

Business Name: 

Entity Type Entity Classification Exemptions (see instructions) 

 Individual  Corporation 

 Sole Proprietorship 

 Partnership 

 Trust  Disregarded Entity 

 Estate  Limited Liability Company 

 Government  Partnership

 C‐Corporation

 S‐Corporation 

 Non‐Profit  Corporation 

 VA State Agency 

 Joint Venture 

Medical Services 

 Political Subdivision 

 Federal Government 

 Legal Services 

 VA Local Government 

 Real Estate Agent 

 OTH Government 

 Professional Services 

 Tax Exempt Organization 

 Other 

Exempt payee code 
(if any): 

(from backup withholding) 

Exemption from FATCA reporting 
code (if any): 

Se
c 

Contact Information 

City: State : Zip Code: 

Legal Address: Name: 

Email Address: 

Business Phone: 

City: State : Zip Code: 

Remittance Address: Fax Number: 

Mobile Phone: 

Alternate Phone: 

Se
ct
io
n

 2
 ‐
C
e
rt
if
ic
at
io
n

 1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and 
Under penalties of perjury, I certify that: 

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or c) the IRS has notified me that I am 
no longer subject to backup withholding, and 

Certification instructions: You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup 
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not 
apply. For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual 
retirement arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the certification, but 
you must provide your correct TIN. See instructions titled Certification 

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct. 
3. I am a U.S. citizen or other U.S. person (defined later in general instructions), and 

2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 

Printed Name: 

Authorized U.S. Signature: Date: 

mmiller8
Typewritten Text
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Commonwealth of Virginia Substitute W-9 Form Instructions 

General Instructions 

Section references are to the Internal Revenue Code 
unless otherwise noted. 

Future developments. The IRS has created a page 
on IRS.gov for information about Form W-9, at 
www.irs.gov/w9. Information about any future 
developments affecting Form W-9 (such as 
legislation enacted after we release it) will be 
posted on that page. 

Purpose of Form 
A person who is required to file an information 
return with the IRS must obtain your correct 
taxpayer identification number (TIN) to report, for 
example, income paid to you, payments made to 
you in settlement of payment card and third party 
network transactions, real estate transactions, 
mortgage interest you paid, acquisition or 
abandonment of secured property, cancellation of 
debt, or contributions you made to an IRA. 
Use Form W-9 only if you are a U.S. person 
(including a resident alien), to provide your correct 
TIN to the person requesting it (the requester) and, 
when applicable, to: 
1. Certify that the TIN you are giving is correct (or 
you are waiting for a number to be issued), 
2. Certify that you are not subject to backup 
withholding, or 
3. Claim exemption from backup withholding if you 
are a U.S. exempt payee. If applicable, you are also 
certifying that as a U.S. person, your allocable share 
of any partnership income from a U.S. trade or 
business is not subject to the withholding tax on 
foreign partners’ share of effectively connected 
income, and 
4. Certify that FATCA code(s) entered on this form 
(if any) indicating that you are exempt from the 
FATCA reporting, is correct. 

Definition of a U.S. person. For federal tax 
purposes, you are considered a U.S. person if you 
are: 
• An individual who is a U.S. citizen or U.S. resident 

alien, 
• A partnership, corporation, company, or 

association created or organized in the United 
States or under the laws of the United States, 
• An estate (other than a foreign estate), or 

• A domestic trust (as defined in Regulations section 

301.7701-7). 

Foreign person. If you are a foreign person or the 
U.S. branch of a foreign bank that has elected to be 
treated as a U.S. person, do not use Form W-9. 
Instead, use the appropriate Form W-8 or Form 
8233 (see Publication 515, Withholding of Tax on 
Nonresident Aliens and Foreign Entities). 

Nonresident alien who becomes a resident alien. 
Generally, only a nonresident alien individual may 
use the terms of a tax treaty to reduce or eliminate 
U.S. tax on certain types of income. However, most 
tax treaties contain a provision known as a “saving 
clause.” Exceptions specified in the saving clause 
may permit an exemption from tax to continue for 
certain types of income even after the payee has 
otherwise become a U.S. resident alien for tax 
purposes. 

If you are a U.S. resident alien who is relying on an 
exception contained in the saving clause of a tax 
treaty to claim an exemption from U.S. tax on 
certain types of income, you must attach a 
statement to Form W-9 that specifies the following 
five items: 
1. The treaty country. Generally, this must be the 
same treaty under which you claimed exemption 
from tax as a nonresident alien. 
2. The treaty article addressing the income. 
3. The article number (or location) in the tax treaty 
that contains the saving clause and its exceptions. 
4. The type and amount of income that qualifies for 
the exemption from tax. 
5. Sufficient facts to justify the exemption from tax 
under the terms of the treaty article. 

Example. Article 20 of the U.S.-China income tax 
treaty allows an exemption from tax for scholarship 
income received by a Chinese student temporarily 
present in the United States. Under U.S. law, this 
student will become a resident alien for tax 
purposes if his or her stay in the United States 
exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated 
April 30, 1984) allows the provisions of Article 20 to 
continue to apply even after the Chinese student 
becomes a resident alien of the United States. A 
Chinese student who qualifies for this exception 
(under paragraph 2 of the first protocol) and is 
relying on this exception to claim an exemption 
from tax on his or her scholarship or fellowship 
income would attach to Form W-9 a statement that 
includes the information described above to 
support that exemption. 

If you are a nonresident alien or a foreign entity, 
give the requester the appropriate completed Form 
W-8 or Form 8233. 

What is backup withholding? Persons making 
certain payments to you must under certain 
conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup 
withholding.” Payments that may be subject to 
backup withholding include interest, tax-exempt 
interest, dividends, broker and barter exchange 
transactions, rents, royalties, nonemployee pay, 
payments made in settlement of payment card and 
third party network transactions, and certain 

payments from fishing boat operators. Real estate 
transactions are not subject to backup withholding. 

You will not be subject to backup withholding on 
payments you receive if you give the requester your 
correct TIN, make the proper certifications, and 
report all your taxable interest and dividends on 
your tax return. 

Payments you receive will be subject to backup 
withholding if: 
1. You do not furnish your TIN to the requester, 
2. You do not certify your TIN when required (see 
Section 2 Certification – Page 3 for details), 
3. The IRS tells the requester that you furnished an 
incorrect TIN, 
4. The IRS tells you that you are subject to backup 
withholding because you did not report all your 
interest and dividends on your tax return (for 
reportable interest and dividends only), or 
5. You do not certify to the requester that you are 
not subject to backup withholding under 4 above 
(for reportable interest and dividend accounts 
opened after 1983 only). 

Certain payees and payments are exempt from 
backup withholding.  See Exempt payee code on 
page 3 and the separate Instructions for the 
Requestor of Form W-9 for more information. 

What is FATCA reporting? The Foreign Account Tax 
Compliance Act (FATCA) requires a participating 
foreign financial institution to report all United 
States account holders that are specified United 
States persons. Certain payees are exempt from 
FATCA reporting. See Exemption from FATCA 
reporting code on page 3 and the Instructions for 
the Requestor of Form W-9 for more information. 

Updating Your Information 

You must provide updated information to any 
person to whom you claimed to be an exempt 
payee if you are no longer an exempt payee and 
anticipate receiving reportable payments in the 
future from this person. For example, you may need 
to provide updated information if you are a C 
corporation that elects to be an S corporation, or if 
you no longer are tax exempt. In addition, you must 
furnish a new Form W-9 if the name or TIN changes 
for the account, for example, if the grantor of a 
grantor trust dies. 

Penalties 

Failure to furnish TIN. If you fail to furnish your 
correct TIN to a requester, you are subject to a 
penalty of $50 for each such failure unless your 
failure is due to reasonable cause and not to willful 
neglect. 

Civil penalty for false information with respect to 
withholding. If you make a false statement with no 
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Commonwealth of Virginia Substitute W-9 Form Instructions 

reasonable basis that results in no backup 
withholding, you are subject to a $500 penalty. 

Criminal penalty for falsifying information. Willfully 
falsifying certifications or affirmations may subject 
you to criminal penalties including fines and/or 
imprisonment. 

Misuse of TINs. If the requester discloses or uses 
TINs in violation of federal law, the requester may 
be subject to civil and criminal penalties. 

Specific Instructions 

Section 1 -Taxpayer Identification 
Check the appropriate Tax Identification Number 
(TIN) type. Enter your EIN/SSN in the space 
provided. If you are a resident alien and you do not 
have and /or are not eligible to get an SSN, your TIN 
is your IRS individual taxpayer identification number 
(ITIN).  Enter it in the social security number box.  If 
you do not have an ITIN, see How to get a TIN 
below. 

How to get a TIN. If you do not have a TIN, apply 
for one immediately.  To apply for an SSN, get Form 
SS-5, Application for a Social Security Card, from 
your local Social Security Administration office. Get 
Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN or Form 
SS-4, Application for Employer Identification 
Number, to apply for an EIN.  You can get Forms W-
7 and SS-4 from the IRS by calling 1-800-TAX-FORM 
(1-800-829-3676) or from the IRS’s Internet Web 
Site www.irs.gov. 

If you do not have a TIN, apply for a TIN 
immediately, write “Applied For” in the space for 
the TIN, sign and date the form, and give it to the 
requester.  For interest and dividend payments, and 
certain payments made with respect to readily 
tradable instruments, generally you will have 60 
days to get a TIN and give it to the requester before 
you are subject to backup withholding on 
payments. The 60-day rule does not apply to other 
types of payments.  You will be subject to backup 
withholding on all such payments until you provide 
your TIN to the requester. Note: Writing “Applied 
For” means that you have already applied for a TIN 
or that you intend to apply for one soon. 

Enter the TIN which coincides with the 'Legal 
Name' provided on the form. 

a.  If you are an individual, check the "Social
 
Security Number (SSN)" box and enter the SSN.
 
b.  If you are a Grantor or Revocable Trust, check 
the "Social Security Number (SSN)" box and enter 
the SSN of the Grantor. 
c.  If you are a Resident Alien, check the "Social 
Security Number (SSN)" box and enter your SSN or 

your ITIN (IRS Individual Taxpayer Identification 
Number). 
d.  If you are a Sole Proprietor, check the "Social 
Security Number (SSN)" box and enter the SSN of 
the sole proprietor. 
e.  If you are a Single-Member LLC that is 
disregarded as an entity, check the "Social Security 
Number (SSN)" box and enter the member's SSN. 

Note:  If an LLC has one owner, the LLC's default tax 
status is "disregarded entity".  If an LLC has two 
owners, the LLC's default tax status is "partnership". 
If an LLC has elected to be taxed as a corporation, it 
must file IRS Form 2553 (S Corporation) or IRS Form 
8832 (C Corporation). 

Vendors are requested to enter their Dunn and 
Bradstreet Universal Numbering System (DUNS), if 
applicable. See number requirement below. 

Dunn and Bradstreet Universal Numbering System 
(DUNS) number requirement . The United States 
Office of Management and Budget (OMB) requires 
all vendors that receive federal grant funds have 
their DUNS number recorded with and 
subsequently reported to the granting agency.  If a 
contractor has multiple DUNS numbers the 
contractor should provide the primary number 
listed with the Federal government’s Central 
Contractor Registration (CCR) at www.ccr.gov .  Any 
entity that does not have a DUNS number can apply 
for one on-line at http://www.dnb.com/us/ under 
the DNB D-U-N Number Tab. 

Legal Name. If you are an individual, you must 
generally enter the name shown on your social 
security card.  However, if you have changed your 
last name, for instance, due to marriage without 
informing the Social Security Administration of the 
name change, enter your first name, the last name 
shown on your social security card, and your new 
last name. If the account is in joint names, list first 
and then circle the name of the person or entity 
whose number you enter in Part I of the form. If you 
are using a name other than that which is listed on 
a Social Security Card, please enter the legal entity 
name as filed with the IRS. In general, enter the 
name shown on your income tax return.  Do not 
enter a Disregarded Entity Name on this line. 

Business Name. Business, Disregarded Entity, 
trade, or DBA ("doing business as") name. 

Entity Type. Select the appropriate entity type. 

Individual. If you are an individual, you must 
generally enter the name shown on your income tax 
return. 

Sole proprietor.  Enter your individual name as 
shown on your social security card on the “Legal 
Name” line.  You may enter your business, trade, or 

“doing business as (DBA)” name on the “Business 
Name” line. 

Partnership. A partnership is an entity reflecting a 
relationship existing between two or more persons 
who join to carry on a trade or business.   Enter the 
partnerships entity's name on the "Legal Name" 
line.  This name should match the name shown on 
the legal document creating the entity.  You may 
enter your business, trade, or "doing business as 
(DBA) name on the "Business Name" line. 

Trust. A legal entity that acts as fiduciary, agent or 
trustee on behalf of a person or business entity for 
the purpose of administration, management and 
the eventual transfer of assets to a beneficial party. 
Enter the name of the legal entity on the "Legal 
Name" line. 

Estate. A separate legal entity created under state 
law solely to transfer property from one party to 
another. The entity is separated by law from both 
the grantor and the beneficiaries.  Enter the name 
of the legal entity on the "Legal Name" line. 

Government. The Government of any State, any 
Political Subdivision of any State, any Agency or 
Instrumentality of a State or of a Political 
Subdivision of a State. 

Non-Profit. An organization that is organized and 
operated exclusively for exempt purposes and none 
of its earnings may inure to any private shareholder 
or individual. 

Corporation. A company recognized by law as a 
single body with its own powers and liabilities, 
separate from those of the individual members. 
Enter the entity's name on the "Legal Name" line 
and any trade or "doing business as (DBA)" name on 
the "Business Name" line. 

S-Corporation. A corporation that is taxed like a 
partnership: a corporation in which five or fewer 
people own at least half the stock.  Enter the 
entity's name on the "Legal Name" line and any 
trade or "doing business as (DBA)" name on the 
"Business Name" line. 

C-Corporation. A business that is taxed as a 
separate entity: a business taxed under Subchapter 
C of the Internal Revenue Code and legally distinct 
from its owners.  Enter the entity's name on the 
"Legal Name" line and any trade or "doing business 
as (DBA)" name on the "Business Name" line. 

Limited liability Company (LLC). An LLC with at least 
two members is classified as a partnership for 
federal income tax purposes unless it files Form 
8832 and affirmatively elects to be treated as a 
corporation. Enter the name of the partnership or 
corporation. An LLC with only one member is 
treated as an entity disregarded as separate from its 
owner for income tax purposes (but as a separate 
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Commonwealth of Virginia Substitute W-9 Form Instructions 

entity for purposes of employment tax and certain 
excise taxes), unless it files Form 8832 and 
affirmatively elects to be treated as a corporation. 
If you are a single-member LLC (including a foreign 
LLC with a domestic owner) that is disregarded as 
an entity separate from its owner, enter the 
owner’s name on the “Legal Name” line.  Caution: 
A disregarded domestic entity that has a foreign 
owner must use the appropriate Form W-8. 

Entity Classification.  Select the appropriate 
classification type. 

Contact Information.  Enter your contact 
information. 

Enter your Legal Address. Enter your Remittance 
Address. A Remittance Address is the location in 
which you or your entity receives business 
payments. 

Enter your Business Phone Number. Enter your 
Mobile Phone Number, if applicable. Enter your Fax 
Number, if applicable. Enter your Email Address. 

For clarification on IRS Guidelines, see www.irs.gov. 

Exemptions 

If you are exempt from backup withholding and/or 
FATCA reporting, enter in the Exemptions box, any 
code(s) that may apply to you.  See Exempt payee 
code and Exemption from FATCA reporting code 
below. 

Exempt payee code. Generally, individuals 
(including sole proprietors) are not exempt from 
backup withholding.  Corporations are exempt from 
backup withholding for certain payments, such as 
interest and dividends.  Corporations are not 
exempt from backup withholding for payments 
made in settlement of payment card or third party 
network transactions. 

Note. If you are exempt from backup withholding, 
you should still complete this form to avoid possible 
erroneous backup withholding. 

The following codes identify payees that are exempt 
from backup withholding: 
1 - An organization exempt from tax under section 
501(a), any IRA, or a custodial account under 
section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2) 
2 - The United States or any of its agencies or 
instrumentalities 
3 - A state, the District of Columbia, a possession of 
the United States, or any of their political 
subdivisions, or instrumentalities 
4 - A foreign government or any of its political 
subdivisions, agencies, or instrumentalities 
5 - A corporation 

6 - A dealer in securities or commodities required to 
register in the United States, the District of 
Columbia, or a possession of the United States 
7 - A futures commission merchant registered with 
the Commodity Futures Trading Commission 
8 - A real estate investment trust 
9 - An entity registered at all times during the tax 
year under the Investment Company Act of 1940 
10- A common trust fund operated by a bank under 
section 584(a) 
11 - A financial institution 
12 - A middleman known in the investment 
community as a nominee or custodian 
13 - A trust exempt from tax under section 664 or 
described in section 4947. 

The following chart shows types of payments that 
may be exempt from backup withholding. The chart 
applies to the exempt payees listed above, 1 
through 13. 

IF the payment is for. . . THEN the payment is exempt for. . 

Interest and dividend All exempt payees except for 7 
payments 
Broker transactions Exempt payees 1 through 4 and 6 

through 11 and all C corporations. 
S corporations must not enter an 
exempt payee code because they 
are exempt only for sales of 
noncovered securities acquired 
prior to 2012. 

Barter exchange Exempt payees 1 through 4 
transactions and 
patronage dividends 
Payments over $600    Generally, exempt payees 1 
required to be reported through 52 

and direct sales over 
$5,0001 

Payments made in Exempt payees 1 through 4 
settlement of payment 
card or third party 
network transactions 

1See Form 1099-MISC, Miscellaneous Income, and 
its instructions. 
2However, the following payments made to a 
corporation and reportable on Form 1099-MISC are 
not exempt from backup withholding:  medical and 
health care payments, attorneys' fees, gross 
proceeds paid to an attorney, and payments for 
services paid by a federal executive agency. 

Exemption from FATCA reporting code.  The 
following codes identify payees that are exempt 
from reporting under FATCA.  These codes apply to 
persons submitting this form for accounts 
maintained outside of the United States by certain 
foreign financial institutions.  Therefore, if you are 
only submitting this form for an account you hold in 
the United States, you may leave this field blank.  
Consult with the person requesting this form if you 
are uncertain if the financial institution is subject to 
these requirements. 

A - An organization exempt from tax under section 
501(a) or any individual retirement plan as defined 
in section 7701(a)(37) 
B - The United States or any of its agencies or 
instrumentalities 
C - A state, the District of Columbia, a possession of 
the United States, or any of their political 
subdivisions or instrumentalities 
D - A corporation the stock of which is regularly 
traded on one or more established securities 
markets, as described in Reg. section 1.1472-
1(c)(1)(i) 
E - A corporation that is a member of the same 
expanded affiliated group as a corporation 
described in Reg. section 1.1472-1(c)(1)(i) 
F - A dealer in securities, commodities, or derivative 
financial instruments (including notional principal 
contracts, futures, forwards, and options) that is 
registered as such under the laws of the United 
States or any state 
G - A real estate investment trust 
H - A regulated investment company as defined in 
section 851 or an entity registered at all times 
during the tax year under the Investment Company 
Act of 1940 
I - A common trust fund as defined in section 584(a) 
J - A bank as defined in section 581 
K - A broker 
L - A trust exempt from tax under section 664 or 
described in section 4947(a)(1) 
M - A tax exempt trust under a section 403(b) plan 
or section 457(g) plan 

Section 2 - Certification 

To establish to the paying agent that your TIN is 
correct, you are not subject to backup withholding, 
or you are a U.S. person, or resident alien, sign the 
certification on Form W-9.  You are being requested 
to sign by the Commonwealth of Virginia. 

For a joint account, only the person whose TIN is 
shown in Part I should sign (when required). 

Real estate transactions. You must sign the 
certification.  You may cross out item 2 of the 
certification. 

Submission: 
Commonwealth Vendor Group 
Post Office Box 1971 
Richmond, VA 23218-1971 
CVG@doa.virginia.gov 
804.823.2701 (fax) 
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VENDOR REGISTRATION INFORMATION FORM

Please return BOTH FORMS (the completed Vendor Registration Information Form AND the Commonwealth of Virginia 
Substitute W-9 Form OR the applicable IRS Withholding Form for foreign entities) to:   
  
University of Mary Washington 
ATTN: Accounts Payable 
1301 College Ave 
Fredericksburg, VA  22401 
Phone:  540-654-1224,  Fax:  540-654-1168, Email: payables@umw.edu 

Please Specify: New Application Revised Application

FEIN/SSN/TIN:
Vendors (payees) that are established as an individual, self-employed, or sole proprietorship must 
provide either their Social Security Number (SSN) or Taxpayer Identification Number (TIN).  All other 
vendors, such as corporations or partnerships, must provide their Federal Employer Identification 
Number (FEIN).

Legal Name:  

(Must match the Social Security Number, if applicable)

(Must match the Social Security Number, if applicable)

Trade Name: 

 Yes No
Payment terms are more favorable at net 16 instead of net 30. For more information about ePayables, see http://
adminfinance.umw.edu/ap/epayables/ or email  invoices@mail.umw.edu.

IV.  Payment Information 

eVA is the gateway for vendors to conduct business with state agencies and public bodies.  Vendors desiring to provide goods and/
or services to the University of Mary Washington shall participate in eVA www.eva.virginia.gov.

Invoices must be submitted directly to the Accounts Payable office.  If invoices are sent to any department other than the 
Accounts Payable office, your payment could be delayed.  Invoices should be sent by US Mail or sent to the Accounts 
Payable mailbox at invoices@mail.umw.edu. For faster payment options visit umw.edu/vendor.

NoYesDoes the payee above accept credit cards for payments up to and including $50,000?  

Are you interested in being paid via ePayables?                                          

If yes, what is your eVA vendor ID?

If you provide a good or service to the Commonwealth of Virginia (UMW) and are not a registered vendor in eVA, go to https://eva.
virginia.gov/pages/eva-registration-buyer-vendor.htm. If you have any questions regarding this process, please contact 
Procurement Services at procure@umw.edu.

 eVA Registered? NoYes

III.  eVA Vendor Registration Information

Signature Print Name and Title Date

I.  Instructions

II.  Vendor/Payee Identification 

AP.VRA.v9 - 09/20

V.  Certification of Information Provided 

NoYesDoes the payee employ more than five people and will the contract be $10,000 or more? 
If yes, by signing this form, you agree to ensure contractor's employees complete the harassment training at https://www.dhrm.
virginia.gov/public-interest/contractor-sexual-harassment-trainingas required by the Code of Virginia, §2.2-4201. 
  
  
  
   

ATTACHMENT E - VENDOR REGISTRATION FORM



 

      1301 College Avenue   Tel: (540) 654-1127   
Page 1 of 1     Fredericksburg, VA 22401-5300  Fax: (540) 654-1168 
Revised March 2018    adminfinance.umw.edu/procurement  procure@umw.edu 

ATTACHMENT F – RFP 22-1361 PROPOSAL SUBMISSION CHECKLIST 
(This is for Offeror use and does NOT need to be submitted with the proposal) 

 
It is important that the Offeror carefully read through the RFP and provide all required documentation. The 
proposal MUST be submitted and received on time to qualify for evaluation. Use this checklist as a guideline to 
ensure the proposal is complete before submission.  

 
IMPORTANT DATES & REMINDERS 

• No Questions Accepted after March 31, 2022 at 10am. All Questions must be directed toward the 
Procurement Officer for this solicitation: Michelle Pickham,  mmiller8@umw.edu , 540-654-2260.  
 

• Proposal Due Date: April 13, 2022 at 2:00pm EST: Proposals submitted after this date and time will not 
be accepted. 
 

• Proposals must be submitted via the electronic online response function within solicitation posting on the 
eVA Virginia Business Opportunities (VBO).  
 

• Read the ENTIRE RFP including terms and conditions and attachments carefully before submitting a 
proposal. 

 
REQUIRED DOCUMENT SUBMISSION  
 
Acknowledgement: 
☐ The classification of an entire proposal document, line item prices and/or total proposal prices as proprietary 
or as a trade secret is not acceptable. If, after being given reasonable time, the Offeror refuses to withdraw an 
entire classification designation, the proposal will be rejected.   
 
Documents to Submit: 
☐  Completed and signed RFP cover page. 
☐  Any/All signed addenda. 
☐  Electronic Copy of Proposal (Original and Redacted) 
☐  Detailed responses to questions within the Statement of Needs and VI.B. SPECIFIC PROPOSAL PREPARATION 
AND SUBMISSION REQUIREMENTS. 
☐  ATTACHMENT A: Cost Proposal – Completed 
☐  ATTACHMENT B: Hosted Technology Services Addendum – Completed 
☐  ATTACHMENT C: Small Business Subcontracting Plan, if applicable - Completed 
☐  ATTACHMENT D: Commonwealth of VA W9 (not the IRS form) - Completed 
☐  ATTACHMENT E: Vendor Registration Form - Completed 
☐  Current Certificate of Liability Insurance 
☐  Any exceptions taken to University’s Terms and Conditions 
 
 

mailto:mmiller8@umw.edu
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