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REQUEST FOR PROPOSALS 
Title: Phone System   
 
Issue Date:    May 21, 2025 
 
Sealed Proposals Due:  June 4, 2025 at 5:00 p.m. 
 
Location: Administrative Office, Alleghany Highlands Community Services, 205 E. Hawthorne 
Street Covington, VA 24426 
 
Inquiries: Inquiries regarding this solicitation should be directed to Patty Flanagan, at (540) 965-2135 x 
102, or by email to pflanagan@ahcsb.org.  Inquiries must be received at least five (5) business days prior 
to the due date in order to be considered.  Contact initiated by a Proposer/Offeror concerning this RFP 
with any other AHCS representative, not expressly authorized elsewhere in this document, is prohibited.  
Any such unauthorized contact may result in disqualification of the Proposer/Offeror from this 
transaction. 
 
My signature below certifies that: 

• I agree to abide by all conditions of this RFP and that I am authorized to sign the Proposal; 
• The accompanying Proposal is not the result of, or affected by, any unlawful act of collusion with 

another person or company engaged in the same line of business or commerce, or any act of fraud 
punishable under § 18.2-498 of the Code of Virginia.  Furthermore, I understand that fraud and 
unlawful collusion are crimes and can result in fines, prison sentences, and civil damage awards; 

• That the accompanying Proposal is in compliance with the applicable provisions of the State and 
Local Government Conflict of Interests Act (§ 2.2-3100 et seq., of the Code of Virginia).  
Specifically, without limitation, no AHCS employee or member of an employee’s immediate 
family shall have a proscribed personal interest in a contract; and  

• That the accompanying Proposal is in accordance with the applicable provisions of the Virginia 
Public Procurement Act, Art. 6 Ethics in Public Contracting (§ 2.2-4367 et seq., of the Code of 
Virginia), and any other applicable law as set forth therein. 

 
In compliance with this RFP and to all conditions imposed herein the undersigned offers and agrees to 
furnish the services in accordance with the accompanying signed Proposal. 
Complete Legal Name of Firm:  _________________________________________________________ 
Address:    _________________________________________________________ 
    _________________________________________________________ 
Remit to Address:   _________________________________________________________ 
    _________________________________________________________ 
Signature: ________________________________ Email: _____________________________ 
Name: (type/print) _________________________ Title: ______________________________ 
Fed ID No.: ________________ Phone: (___) _____________ Fax: (___) __________________ 
 
 
This page must be returned with the Proposal 
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SECTION 1.  PURPOSE. 
 
The purpose of this Request for Proposal (RFP) is to receive competitive offers and establish a 
contract for an agency-wide SIP (Session Initiation Protocol) telephone system. This will cover 9 
physical locations.  

 
SECTION 2.  BACKGROUND 
 
The Alleghany Highlands Community Services Board (AHCS) is committed to improving the 
quality of life for individuals in our community with behavioral health challenges and 
developmental disabilities. AHCS is committed to preventing the occurrence of these conditions 
through an integrated community-based system of care. AHCS is replacing our current phone 
system and seeking a SIP solution.  

 
SECTION 3.  SCOPE OF SERVICES. 
      
The system must support 200+ extensions, 50+ simultaneous external calls, 100+ simultaneous 
internal calls, and support for 9 physical locations. AHCS seeks a firm that can provide Voice 
over Internet Protocol technology to replace a current PBX (Private Branch Exchange) system 
and must be capable of meeting future needs. AHCS requires a SIP system that provides dialing 
between locations, a centralized voicemail system that can be used transparently between all 
locations, and the ability for all locations to appear to be part of a single phone system. 

Phones should be POE compatible.  POE will be available at all sites. 

It is the intent of this invitation to bid that the responder shall provide a complete solution for all 
aspects of this project. The vendor shall provide all design, planning, system architecture, 
installation, network analysis, training, and post-installation support for the project. AHCS IT 
staff will act in accordance to integration requirements, oversight, as well as advisory roles. 

The successful respondent for this contract will be the sole authority and responsible party for 
this installation. AHCS’s goal is to establish a relationship with a single point of contact for all 
support necessary for the project. 

If the vendor utilizes subcontractors for any part of the system architecture, design, planning, 
installation, or support, the successful respondent will be the sole responsible party for all 
activities.  

The vendor is expected to provide a training plan for all employees. The training plan will 
consider the various levels of training needed for various employee groups. AHCS IT staff will 
work with the vendor to develop a training plan that achieves these objectives. 

The vendor is expected to plan and conduct the installation of the project with minimal impact on 
daily operations and staff through close coordination with ACHS IT staff. 

General Information:    

VoIP System Requirements (Basic requirements for all users)   
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• Regulatory Compliances (FERPA, HIPAA, HITECH, PCI-DSS, CCPA, Federal MLTS E911, 
Kari’s Law, Ray Baum’s Act etc.)  

• Cloud Hosted SIP Trunking solution  

• Automated Attendants  

• 10 ESI Ephone X1 Receptionist Attendant Console  

• 144 ESI E4V2 VOIP Telephones 

• 25 ESI E3V2 VOIP Telephones 

• 5 Yealink Cordless Phones 

• 200e Phone Cabinet 

• 1 Expansion Board for 200e 

• 12 Polycom Conference Phones 7000 Series 

• 3 Algo 8301 SIP Conversion Boxes 

• 25 Wall Mounts for E3 

• UPS Battery Backup 

• Four (4) Digit Extension Dialing to all phones on system and Four (4) Digit Virtual Extensions 
– (Mapping a 4 Digit extension to corresponding 10 Digit DID numbers). Speed Dialing 4 Digits 
or less requested  

• Corporate Directory (Listing all User Names & Extensions, sortable by first name, last name, 
extension, group, location)  

• Voice Mail with Message Waiting Indicator & automatic Voice Mail to Email Functionality   

• Voice Mail Disabled for certain identified handsets (Administrative control - ability to 
deactivate voicemail feature for a select group of handsets.)  

• Custom Holiday Mode Greetings (Single program point, companywide effect)   

• Voicemail to email  

• Return call from voicemail - being able to quickly and easily call a client back from their 
recorded voicemail on the handset (without dialing the phone number)     

• Inbound Caller ID displayed on handsets and Caller ID transferred to mobile phones when 
using mobile app  

• Outbound Caller ID (Ability to out-pulse both main number and/or Individual DID Numbers)  

• Busy Lamp Field (line monitor)  

• Call Forwarding (user activated) Always/Call Forward Busy - No Answer - Not Reachable - 
Selective Call  
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• Remote Call Forward Activation/Deactivation and password reset from 
programming/maintenance console, designated managers’ PC or mobile application (IOS and 
Android)  

• Call Hold and Park  

• Music/Message on Hold Capability (Vendor-Provided Source Recordings)  

• Message on hold  

• Call Pickup Groups  

• Call Transfers  

• Call Waiting  

• Conference Calling 

• Dedicated “All Call” Extension - Programmed to page all extensions per office by dialing a 
dedicated extension  

• Distinctive Ringing  

• Do Not Disturb  

• Selective call recording capabilities enabled or disabled by managers for users, queues or 
groups  

• Directed Call Pickup (permits an extension user to intercept any type of call ringing another 
extension)  

• Direct Inward Dialing (DID) & Direct Outward Dialing (DOD)  

• Porting existing DID blocks  

• E-911 Registration  

• 911 Location Identification (911 operator will know what address the call is coming from.)  

• Directory listing (411/white pages)    

• Find Me/Follow Me (Forwarding to Cell Phone or Other Number) / One Number Reach 
Capability  

• Off-Premise Extension (OPX)  

• Mobile application integration for IOS and Android  

• Hunt Groups  

• Soft Phone integration compatible with Windows 10, Windows 11, MacOS X  

• Priority Alert - make your phone ring differently based on specific call.  

• User Portal & Admin Web Portal  
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• Simultaneous Ring  

• Selective Call Acceptance  

• Selective Call Rejection  

• Solution must include both Administrative Portal for MACD (Moves, Adds, Changes, and 
Disconnects) functionality.   

• Solution must also include an End-user portal for approved end-user changes.  

• SRTP and or SIP TLS Call Encryption  

• Active Directory Integration preferred.   

• OneIdentity SSO integration required  

 

Minimal Call Queue Requirements (Basic)  

• Call queue extension calling  

• Round-robin (Longest Idle)  

• Ring all (All available agents)  

• Linear cascade – (Groups of agents in predefined order)  

• Record Calls  

• Dedicated, unlimited and secure FIPS 140-2 cloud-based storage for recorded calls  

•Call downloading capability for managers  

• Statistical reporting  

• Minimal Call Queue Requirements (Pre-Queue Options)  

• Unlimited Max Expected Wait (Seconds) before queue is unavailable  

• Unlimited Max Callers in Queue before queue is unavailable  

• Callback option – Allows caller to opt for a callback instead of waiting if time conditions are 
met  

• Forward if unavailable – forwards to designated extension   

• Minimal Call Queue Requirements (In Queue Options)  

• Queue ring timeout (sec)- How long the queue will attempt to ring agents before following an 
exit option  

• Adjustable wrap-up time (minutes)- How long an agent has to wrap up previous call before 
taking another  
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• Agent ring timeout (sec)- How long the queue will attempt to ring agents before moving on to 
the next available  

• Logout agent on missed call (Yes/No)- Ability to choose to log agents out of a queue if they 
miss a call  

• Forward if unanswered- Forwards callers to an extension if the agents fail to answer before the 
queue ring timeout.   

 

Maintenance & Support Requirements  

Vendors are required to provide standard chat, email, and telephone support services Monday 
thru Friday, 8:00 am to 5:00 pm (EST) for routine service requests. 24/7/365 support service will 
be required for issues deemed as urgent. This must include a three-year term support and 
warranty.  

Software Upgrades  

All planned end-of-life or obsolescence must be listed in Vendor’s response.   

Software upgrades, patches or system revisions which are subsequently developed to correct 
problems or malfunctions must be provided at no additional charge, regardless of the inclusion of 
enhancements, for the full term of the contract.  

• Any questions can be directed to Adam Kenny, Information Technology, at 540-965-
2135 x 108 or akenny@ahcsb.org. 

• The invitation to bid will be posted on AHCS’s website, ahcsb.org, and can be 
downloaded from there directly as of 5:00 p.m. on May 6, 2025 

 
SECTION 4.  PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS 
 
Proposals must be submitted in accordance with the instructions and requirements given in this 
RFP, including the cover page. All information requested must be submitted. Failure to do so 
may result in the proposal being considered non-responsive and it may be rejected. 
 
Your proposal, one (1) original and five (5) copies, including the cover page of this RFP signed 
by an authorized representative of your firm, must be submitted in a sealed envelope or package. 
The notation "CONFIDENTIAL – Phone System" must be clearly marked on the front of that 
sealed envelope or package. 
 
AHCS and its officers, employees or agents will not be responsible for the opening of a proposal 
envelope or package prior to the scheduled opening if that envelope or package is not 
appropriately sealed and marked as specified. 
 
AHCS reserves the right to cancel this RFP and/or reject any or all proposals, to waive 
informalities in any proposal, to award any whole or part of a proposal, and to award to the 
Offeror whose proposal is, at the sole discretion of AHCS, determined to be in the best interest 
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of AHCS. 
 
Proposal evaluation and award will be accomplished in accordance with this RFP and applicable 
law. If an award of a contract is made, notification of such award will be provided to the Offeror. 
 
No proposal may be withdrawn for a period of sixty (60) days after the opening of the proposal. 
 
Inquiries regarding this RFP should be directed to Patty Flanagan, of the AHCS Administrative 
Office at (540) 965-2135 x 102.  
 
This RFP consists of this Introduction, the numbered sections, and the attachments hereto. 
 
 
AHCS is not responsible for any copies of this RFP obtained from any source other than 
AHCS. 
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Instructions for Offerors: 
 
At a minimum, prospective Offerors are to include the items below as part of their proposal. 
Each proposal should include a transmittal letter and table of contents.  The proposal should be 
no more than 20 pages, single spaced and typed (one side only) in length.  
 

Proposals must include the following: 
 
1. Experience: A narrative describing the firms’ experience and qualifications.  Some of the 

information required includes, but is not necessarily limited to, length of time in the 
business, experience, strengths, business philosophy; a description of how the firm will 
perform the services listed in the scope of services of this Request for Proposal, including 
the names, titles, and qualifications of the individuals that will be working directly with 
AHCS. 

2. References: References from a minimum of three (3) previous clients within the last five 
(5) years, preferably local government clients. 

3. Outline of Services: An outline of the services to be performed and identification of who 
will perform the service. 

4. Fees:  Describe all fees required for the performance of the requested services. 
5. Equipment Requirements: 

a. Manufacturer and model of units being proposed.   
b. All additional options.   
c. Please disclose the Manufacturer’s Suggested Retail Price (MSRP).   
d. Specific warranty details for each unit proposed.   
e. Document any related fees or processing fees.   
f. Document any delivery fees to have the items delivered to AHCS.   
g. Timeframe to secure and deliver items.   
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SECTION 5.  EVALUATION CRITERIA.  
 
Offerors will be evaluated for selection on the basis of those most qualified to meet the 
requirements of this RFP. Criteria to be considered in evaluation include the following: 
 
A. The background and experience of the offeror, including the level of 

experience in working with municipalities and the quality of services performed. 
 
B. The proposal submitted by the offeror for completeness, attention to detail, and 

strategy. 
 
C. References from previous clients. 
 
SECTION 6.  SELECTION PROCESS. 
 
The method of selection of the successful offeror shall be through competitive negotiation. 

 
A. All proposals submitted in response to this RFP will be reviewed for responsiveness 

prior to referral to the selection committee. The award, if made, will 
be made to the offeror whose proposal best furthers the interest of AHCS. AHCS 
reserves the right to reject any and all proposals, to waive any informality or 
irregularity in the proposals received, and to make the award to the offeror whose 
proposal is deemed to be in the best interest of AHCS. The award, if one is made,  
will be a contract incorporating the terms and conditions contained in this RFP. 

 
B. Offerors who submit a proposal in response to this RFP may be required to give an 

oral presentation of their proposal to the selection committee. This provides 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 strictly at the option of AHCS and may or may not be conducted. 

 
SECTION 7.  MISCELLANEOUS. 
 
A. Ownership of Material - Ownership of all data, materials, and documentation 

originated and prepared for AHCS pursuant to the RFP shall belong exclusively to 
AHCS and be subject to public inspection in accordance with the Virginia Freedom 
of Information Act. Trade secrets or proprietary information submitted by the offeror 
shall not be subject to public disclosure under the Freedom of Information Act, unless 
otherwise required by law or a court. However, the offeror must invoke the 
protection of Section 2.2-4342(F) of the Code of Virginia, in writing, either 
before or at the time the data or other material is submitted. The written notice 
must SPECIFICALLY identify the data or materials to be protected and state the 
reason why protection is necessary. The proprietary or trade secret material 
submitted must be identified by some distinct method such as highlighting or 
underlining and must indicate only the specific words, figures, or paragraphs that 
constitute trade secret or proprietary information. The classification of an entire 
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proposal document, line item prices, and/or total proposal prices as proprietary, or 
trade secrets, is NOT ACCEPTABLE and may result in REJECTION of the proposal. 
 

B. As this is a RFP, no information regarding the proposal records or the contents of 
responses will be released except in accordance with Section 2.2-4342 of the Code 
of Virginia.    

 
C. Any interpretation, correction, or change of the RFP will be made by an addendum. 

Interpretations, corrections or changes of this RFP made in any other manner will not 
be binding and offerors must not rely upon such interpretations, corrections, or 
changes.  

 
D. No offeror shall confer on any AHCS employee having official responsibility for a 

purchasing transaction any payment, loan, subscription, advance, deposit or money,  
service, or anything of more than nominal value, present or promised, unless 
consideration of substantially equal or greater value is exchanged. 

 
E. AHCS may make investigations to determine the ability of the offeror to perform or 

supply the services and/or items as described in this RFP. AHCS reserves the 
right to reject any proposal if the offeror fails to satisfy AHCS that it is qualified to 
carry out the obligations of the proposed contract. 

 
 
SECTION 8.  GENERAL TERMS AND CONDITIONS. 
 

A. Acceptance of Bids/Proposals: Unless otherwise specified, all bids/proposals 
submitted shall be valid for a minimum period of 60 calendar days following the date 
established for receiving bids/proposals.  At the end of the 60 calendar days the 
bid/proposal may be withdrawn at the written request of the bidder/proposer.  If the 
bid/proposal is not withdrawn at that time it remains in effect until an award is made 
or the solicitation is cancelled. 

B. Anti-Discrimination: By submitting their proposals, proposers certify to AHCS that 
they will conform to the provisions of the Federal Civil Rights Act of 1964, as 
amended, as well as the Virginia Fair Employment Contracting Act of 1975, as 
amended, where applicable, the Virginians With Disabilities Act, the Americans With 
Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA). If 
the award is made to a faith-based organization, the organization shall not 
discriminate against any recipient of goods, services, or disbursements made pursuant 
to the contract on the basis of the recipient's religion, religious belief, refusal to 
participate in a religious practice, or on the basis of race, age, color, gender or 
national origin and shall be subject to the same rules as other organizations that 
contract with public bodies to account for the use of the funds provided; however, if 
the faith-based organization segregates public funds into separate accounts, only the 
accounts and programs funded with public funds shall be subject to audit by the 
public body. (Code of Virginia, § 2.2-4343.1E). 
In every contract over $10,000 the provisions in 1and 2 below apply: 



 
 

13 | P a g e  
 

1. During the performance of this contract, the contractor agrees as follows: 
a. The contractor will not discriminate against any employee or applicant 
for employment because of race, religion, color, sex, national origin, age, 
disability, or any other basis prohibited by state law relating to 
discrimination in employment, except where there is a bona fide 
occupational qualification reasonably necessary to the normal operation of 
the contractor. The contractor agrees to post in conspicuous places, 
available to employees and applicants for employment, notices setting 
forth the provisions of this nondiscrimination clause. 
b. the contractor, in all solicitations or advertisements for employees 
placed by or on behalf of the contractor, will state that such contractor is 
an equal opportunity employer. 
c. Notices, advertisements and solicitations placed in accordance with 
federal law, rule or regulation shall be deemed sufficient for the purpose 
of meeting these requirements. 

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

C. Antitrust: By entering into a contract, the contractor conveys, sells, assigns, and 
transfers to AHCS 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 AHCS under said contract. 

D. Applicable Laws and Courts: This solicitation and any resulting contract shall be 
governed in all respects by the laws of the Commonwealth of Virginia and any 
litigation with respect thereto shall be brought in the appropriate court in Alleghany 
County, Virginia.  The Contractor shall comply with federal, state and local laws and 
regulations. 

E. Assignment of Contract: A contract shall not be assignable by the contractor in 
whole or in part without the written consent of AHCS. 

F. Availability of Funds:  It is understood and agreed between the parties herein that 
AHCS shall be bound hereunder only to the extent of the funds available or which 
may hereafter become available for the purpose of this agreement. 

G. Bid/Proposal Pricing: The bid/proposal price shall be an all-inclusive price to 
deliver the specified goods and/or services FOB Destination to the address specified 
per the specifications.  Invoices must be itemized and will be paid at the unit price in 
the bid/proposal.  AHCS will not accept or pay for additional line items such as 
freight, shipping and handling, delivery, downtime, equipment, lost time due to 
inclement weather or any other charges additional to the unit prices quoted in the 
bid/proposal. 

H. 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. 
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2.  AHCS may order changes within the general scope of the contract at any time 
by written notice to the contractor.  Changes within the scope of the contract 
include, but are not limited to, things such as services to be performed, the 
method of packing or shipment, and the place of delivery or installation.  The 
contractor shall comply with the notice upon receipt.  The contractor shall be 
compensated for any additional costs incurred as the result of such order and 
shall give AHCS 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 
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 AHCS’s right to audit the contractor’s records and/or to determine 
the correct number of units independently; or 

b. 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 AHCS with all vouchers 
and records of expenses incurred and savings realized.  AHCS 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 
AHCS within thirty (30) days from the date of receipt of the written 
order from AHCS.  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 Virginia Public Procurement Act.  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 AHCS or with the 
performance of the contract generally. 

I. Claims: Contractual claims, whether for money or other relief, shall be submitted in 
writing to AHCS, Administrative Office, 205 E. Hawthorne Street, Covington, 
Virginia 24426, no later than sixty (60) days after final payment; however, written 
notice of the contractor’s intention to file such claim shall have been given at the time 
of the occurrence or beginning of the work upon which the claim is based.  Nothing 
herein shall preclude a contract from requiring submission of an invoice for final 
payment within a certain time after completion and acceptance of the work or 
acceptance of the goods.  Pending claims shall not delay payment of amounts agreed 
due in the final payment (Code of Virginia, Section 2.2-4363).  A contractor may not 
institute legal action prior to receipt of AHCS decision on the claim, unless that office 
fails to render such decision within thirty (30) days.  Failure of AHCS to render a 
decision within thirty (30) days shall not result in the contractor being award the relief 
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claimed or in any other relief or penalty.  The sole remedy for AHCS’s failure to 
render a decision within thirty (30) days shall be the contractor’s right to institute 
immediate legal action.  The decision of AHCS shall be final and conclusive unless 
the contractor, within six (6) months of the date of the final decision of the claim, 
institutes legal action as provided in the Code of Virginia, Section 2.2-4364. 

J. Clarification of Terms: If any prospective bidder/proposer has questions about the 
specifications or other solicitation documents, the prospective bidder/proposer should 
contact the buyer whose name appears on the face of the solicitation no later than 
three (3) working days before the due date.  The bidder/proposer may be asked to 
submit such questions in writing.  Any revisions to the solicitation will be made only 
by addendum issued by the buyer. 

K. Debarment Status: By submitting their bids/proposals, bidders/proposers certify that 
they are not currently debarred by AHCS or the Commonwealth of Virginia from 
submitting bids/proposals on contracts for the type of goods and/or services covered 
by this solicitation, nor are they an agent of any person or entity that is currently so 
debarred. 

L. Default: In case of failure to deliver goods or services in accordance with the contract 
terms and conditions, AHCS, 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 AHCS may have.  In addition, AHCS reserves the right to cancel any 
orders placed that are not delivered by the date specified in the Invitation to 
Bid/Invitation for Proposal. 

M. 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. 

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

O. Email Proposals: Email unsealed bids/proposals received by AHCS prior to the time 
and date designated for unsealed bid/proposal submission will be accepted.  It is the 
proposer’s responsibility to ensure these proposals are received by the appropriate 
person/department at AHCS.  Email bids/proposals will not be accepted for sealed 
bids/proposals. 

P. Immigration Reform and Control Act of 1986: By submitting their bids/proposals, 
bidders/proposers certify that they do not and will not during the performance of this 
contract employ illegal alien workers or otherwise violate the provisions of the 
federal Immigration Reform and Control Act of 1986. 

Q. Indemnification: Contractor agrees to indemnify, defend, and hold harmless AHCS  
and its officers, agents, and employees from any claims, damages and actions of any 
kind or nature, whether at law or in equity, arising from or caused by the use of any 
materials, goods, or equipment of any kind or nature furnished by the contractor or 
any services of any kind or nature furnished by the contractor, provided that such 
liability is not attributable to the sole negligence of AHCS or failure of AHCS to 
appropriately use the materials, good, or equipment delivered. 

R. Late Bids/Proposals: To be considered for selection, bids/proposals must be 
received by the appropriate office at AHCS by the designated date and hour.  
Bids/Proposals received by AHCS after the date and hour designated are 
automatically disqualified and will not be considered.  AHCS is not responsible for 
delays in the delivery of mail by the U.S. Postal Service, private couriers, or other 
means of delivery.  It is the sole responsibility of the bidder/proposer to ensure that its 
proposal reaches AHCS by the designated time and hour. 

S. Nondiscrimination of Contractors:  A bidder, proposer, offeror, or contractor shall 
not be discriminated against in the solicitation or award of this contract because of 
race, religion, color, sex, national origin, age, disability, faith-based organizational 
status, any other basis prohibited by state law relating to discrimination in 
employment.  If the award of this contract is made to a faith-based organization and 
an individual, who applies for or receives goods, services, or disbursements provided 
pursuant to this contract objects to the religious character of the faith-based 
organization from which the individual receives or would receive the goods, services, 
or disbursements, AHCS shall offer the individual, within a reasonable period of time 
after the date of his objection, access to equivalent goods, services, or disbursements 
from an alternative provider. 

T. Payment: 
1.  To Prime Contractor: 

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

 b. Any payment terms requiring payment in less than 45 days will be 
regarded as requiring payment 45 days after invoice or delivery, 



 
 

17 | P a g e  
 

whichever occurs last.  This shall not affect offers of discounts for 
payment in less than 45 days, however. 

     c. All goods or services provided under this contract or purchase order, 
that are to be paid for with public funds, shall be billed by the 
contractor at the contract price. 

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

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

2.  To Subcontractors: 
  a. A contractor awarded a contract under this solicitation is hereby 
obligated: 

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

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

   b. The contractor is obligated to pay the subcontractor(s) interest at the 
rate of one percent per month (unless otherwise provided under the 
terms of the contract) on all amounts owed by the contractor that 
remain unpaid seven (7) days following receipt of payment from 
AHCS, except for amounts withheld as stated in (2) above.  The date 
of mailing of any payment by U. S. Mail is deemed to be payment to 
the addressee.  These provisions apply to each sub-tier contractor 
performing under the primary contract.  A contractor’s obligation to 
pay an interest charge to a subcontractor may not be construed to be 
an obligation of AHCS. 

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

V. Qualification of Proposers: AHCS may make such reasonable investigations as 
deemed proper and necessary to determine the ability of the (bidder/proposer) to 
perform the services/furnish the goods to AHCS and request all such information and 
data required for this purpose.  AHCS reserves the right to inspect 
(bidder’s/proposer’s) physical facilities prior to award to satisfy questions regarding 
the (bidder’s/proposer’s) capabilities.  AHCS further reserves the right to reject any 
(bid/proposal) if the evidence submitted by, or investigations of, such 
(bidder/proposer) fails to satisfy AHCS that such (bidder/proposer) is properly 
qualified to carry out the obligations of the contract and to provide the services and/or 
furnish the goods contemplated therein. 

W. Supremacy Clause: Notwithstanding any provision in the bidder’s/proposer’s 
response to the contrary, the bidder/proposer agrees that the terms and conditions 
contained in AHCS’s proposal prevail over contrary terms and conditions contained 
in the bidder’s/proposer’s response. 

X. Taxes: Sales to AHCS are exempt from State sales tax.  State sales and use tax 
certificates of exemption will be issued upon request.  Deliveries against this contract 
shall usually be free of Federal excise and transportation taxes. 

Y. Transportation and Packaging: By submitting their (bids/proposals), all 
(bidders/proposers) certify and warrant that the price offered for FOB destination 
includes only the actual freight rate costs at the lowest and best rate and is based upon 
the actual weight of the goods to be shipped.  Except as otherwise specified herein, 
standard commercial packaging, packing, and shipping containers shall be used.  All 
shipping containers shall be legibly marked or labeled on the outside with purchase 
order number, commodity description, and quantity. 

Z. Testing and Inspection: AHCS reserves the right to conduct any test/inspection it 
may deem advisable to assure goods and services conform to the specifications.   

AA. Use of Brand Names: Unless otherwise provided in this solicitation, the name of a 
certain brand, make or manufacturer does not restrict proposers to the specific brand, 
make or manufacturer named, but conveys the general style, type, character, and 
quality of the article desired.  Any article which the public body, in its sole discretion, 
determines to be the equivalent of that specified, considering quality, workmanship, 
economy of operation, and suitability for the purpose intended, shall be accepted.  
The bidder/proposer is responsible to clearly and specifically identify the product 
being offered and to provide sufficient descriptive literature, catalog cuts and 
technical detail to enable AHCS to determine if the product offered meets the 
requirements of the solicitation.  This is required even if offering the exact brand, 
make or manufacturer specified.  Normally in competitive sealed bids/proposals only 
the information furnished with the bid/proposal will be considered in the evaluation.  
Failure to furnish adequate data for evaluation purposes may result in declaring a 
bid/proposal nonresponsive.  Unless the bidder/proposer clearly indicates in its 
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proposal that the product offered is an equivalent product, such proposal will be 
considered to offer the brand name product referenced in the solicitation. 

 
 
(The remainder of this page is intentionally blank.) 
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ATTACHMENT A – SAMPLE CONTRACT 
 

ALLEGHANY HIGHLANDS COMMUNITY SERVICES    
 
PHONE SYSTEM 

 

Contract Number: 
 
This Contract is entered into this ____day of _______________, 2025, by and between AHCS, 
and _______________________ (“Contractor”), located at 
____________________________________________________________________________. 
   
WITNESSETH that the Contractor and AHCS, in consideration of the mutual covenants, 
promises, and agreements contained herein, agree as follows: 
 
SCOPE OF SERVICES: The Contractor shall provide the services to AHCS as set forth 
in the Contractor’s Proposal dated ____________. 
 
CONTRACT PERIOD: The Contract Period is from ______________, 2025 through 
_______________, 2026, a period of ________.  All work under the Contract shall be 
completed before the end of the Contract Period. 
 
CONTRACT DOCUMENTS: The Contract Documents shall consist of this signed Contract 
and all exhibits, written amendments, and/or addenda including: 

• AHCS’s RFP dated May 20, 2025 (“Exhibit A”); 
• Contractor’s Proposal dated___________ (“Exhibit B”); 
• Any subsequent written amendments executed by the parties. 

 
In the event of a conflict between this document, AHCS’s RFP, and Consultant’s Proposal, this 
document and AHCS’s RFP shall prevail. 
 
COMPENSATION AND METHOD OF PAYMENT: The total amount to be paid to the 
Contractor is ___________________ ($_____________) to be paid in the following 
manner: ___________________________.   
 
GENERAL TERMS AND CONDITIONS OF THE CONTRACT: Contractor shall 
comply with Section 8, General Terms and Conditions, of the RFP. 
 
ENTIRE AGREEMENT:  The written terms of this Contract shall supersede all prior 
verbal statements of any party.  Such statements shall not be effective or be construed as 
forming a part of, or altering in any manner whatsoever, this Contract.  This Contract 
constitutes the entire agreement between the Contractor and AHCS and may be amended 
only by written instrument signed by the parties hereto.   
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In WITNESS WHEREOF, the parties have caused this Contract to be duly executed 
intending to be bound thereby. 
 
_____________________________________:  AHCS: 
 
By:  ___________________________________By:  _________________________________  
Title:  _________________________________Title: ________________________________   
Date: _______________ __________________Date: _______________________________ 
 
 

APPROVED AS TO FORM: 
 By: ___________________________________ 
 __________________________, AHCS Attorney 
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ATTACHMENT B – PROPOSAL SUBMISSION FORM 
 
A.   BASIS OF AWARD:  Proposals shall be evaluated by AHCS using the best value 
procurement procedures according to the following criteria.  These criteria are to be utilized in 
the evaluation of qualifications for development of the list of those offerors to be considered for 
interviews and/or negotiations.  Individual criteria may be assigned varying weights at AHCS’s 
discretion to reflect relative importance.  Proposals shall contain documentation and information 
which described the offeror’s ability to meet the criteria and exceed the performance of other 
offerors. 

• Profile, qualifications, and experience of Proposer 
• References 
• Specific approach and work plan 
• Responsiveness and completeness of the Proposal 
• Overall benefit to AHCS 

 
Selection shall be made of offerors deemed to be qualified and if more than one, offerors shall be 
ranked in order of best suited among those submitting proposals on the basis of evaluation 
factors included in the Request for Proposals.  After interviews, negotiation with the offeror 
ranked number one will commence.  If a suitable contract cannot be reached, AHCS will 
conclude negotiations with the number one offeror and move on to negotiate with number two.  
AHCS may cancel this RFP or reject Proposals at any time prior to the award.  Should AHCS 
determine in writing and in its sole discretion that only one offeror is fully qualified, or that one 
offeror is clearly more highly qualified that the others under consideration, a contract may be 
negotiated and awarded to that offeror.  The award document will be a contract incorporating by 
reference or explicitly all the requirements, terms, and conditions of this RFP and the offeror’s 
Proposal as negotiated. 

 
AHCS reserves the right to cancel or reject any or all Proposals, to waive any informalities in 
any Proposal received and to negotiate and award a contract deemed to be in AHCS’s best 
interest. 

 
B. OFFEROR’S CHECKLIST:  This checklist is provided to assist offerors in submitting a 
responsive Proposal and may not be inclusive of all RFP requirements.  Offerors are expected to 
carefully read the entire RFP and verify that the following issues have been addressed prior to 
submission of a Proposal: 
 

• Provide requested information on cover page of RFP: name, address, etc.  
• Virginia State Corporation Commission (SCC) Registration Information 
• Signed Proposal (cover page) 
• Complete the information on this form and submit with Proposal 
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C. OFFEROR’S REPRESENTATIVE –  
 
Name: _________________________________________________ 
 
Address: _______________________________________________ 
 
Phone: __________________________  Fax: ______________________ 
 
Cell Phone: ______________________  Email address: ____________________  
 
D.   OFFEROR’S DATA: 
 
QUALIFICATIONS OF OFFEROR - Firms shall have the capability in all respects to perform 
fully the contract requirements and the experience, integrity, perseverance, reliability, capacity, 
facilities, equipment, and credit which will assure good faith performance of the contract to the 
satisfaction of AHCS. Indicate the length of time you have been in business as a company 
providing the type of service(s) required for this contract. 
 
____________ Years ____________ months 
 
Provide a minimum of three (3) references that will substantiate past work performance and 
experience in the type of work required for this contract. Company Name, Address, Phone 
Number and Contact Person’s Name and Email:  
 
Address: 
1. _______________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
2. ________________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
3. ________________________________________________________ 
__________________________________________________________ 
__________________________________________________________ 
 
 
E. VIRGINIA STATE CORPORATION COMMISSION (SCC) REGISTRATION 
 INFORMATION 
 
The offeror shall check one of the following. The offeror is: 
 
Corporation or other business entity with the following SCC identification number: 
 _______________________ -OR 
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_____  Not a corporation, limited liability company, limited partnership, registered limited 
 liability partnership, or business trust –OR 
 
_____  An out-of-state business entity that does not regularly and continuously maintain as part 
 of its ordinary and customary business any employees, agents, offices, facilities, or 
 inventories in Virginia (not counting any employees or agents in Virginia who merely 
 solicit orders that require acceptance outside Virginia before they become contracts, and 
 not counting any incidental presence of the Proposer in Virginia that is needed in order to 
 assemble, maintain, and repair goods in accordance with the contracts by which such 
 goods were sold and shipped into Virginia from Proposer’s out-of-state location) –OR 
 
_____  An out-of-state business entity that is including with this Proposal an opinion of legal 

counsel which accurately and completely discloses the undersigned Proposer’s current 
contacts with  Virginia and describes why those contacts do not constitute the transaction 
of business in  Virginia within the meaning of § 13.1-757 or other similar provisions in 
Titles 13.1 or 50 of the Code of Virginia. 

 
**NOTE** >> Check the following box if you have not completed any of the foregoing options 
but currently have pending before the SCC an application for authority to transact business in the 
Commonwealth of Virginia and wish to be considered for a waiver to allow you to submit the 
SCC identification number after the due date for proposals. No award shall be issued to a 
Proposer who fails to provide the required information unless a waiver of these requests is 
granted by the chief executive of the local governing body (AHCS reserves the right to 
determine in its sole discretion whether to allow such waivers):  _______ 
 
 
 
 


