
Fluvanna County is committed to providing an excellent quality of life for our citizens and businesses through the 
efficient delivery of core services and programs, while preserving the unique identity and rural character of the County. 

FLUVANNA COUNTY BOARD OF SUPERVISORS 

REGULAR MEETING AGENDA 
Fluvanna County Library 

 214 Commons Blvd, Palmyra, Virginia 22963 
July 5, 2023 at  

5:00 pm and 7:00pm 

TAB AGENDA ITEMS 

1 - CALL TO ORDER 

2 - PLEDGE OF ALLEGIANCE AND MOMENT OF SILENCE 

3 – ADOPTION OF AGENDA 

4 – COUNTY ADMINISTRATOR’S REPORT 

5 – PUBLIC COMMENTS #1 (5 minutes each) 

6 – PUBLIC HEARING 

7 – ACTION MATTERS 

A 
Resolution Recommending Appointment to the Board of Equalization – Eric Dahl, County 
Administrator 

B Consulting Services Agreement with B. W. Murray, Inc. – Joyce Pace, General Registrar 

C Sheriff’s Office Recruitment, Retention, and Salary Increase – Eric Hess, Sheriff 

D JP Morgan Debt Service CIP Budget Transfers – Eric Dahl, County Administrator 

7A – APPOINTMENTS 

E Board, Commission, and Committee Appointments – Eric Dahl, County Administrator 

8 – PRESENTATIONS (normally not to exceed 10 minutes each) 

F Dogs Running At Large Ordinance – Eric Dahl, County Administrator 

G 2023 General Assembly Update – Dan Whitten, County Attorney 

9 – CONSENT AGENDA 

H Minutes of June 21, 2023 – Caitlin Solis, Clerk to the Board 

I 
Purchase Agreement with Basic Auto Sales for 2022 Chevrolet Silverado 1500 – Tori Melton, Finance 
Director 

J Magic City Vehicle Purchase Agreement – Tori Melton, Director of Finance 

K FY23 ARPA Grant State Library – Tori Melton, Finance Director 

L 
Cooperative Agreement under City of Charlottesville Virginia Contract No. 4600001760 for Police 
Uniforms with Howard Uniform Company, LLC – Eric Dahl, County Administrator 

M 
County Attorney Paralegal/Legal Assistant Job Description – Donna Snow, Director of Human 
Resources 

N Emergency Medical Services (EMS) Policies – Eric Dahl, County Administrator 

13 – CLOSED MEETING 

TBD 
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Fluvanna County is committed to providing an excellent quality of life for our citizens and businesses through the 
efficient delivery of core services and programs, while preserving the unique identity and rural character of the County. 

RECESS – DINNER BREAK 

RECONVENE @ 7:00pm 

RECONVENE 

PLEDGE OF ALLEGIANCE AND MOMENT OF SILENCE 

6 – PUBLIC HEARINGS 

7 – ACTION MATTERS 

8 – PRESENTATIONS (normally not to exceed 10 minutes each) 

10 – UNFINISHED BUSINESS 

 TBD 

11 – NEW BUSINESS 

 TBD 

12 – PUBLIC COMMENTS #2 (5 minutes each) 

14 – CLOSED MEETING 

 TBD 

14 – ADJOURN 

 
 
 
 
  

_______________________________________ 
County Administrator Review  
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Fluvanna County is committed to providing an excellent quality of life for our citizens and businesses through the 
efficient delivery of core services and programs, while preserving the unique identity and rural character of the County. 

PLEDGE OF ALLEGIANCE 

I pledge allegiance, to the flag, 
of the United States of America, 

and to the Republic for which it stands, 
one nation, under God, indivisible, 

with liberty and justice for all. 

 

GENERAL RULES OF ORDER 
 
1. It shall be the duty of the Chairman to maintain order and decorum at meetings.  The Chairman shall speak 

to points of order in preference to all other members. 
 
2. In maintaining decorum and propriety of conduct, the Chairman shall not be challenged and no debate shall 

be allowed until after the Chairman declares that order has been restored.  In the event the Board wishes to 
debate the matter of the disorder or the bringing of order; the regular business may be suspended by vote 
of the Board to discuss the matter. 

 
3. No member or citizen shall be allowed to use defamatory or abusive language directed at any member of 

the Board or other person, to create excessive noise, or in any way incite persons to use such tactics. The 
Chair shall be the judge of such breaches, however, the Board may by majority vote of the Board members 
present and voting to overrule the judgment of the Chair. 

 
4. When a person engages in such breaches, the Chairman shall order the person’s removal from the building, 

or may order the person to stand silent, or may, if necessary, order the person removed from the County 
property. 

 

RULES OF PROCEDURE FOR PUBLIC HEARINGS 
 
1. PURPOSE 

 The purpose of a public hearing is to receive testimony from the public on certain resolutions, 
ordinances or amendments prior to taking action. 

 A hearing is not a dialogue or debate.  Its express purpose is to receive additional facts, comments and 
opinion on subject items. 

2. SPEAKERS 
 Speakers should approach the lectern so they may be visible and audible to the Board. 
 Each speaker should clearly state his/her name and address.  
 All comments should be directed to the Board. 
 All questions should be directed to the Chairman.  Members of the Board are not expected to respond 

to questions, and response to questions shall be made at the Chairman's discretion.  
 Speakers are encouraged to contact staff regarding unresolved concerns or to receive additional 

information. 
 Speakers with questions are encouraged to call County staff prior to the public hearing. 
 Speakers should be brief and avoid repetition of previously presented comments. 

3. ACTION 
 At the conclusion of the public hearing on each item, the Chairman will close the public hearing. 
 The Board will proceed with its deliberation and will act on or formally postpone action on such item 

prior to proceeding to other agenda items. 
 Further public comment after the public hearing has been closed generally will not be permitted. 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Resolution Recommending Appointment to the Board of Equalization 

MOTION(s): I move the Board of Supervisors adopt a resolution entitled, “A RESOLUTION 
RECOMMENDING APPOINTMENT TO THE BOARD OF EQUALIZATION.” 

BOS 2 YEAR GOALS? 
Yes No 

If yes, list goal(s): 
X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent Agenda Other 

XX 

STAFF CONTACT(S): Eric Dahl, County Administrator 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Immediate 

DISCUSSION: 

A member of the Fluvanna County Board of Equalization moved out of the County 
and had to resign from the Fluvanna BOE. The attached Resolution directs 
submission of the replacement nominee for Circuit Court consideration and formal 
appointment to the BOE. 

FISCAL IMPACT: N/A 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

• Resolution Recommending Appointment to the Board of Equalization
• Exhibit A – Candidate for Consideration
• Exhibit B – § 58.1-3370. Appointment
• Exhibit C – Virginia § 58.1-3374. Qualifications of members; vacancies
• Candidate Application

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X 

TAB A
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BOARD OF SUPERVISORS 
County of Fluvanna 
Palmyra, Virginia 

 
RESOLUTION No. 20-2023 

A RESOLUTION RECOMMENDING APPOINTMENT TO 
 THE BOARD OF EQUALIZATION 

  
WHEREAS, Virginia Code Section 58.1-3370 requires the appointment of a Board of Equalization in each tax year 
immediately following the year a general reassessment is conducted in the County; and 
 
WHEREAS, a member of the Board of Equalization, Ronald Lauziere, submitting his resignation after moving out of the 
County; and  
 
WHEREAS, it is the desire of the Board of Supervisors of Fluvanna County to request that the Fluvanna County Circuit 
Court appoint a replacement Board of Equalization member and to suggest to the court the member to be appointed; and 
 
WHEREAS, the Board of Supervisors desires to provide necessary clerical assistance for such Board of Equalization in 
accordance with Virginia Code Section 58-1-3376; and 
 
WHEREAS, a general reassessment of the County has recently been completed; and 
 
WHEREAS, the Fluvanna County Board of Supervisors requests the Board of Equalization to meet as frequently as 
necessary to hear all appeals from landowners concerning their reassessment; and 
 
WHEREAS, the Fluvanna County Board of Supervisors encourages the Board of Equalization to meet with the assessors 
and review and evaluate their method of assessing the value of land in this reassessment; and 
 
NOW, THEREFORE BE IT RESOLVED by the Board of Supervisors of Fluvanna County, as follows: 
1) That the County Attorney be, and he is hereby, DIRECTED to request the appointment by the Fluvanna County Circuit 
Court of a replacement member for the Board of Equalization as required by law; and that, in so doing, the County Attorney 
shall submit to the Circuit Court a suggested replacement member for the Board of Equalization, such list being attached to 
this resolution as Exhibit A; and 
 
THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED by the Fluvanna County Board of 
Supervisors at a meeting of the Board held on the 5th day of July 2023: 

 AYE NAY ABSTAIN ABSENT MOTION SECOND 
Mozell H. Booker, Fork Union District       
Patricia B. Eager, Palmyra District        
Christopher Fairchild, Cunningham District       
Anthony P. O’Brien, Rivanna District       
John M. Sheridan, Columbia District       

 
Attest: 
_______________________________ 
Mozell H. Booker, Chair 
Fluvanna County Board of Supervisors 

BOS 2023-07-05 p.7/412



BOS 2023-07-05 p.8/412



 
 

BOARD OF SUPERVISORS 
 
 
John M. “Mike” Sheridan 
Chair 
Columbia District 
 
Anthony P. “Tony” O’Brien 
Vice Chair 
Rivanna District 
 
Mozell H. Booker 
Fork Union District 
 
Patricia B. Eager 
Palmyra District 
 
Christopher Fairchild 
Cunningham District 
 
 
 
 
COUNTY ADMINISTRATION 
 
 
Eric M. Dahl 
County Administrator 
 
Caitlin Solis 
Clerk to the Board 
 
 

132 Main Street 
P.O. Box 540 

Palmyra, VA 22963 
(434) 591-1910 

Fax (434) 591-1911 
www.fluvannacounty.org 

“Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

Exhibit A: 
 

List of Recommended Appointees to the Board of Equalization for 2023 
 
Mr. Woody Fincham – Rivanna District – Real Estate Appraiser for over 20 years; 
bachelors in Business Admin, and holds five designations related to valuation and 
consulting on real estate; instructor for the Appraisal Institute; was the reviewer for 
conservation easement and Historical Facade Easements with the Tax Department for 
the Commonwealth; has experience with residential, commercial and agricultural 
property. 
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Code of Virginia 
Title 58.1. Taxation 
Subtitle III. Local Taxes 
Chapter 32. Real Property Tax 
Article 14. Boards of Equalization
   
§ 58.1-3370. Appointment
  
A. The circuit court having jurisdiction within each city and each county other than those
counties operating under § 58.1-3371 shall, in each tax year immediately following the year a
general reassessment or annual or biennial assessment is conducted in such city or county,
appoint for such city or county a board of equalization of real estate assessments, unless such
county or city has a permanent board of equalization appointed according to law. In addition, at
the request of the local governing body, the circuit court may appoint alternate members as
provided in subsection B of § 58.1-3373, and the provisions of that subsection shall apply mutatis
mutandis.
  
B. The term of any board of equalization appointed under the authority of this section shall
expire one year after the effective date of the assessment for which it was appointed. However, if
a taxpayer applies to the commissioner of the revenue or other official performing the duties
imposed on commissioners of the revenue for relief from a real property tax assessment prior to
the expiration of the board of equalization's term, and the term of the board of equalization
expires prior to a final determination on such application for relief, and the taxpayer advises the
circuit court that he wishes to appeal the determination to the board of equalization, then the
circuit court may reappoint the board of equalization to hear and act on such appeal.
  
Code 1950, § 58-895; 1975, c. 575; 1979, c. 577; 1983, c. 304; 1984, cc. 273, 675; 1991, c. 240;
2014, c. 19;2018, c. 604.
  
The chapters of the acts of assembly referenced in the historical citation at the end of this
section(s) may not constitute a comprehensive list of such chapters and may exclude chapters
whose provisions have expired.
  

1 10/26/2022 12:00:00 AM
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Code of Virginia 
Title 58.1. Taxation 
Subtitle III. Local Taxes 
Chapter 32. Real Property Tax 
Article 14. Boards of Equalization
   
§ 58.1-3374. Qualifications of members; vacancies
  
Except as provided in § 58.1-3371 or 58.1-3373, every board of equalization shall be composed of
not less than three members nor more than five members or the number of local election districts
in the locality, whichever is greater. In addition to such regular members, at the request of the
local governing body, the circuit court for any locality shall appoint one alternate member in the
case of a board with less than five members, and two alternate members in the case of a board
with five or more members. The qualifications, terms and compensation of alternate members
shall be the same as those of regular members. A regular member when he knows he will be
absent from or will have to abstain from any proceeding at a meeting shall notify the chairman of
the board of equalization at least 24 hours prior to the meeting of such fact. The chairman may
select an alternate to serve in the absent or abstaining member's place and the records of the
board shall so note. Such alternate member may vote on any proceeding in which a regular
member is absent or abstains.
  
All members of every board of equalization, including alternate members, shall be residents, a
majority of whom shall be freeholders, in the county or city for which they are to serve and shall
be selected from the citizens of the county or city. Appointments to the board of equalization
shall be broadly representative of the community. Thirty percent of the members of the board
shall be commercial or residential real estate appraisers, other real estate professionals, builders,
developers, or legal or financial professionals, and at least one such member shall sit in all cases
involving commercial, industrial or multi-family residential property, unless waived by the
taxpayer. No member of the board of assessors shall be eligible for appointment to the board of
equalization for the same reassessment. In order to be eligible for appointment, each prospective
member of such board shall attend and participate in the basic course of instruction given by the
Department of Taxation under § 58.1-206. In addition, at least once in every four years of service
on a board of equalization, each member of a board of equalization shall take continuing
education instruction provided by the Tax Commissioner pursuant to § 58.1-206. Any vacancy
occurring on any board of equalization shall be filled for the unexpired term by the authority
making the original appointment.
  
On any board or panel thereof considering appeals of commercial or multi-family residential
property in a locality with a population exceeding 100,000, 30 percent of the members of such
board or panel shall be commercial or multi-family residential real estate appraisers who are
licensed and certified by the Virginia Real Estate Appraiser Board to serve as general real estate
appraisers, other commercial or multi-family real estate professionals or licensed commercial or
multi-family real estate brokers, builders, developers, active or retired members of the Virginia
State Bar, or other legal or financial professionals whose area of practice requires or required
knowledge of the valuation of property, real estate transactions, building costs, accounting,
finance, or statistics. For the purposes of this section, commercial or multi-family residential
property shall be defined as any property that is either operated as or zoned for use as
commercial, industrial or multi-family residential rental property.
  

1 10/26/2022 12:00:00 AM
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Code 1950, § 58-899; 1979, c. 577; 1983, c. 304; 1984, c. 675; 1995, c. 24;2003, c. 1036;2009, c. 25;
2010, c. 552;2011, c. 10;2013, c. 197;2016, c. 38.
  
The chapters of the acts of assembly referenced in the historical citation at the end of this
section(s) may not constitute a comprehensive list of such chapters and may exclude chapters
whose provisions have expired.
  

2 10/26/2022 12:00:00 AM
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APPLICATION TO SERVE ON BOARDS/COMMISSION/COMMITTEES
County of Fluvanna

Applicants are considered as vacancies occur and your application will be kept on file for three years.

Fluvanna County does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of 
services. Before completing the application, please review the membership requirements for the Board, Commission, or Committee for which you 

are interested. Applicants who do not meet membership requirements will not be put forward for consideration.

Name: Election   Columbia   Cunningham       Fork Union

District:   Palmyra   Rivanna                Other

EXPERIENCE/PROFESSIONAL EXPERTISE/EDUCATION (Please provides dates of education and experience. You may also provide a 
resume/CV.):

CURRENT OR PRIOR SERVICE ON BOARDS/COMMISSIONS/OR COMMITTEES:

CIVIC ACTIVITIES AND MEMBERSHIPS (Roles with fraternal, business, church, or social groups – please provide dates):

REASON(S) FOR WANTING TO SERVE FLUVANNA COUNTY:

Fluvanna County Board, Committee, and Commission Attendance Policy
(Approved June 17, 2015)

1. BCC members shall attend at least two-thirds of all scheduled meetings in each calendar year while serving.
2. The Chairperson of the board, commission, or committee shall notify the Clerk to the Board of Supervisors of any absences 

exceeding this policy.
3. The Clerk shall report these findings to the Board of Supervisors, typically in closed session.
4. Appointees who do not meet the attendance requirement without a valid reason(s) may be deemed to have rendered an implied 

resignation of that appointment.  
5. The Board may choose to accept the resignation and appoint another person to fill the appointed position.  The Board may also

override the implied resignation and extend the appointment, if extenuating circumstances so dictate.
6. This requirement shall apply to all boards, commissions, or committees listed on the attached application form, provided however, 

that if State or County Ordinance addresses attendance requirements in an alternative manner, such law shall prevail.

A

Woody Fincham

Attached

I am a well respected real estate appraiser. I have been in the business over 2 decades. I have a 
bachelors in Business Admin, and hold five designations related to valuation and consulting on real 
estate. I am also a instructor for the Appraisal Institute. As part of my tenure with the Tax 
Department for the Commonwealth I was the reviewer for conservation easement and Historical 
Facade Easements. I have experience with residential, commercial and agricultural property. 

I live here and want to see the county remain a great place to be as well as evolve with the times. 
My children are part of the community and I do not see my family living anywhere else. I have very 
specific skills in real estate valuation and consulting that would serve well with planning, 
development, conservation easement and various other areas. 
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Curriculum Vitae 
Woody Fincham, SRA, AI-RRS, ASA, RAA 

Member of RAC 
14 Lafayette Dr 

Palmyra, VA 22963 
 

 

 
 
Credentials: 

 Virginia Certified Residential Appraiser: #4001008056 
 
Education: 

 2019 ASA Designation 
 2018 RAA Designation 
 2017 Member of Relocation Appraisal Consultants 
 2015: AI-RRS Designation 
 2013: Bachelor of Science, Business Administration 
 2011: SRA Designation 
 2004: Associate in Arts 
 2000-Present: Ongoing continuing education as required by licensing and Designations 

 
Professional Affiliations: 
Charlottesville Area Association of Realtors 

 Board of Directors 3-Year Term Ending 12/31/2024   
   
Appraisal Institute: 
I have participated and continue to participate as a volunteer with various AI committees and teams. 

 Awarded the Volunteer of Distinction Award by the president n 2017  
 Admissions and Designation Qualifications Committee, Designated Member (appointed twice)  
 Education Committee Member 
 Professional Standards and Guidance Committee 
 Admissions and Designation Qualifications Committee, Designated Member  
 HRAI Education Committee Member 
 Experience Screening Panel AI: SRA and AI-RRS Screener (peer review for designation paths) 
 2011-14: Leadership Development Advisory Council (LDAC), 2014 Discussion Leader 
 HUD Approved Appraiser 
 VA Panel Approved Appraiser 

 
Experience: 
2019-Present President, Fincham & Associates, Inc 
2017-2019 Residential Chief Appraiser, Valucentric, LLC (now Opteon) 
2015- Present Vice President, Virginia Manager, Valucentric, LLC 
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2014-2015 Virginia Taxation Department: Senior Land Preservation Tax Credit Consultant (conservation 
easement and historical facade easement review) 
2013-2014: Deputy Assessor, Albemarle County, VA 
2011-2013: Deputy Assessor, Suffolk, VA Assessor’s Office 
2009-2011: Staff Appraiser, Newport News, VA Assessor’s Office 
2009: Appraiser, (Residential and Commercial), Braun & Associates, Knoxville, TN 
2007-2009 a la mode Labs Member 
2009- a la mode Present Beta Group 
2004 - 2015: Founder, Chief Appraiser FM & Associates 
2002-2004: Staff Appraiser; Managing Appraiser, Messina & Associates, INC Virginia Beach, VA 
2000-2002: Staff Appraiser, Elder Appraisal Services, LLC Norfolk, VA 
1999-HERS Certified Energy Rater 
1998-2001 FHA 203(k) Construction Consultant 
 
Summary of Practical Experience: 
Mr. Fincham has valued and consulted on some of the most exclusive estates in the commonwealth. He 
has completed valuations on properties as high as 60 million dollars, and complex assignments that 
includes multiple homes on one parcel, large acreage estates, exclusive architectural designs as well as 
well-known luxury estates. His expertise extends into all levels of residential property to include high 
performance homes, specialty design and atypical properties. He is an expert on valuing community land 
trusts, having recently been a reviewer for the community land trust class for the Appraisal Institute. 

 Completed all “green” classed for residential appraisal with Appraisal Institute 
 Extensive Practical Experience with “Green” valuation 
 Conservation Easement Registry 

Clients have included federal agencies, private wealth management divisions at banks, financial planners, 
CPAs and various municipal and state agencies. Mr. Fincham has been through several depositions and 
was admitted as an expert in the following municipalities:  
 

 Albemarle County  
 Louisa County  
 City of Richmond  
 City of Suffolk  
 City of Chesapeake.  

 
Mr. Fincham also worked with the Attorney General’s Office in the Commonwealth of Virginia when he 
was a staff appraiser for the Department of Tax where he assisted in appraisal review and establishing 
hazard assessment for potential tax audits related to conservation easement and historical façade 
easements related to tax credits. 
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Classes and Seminars Approved to teach with the Appraisal Institute: 
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Classes, Seminars and Conferences Taken and Attended (some were taught by me): 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Cybersecurity Consulting Services Agreement with B. W. Murray, Inc. 

MOTION(s): 

Motion #1: 
I move the Board of Supervisors approve the Consulting Services Agreement with 
B. W. Murray & Co., Inc., the Fluvanna County Electoral Board and the Fluvanna 
County Registrar and the County for as-needed Services up to an maximum of no 
more than $20,000 per annual term and those current tasks for Project 
Agreement 1 for Cybersecurity Planning Services for $1,070.91 monthly and that 
Project Agreement 2 for Penetration Testing at a one-time cost of $3,240, and 
further authorize the County Administrator to execute the agreement, project 
agreement 1 and project agreement 2, subject to approval as to form by the 
County Attorney. 

Motion #2: 
I move the Board of Supervisors approve an FY24 supplemental appropriation for 
the Registrar’s Office in the amount of $20,000 from: 

1. FY24 Unassigned Fund Balance
2. FY24 BOS Contingency

to cover cybersecurity consulting services costs to comply with 2023 Locality 
Election Security Standards (LESS) from the Virginia State Board of Elections and 
the Virginia Department of Elections. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Eric Dahl, County Administrator 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Immediate 

DISCUSSION: 

Locality Election Security Standards (LESS) under Applicable Law make this 
Consulting Services Agreement necessary as the County Electoral Board must certify 
its compliance with these new standards. The County’s objective in entering into this 
Agreement is to comply with (i) the 2023 Local Election Security Standards dated 
November 16, 2022, Version Number 4 (“LESS Standards”), attached the Agreement 
as Exhibit 1, and (ii) the 2023 Local Election Security Standards Controls Matrix, 
Tools and Resources dated November 2022, Version Number 4 (“LESS Controls”), 
attached to the Agreement as Exhibit 2. LESS Standards and LESS Controls as used in 
the Agreement mean as such standards are amended, modified, or replaced by 

TAB B
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similar standards or rules from time to time throughout the Term by the Virginia 
Department of Elections, or other agency given authority under Applicable Law to 
modify such standards, or as such are amended by Applicable Law. The Consultant in 
performing any Services under the Agreement must perform all Services so as to 
meet all applicable requirements, deadlines and target dates as required by the LESS 
Standards, LESS Controls, and any applicable Project Agreement. The expectation is 
the standards may change and this term agreement will allow for changes in 
work/scope as requirements are changed under Applicable Law.  This task-order 
based term contract allows the parties to issues additional as-needed tasks based on 
changes in law or issues discovered. 

FISCAL IMPACT: 
An approval will increase the Registrar’s Office budget $20,000 for FY24 and in 
subsequent fiscal years, in order to meet the Virginia State Board of Elections and 
the Virginia Department of Elections Locality Election Security Standards. 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

a. Consulting Services Agreement with B. W. Murray & Co., Inc., the Fluvanna 
County Electoral Board and the Fluvanna County Registrar and the County for 
as-needed Services up to an maximum of no more than $20,000 per annual 
term and exhibits thereto; 

b.  Project Agreement 1 for Cybersecurity Planning Services for $1,070.91 
monthly; and 

c. Project Agreement 2 for Penetration Testing at a one-time cost of $3,240. 
 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X X   
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PUBLIC 

 

 

 

 

 

2023 LOCALITY ELECTION SECURITY STANDARDS (LESS) 

 

Voter Registration System Security (VRSS) Advisory Group 

Virginia Department of Elections 

Virginia State Board of Elections 
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QUICK START GUIDE 

BACKGROUND 

The Code of Virginia § 24.2-410.2(A) instructs the State Board of Elections to “promulgate regulations and 
standards necessary to ensure the security and integrity of the Virginia voter registration system and the 
supporting technologies utilized by the counties and cities to maintain and record registrant information. The State 
Board shall, in consultation with representatives of local government information technology professionals and 
general registrars, update the security standards at least annually. Such review shall be completed by November 
30 each year.”  

The law (Code of Virginia § 24.2-410.2(B)) requires each locality electoral board to “develop and annually update 
written plans and procedures to ensure the security and integrity of those supporting technologies.  All plans and 
procedures shall be in compliance with the security standards established by the State Board pursuant to 
subsection A.  Each electoral board shall report annually by March 1 to the Department of Elections on its security 
plans and procedures.” 

To maintain access to the Virginia Voter Registration System, localities must follow the State Board of Elections’ 
adopted Locality Election Security Standards.  Prior to restricting access to the Virginia voter registration system, 
the Department of Elections must provide notice to the locality of the failure to comply with the required 
standards or the required reporting on compliance with those standards, and allow the locality seven days to 
correct deficiencies.   

A locality has until March 1 annually to submit its report on compliance with the Locality Election Security 
Standards, and until April 1 to submit its full Remediation Plan in compliance with the Locality Election Security 
Standards GR 4 (Locality Election Security Standards Annual Audit).   

2022 UPDATES 

The Voter Registration System Security (VRSS) Advisory Group annually reviews and recommends updates to the 
Locality Election Security Standards (LESS) in advance of the State Board’s annual review in November.  To prepare 
recommendations for the State Board of Elections, the Virginia Voter Registration System Security Advisory Group 
(VRSS) met over a dozen times between June and October 2022 to write a revised, simplified, and re-structured set 
of standards and controls.  The VRSS reduced 22 standards and 441 controls to a streamlined, prioritized and 
mapped maturity path composed of 14 control families and 165 individual controls.    

To assist localities in identifying the top priorities for their security posture, we have identified three maturity 
paths.  Localities within the Commonwealth must comply with the controls identified as Baseline, the lowest 
maturity path, but may choose to implement additional controls as their locality election security posture 
strengthens.   Each locality is required to submit an accurate report of its compliance with LESS by March 1 of each 
year.  Additionally, by April 1, each locality must submit a formal remediation plan for any Baseline controls that it 
cannot meet.    

To further assist you in organizing the resources needed to implement these controls, we organized the 14 
control families into three types of security controls: physical and administrative, technical, and organizational.  
Within the Locality Election Security Standards, they are designated as GR 1-6, ORG 7, and TECH 8-14.  

- GR 1-6 are physical and administrative controls.  Physical controls address process-based 
security needs using physical hardware devices, such as a badge reader, architectural features of 
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buildings and facilities, and specific security actions taken by people.   Administrative controls 
(also known as managerial controls) are directives, guidelines or advisories aimed at the people 
within the organization.  For the purpose of elections security, the local General Registrar typically 
controls the physical spaces in which elections systems, equipment and personnel operate, and 
the policies and procedures followed by elections staff-members.   These are controls that mostly 
fall within the ability of the GR to implement.  Some support from locality IT staff, and 
prioritization from local governing bodies and administrators will  still be required.    

- ORG 7 is an organizational control (formerly LESS Organizational controls known as Contingency 
Planning, Security Planning, Program Management, Policy and Procedure, and Security and 
Acceptable Use).  Organizational controls in the elections context are security controls that 
require the involvement of locality leadership and technology personnel.  These include 
organizational planning such as disaster recovery, organizational contingency plans, systems 
security plans, and locality-wide acceptable use policies, for example.   

- TECH 8-14 are technical controls.  Technical controls  (also called logical controls) are security 
controls that computer systems and networks directly implement.  A local General Registrar will 
likely need assistance from technology professionals in order to implement these controls.  
Examples include access control, system audit logs, and configuration management.   

 

REMEDIATION PLAN 

If your locality does not meet all standards and controls designated as Baseline, the local Electoral Board must 
submit a Remediation Plan to the Virginia Department of Elections by April 1.   

For each Baseline control that is not met, the Remediation Plan must include: 

• The standard/control that is not met 

• The locality’s plan for remediation  
• The person or people or organizational resources required to remediate  

• Signature from local electoral board members (two of three are required)  

• Signature of acknowledgement from city or county administrator  

 

ROLES AND RESPONSIBILITIES 

State Board of Elections, Department of Elections, and VRSS Advisory Group 

• As per the Code of Virginia §24.2-410.2 the State Board shall, in consultation with representatives of local 
government information technology professionals and general registrars, update the security standards at 
least annually. Such review shall be completed by November 30 each year. 

Locality Governing Body 

• As per §24.2-111, “Each local governing body shall pay the reasonable costs of … conducting elections as 
required by this chapter”, to include allocating the funds necessary to meet requirements in the Code of 
Virginia §24.2-410.2, regarding security standards approved by the State Board of Elections to ensure the 
security of the Virginia voter registration system and supporting technologies.    

Electoral Board  

• The local Electoral Board is accountable and responsible for adherence to and reporting on the Locality Election 
Security Standards.   
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• As per §24.2-410.2, the local Electoral Board is responsible for reporting annually to the Department of 

Elections regarding compliance with LESS.  The local Electoral Board is also responsible for submitting 
exception requests to ELECT. 

• The local Electoral Board is also responsible for liaising with the local governing body to ensure the funding of 
sufficient IT resources to comply with LESS, as well as to resolve any disputes that arise between the local 
Electoral Board and locality IT resources.     

General Registrar 

• The local General Registrar is responsible for being familiar with and supporting the local Electoral Board in 
the implementation of the Locality Election Security Standards. 

• For localities with internal information technology (IT) resources, the GR, upon request by the local Electoral 
Board, may liaise with locality personnel on behalf of the Electoral Board.  Issues related to compliance with 
the LESS should be raised to the attention of the local Electoral Board Chair and then addressed with the 

appropriate supervisor or manager responsible for locality IT.   Issues that persist should be brought back to 
the local Electoral Board in a formal meeting and handled by the local Electoral Board.  

• For localities without internal information technology resources, the GR, upon request by the local Electoral 
Board, may identify any existing contracts or arrangements the locality has made for the provision of IT 
resources. The GR should bring this information before the local Electoral Board in a formal meeting, so that 
the Board may take further action as necessary to secure locality funding and support.  
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GR 1 – SECURITY AWARENESS TRAINING 

PURPOSE 

82% of data breaches are tied to “human element” related security weaknesses.  GR 1 outlines the requirements 
to develop and effectively implement Security Awareness Training programs, to lower the risk posed by system 
user personnel.  All localities must meet the controls identified as Baseline in the Maturity Matrix below.  

SCOPE 

GR 1 applies to all elections staff, as well as personnel having access to elections equipment or responsibility for 
any information systems identified as sensitive to election-related activities or peripherals. 

MATURITY MATRIX 

 GR 1 –Security Awareness Training Baseline Preferred Platinum 

1. Security Awareness Training 1.1 1.1-1.2 All 

2. Role-Based Security Training   2.1 2.2 2.2 

3. Training Records  3.1 3.1 All 

 

1 Security Awareness Training 

1.1 Your Security Awareness Training Program occurs at least annually to ensure each employee with access 
to elections equipment is aware of and understands the following concepts (and potential penalties for 
violations):  

1.1.1 Concept of separation of duties, least privilege, and elevated privileges. 

1.1.2 How to prevent, detect, and report information security incidents, including those caused by 
malicious code.  

1.1.3 Proper use of encryption tools and disposal of data storage media. 

1.1.4 Access controls, including creating and changing passwords, and the need to keep all 
authentication information confidential.  

1.1.5 Special responsibility for the security and privacy of locality/ELECT data. Training specifically 
discusses personal and sensitive data; how to keep it secure, including redaction and clean desk 
expectations; and specific penalties for violations.  

1.2 Additional security awareness training occurs to ensure each employee with access to elections 
equipment is aware of and understands the following concepts (and potential penalties for violations):  

1.2.1 Locality's policy for protecting IT systems and data, with a particular emphasis on sensitive IT 

systems and data including Election information 

1.2.2 Locality's acceptable use and Remote Access policies 

1.3 Your training includes intellectual property rights, including software licensing and copyright issues and 
potential penalties for violations. 

1.4 Your Security Awareness Training Program occurs quarterly or more regularly, including updates 
throughout the year and an annual refresher training.  Additionally, methods of delivery include, but are 

not limited to, in-person, online, one-on-one instruction, videos, blogs, social media, posters, newsletters, 
contests and events consistent with best practices. 
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2 Role-Based Security Training  

Note: This training must occur prior to being granted access or performing assigned duties and must be updated 
annually.   

2.1 If your locality does not require role-based training: Within the last year, the GR provided written notice to 
locality management (CIO, CISO, or county/city administrator) of their responsibility as per the Locality 
Election Security Standards to ensure any information technology professional such as a system 

administrator, systems support professional, or help desk staff member who interacts with infrastructure 
and technology supporting the elections office completes appropriate role based security training 
annually.    

2.2 The locality requires all employees (within the locality or third-party) with access to the locality systems 
and infrastructure including networks, servers, end-user stations, and elections mobile devices to take 
role-based security training commensurate with level of access.   

 

3 Training Records  

3.1 The General Registrar records required training for elections staff.  At a minimum the records for the last 
two years capture the following: name of trainee, trainee role/access, date training completed, date 
training expires, and name of training to include the requirement it satisfies, if appropriate.   

3.2 The Security Awareness Training Program is documented, monitored, tested, and reviewed for 
improvement annually. 
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GR 2 – INCIDENT RESPONSE 

PURPOSE 

Incident response is the effort to quickly identify an attack, minimize its effects, contain damage, and remediate 
the cause to reduce the risk of future incidents.  The purpose of GR 2 is to ensure each elections employee knows 
signs of a potential cyberattack and how to report such incidents, and that the locality has a response plan 
outlining the steps to take in the event of a cyberattack.     

SCOPE 

GR 2 applies to all information systems identified as sensitive to election-related activities and individual 
components.  Components include, but are not limited to: user productivity systems (laptops/desktops as similarly 
configured groups), application servers, mobile devices (with similar configurations), network peripherals (printers, 
scanner, etc.), network infrastructure (routers, switches, firewalls, intrusion detection systems, file servers, 
databases, system monitoring and security tools, etc.), and cloud assets. 

MATURITY MATRIX 

GR 2 – Incident Response  Baseline Preferred Platinum 

1. Incident Reporting All All All 

2. Incident Response 2.1-2.2 2.1-2.3 All  

3. Incident Reporting and 
Response Training  

3.1 All All 

 

1 Incident Reporting 

1.1 All elections employees are provided an internal (specific to your elections office or to your locality, if one 
is in place) incident reporting procedure to ensure potential cybersecurity incidents are reported to 
management and transferred to IT personnel for further investigation, as appropriate. This procedure or 
document defines reportable incidents and outlines how to report the incident internally to the official in 
Information Technology or your local county or city administrator for further action. 

1.2 General registrar and locality officials have implemented and distributed a reporting procedure to comply 

with §2.2-5514(C) which requires reporting to the Virginia Fusion Center within 24 hours of discovering all 
(i) known incidents that threaten the security of the Commonwealth's data or communications or result in 
exposure of data protected by federal or state laws and (ii) other incidents compromising the security of 
the public body's information technology systems with the potential to cause major disruption to normal 
activities of the public body or other public bodies.   

2 Incident Response 

2.1 Your elections employees have a current and accurate reference guide for immediate mitigation 
procedures, including specific instructions based on information security incident type, particularly when 
and whether to shut down or disconnect affected IT systems.  

2.2 Your incident plan identifies and provides contact information for incident response support resources 
such as your locality InfoSec, IT or systems support, or the Fusion Center for assistance and advice for 

reporting or handling security incidents.  

2.3 Your plan outlines incident handling capability for real-time incident handling of security (and privacy) 
incidents including written documentation of preparation, detection and analysis, containment, 
eradication and recovery from incidents.  
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2.4 Your plan requires post-incident review to include incorporating lessons learned from the incident into 

training content, incident response procedures, and or employee documentation. 

3 Incident Reporting and Response Training   

3.1 All elections employees are provided training regarding how to detect potential cybersecurity incidents, 
including but not limited to red flags such as:  

3.1.1 Usual files, applications, or services that cannot be accessed. 

3.1.2 Accounts have been locked or the passwords have been changed without your knowledge 

3.1.3 Files or software have been deleted or installed, or the contents have been changed without your 
involvement. 

3.1.4 Suspicious pop-ups load when you access the internet, or unknown files or programs appear. 

3.1.5 Slower than normal internet speeds due to a spike in network traffic (or computers “hang” or 

crash). 

3.1.6 Files have been unexpectedly encrypted, blocking your access to them. 

3.1.7 Programs running, turning off or reconfiguring themselves. 

3.1.8 Emails sent automatically without the user’s knowledge. 

3.1.9 No control over functions of the computer (e.g. in instances whereby device can be controlled 

remotely, or computer gets locked and displays messages coaxing users into paying a ransom). 

3.1.10 Requests for credentials 

3.2 Incident response training occurs annually for locality personnel responsible for a role in incident 
response or incident management.  
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GR 3 – RISK ASSESSMENT 

PURPOSE 

GR 3 may require you to work with your locality IT and other locality administration officials as needed to identify 
potential hazards to elections processes and equipment, in order to analyze what could happen if a hazard occurs.  
The results of a risk assessment enable visibility into risks, potential issues, and existing vulnerabilities.    

SCOPE 

Risk assessments are conducted on information systems classified as sensitive to election-related activities, to 
include applications, servers, computers, and networks that process, store, and access or transmit voter 
registration system related information.   

MATURITY MATRIX 

GR 3 – Risk Assessment  Baseline Preferred Platinum 

1. Security Inventory   All All All 

2. Risk Assessment  2.1 2.1 
2.2 
2.4 

All  

3. Vulnerability Scanning   3.1 All All 

 

1 Security Inventory  

1.1 The GR and locality IT support (as available) share an accurate and annually reviewed inventory of 
information systems and assets used for elections purposes as outlined in TECH 12 – Configuration 

Management controls 1.1 and 1.2.  

1.2 The GR and locality IT support have met to identify the systems most critical to elections operations and 
which hold sensitive data.  These systems are classified as "sensitive".  The results of these ongoing 
discussions are documented in a System Security Plan for the information system.   

2 Risk Assessment  

2.1 A risk assessment has been conducted within the last two years for each IT system classified as sensitive, 
to identify threats and vulnerabilities to the confidentiality, integrity and availability of an IT system and 
the environment in which it operates, including risks posed to operations, assets, or individuals from 
individuals accessing locality's information systems. 

2.2 Risk assessments take into account risk posed to operations, assets, or individuals from external parties, 
including service providers and contractors operating information systems on behalf of the organization. 

2.3 Risk Assessments for each IT system classified as sensitive include an estimated loss impact if one or more 
vulnerabilities are exploited by a potential threat. 

2.4 The GR has been provided within the last year a Risk Assessment Report, which includes at a minimum, 
identification of all vulnerabilities discovered during the assessment, and an executive summary including 
major findings and risk mitigation recommendations.  The executive summary in a Risk Assessment 
Report, including major findings and risk mitigation recommendations, are shared with the General 
Registrar and local Electoral Board in closed session. 

2.5 You have a risk register that outlines each risk finding and provides a risk treatment plan for at least each 
critical or high risk assessment finding. 
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3 Vulnerability Scanning 

3.1 Your information system and hosted applications are scanned for vulnerabilities regularly. The security 
classification of the system determines the frequency of scanning. Vulnerability scanning includes 
scanning for specific ports, protocols, and services that should not be accessible to users and for improper 
configurations. 

3.2 Vulnerabilities identified in scans are classified according to criticality, and tracked via a Risk Register.  

Mitigation plans for specific vulnerabilities are documented via Plan of Actions and Milestones (POA&Ms).   
The Risk Register and POA&Ms regarding elections systems are reviewed quarterly at minimum.   
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GR 4 – LOCALITY ELECTION SECURITY STANDARDS ANNUAL AUDIT 

PURPOSE 

The Code of Virginia requires local electoral boards to report annually on locality compliance with the Locality 
Election Security Standards and turn the results into an actionable Remediation Plan.  Each locality is required to 
comply with all standards identified as Baseline, and must submit a Remediation Plan to the Department of 
Elections by April 1 for each Baseline standard not met.   

SCOPE 

GR 4 applies to the Virginia voter registration system and all supporting or connected technologies. 

MATURITY MATRIX 

GR 4 – LESS Security Audit Baseline Preferred Platinum 

1. Annual Assessment and 
Biennial Penetration Test 

All All All 

2. Remediation Plan All All All 

1 Annual Assessment and Biennial Penetration Test 
1.1 Each locality must internally review LESS compliance annually. The audit will review the locality’s overall 

organizational and information technology compliance to the LESS standards, showing particularly the 
Baseline controls for which a Remediation Plan will need to be submitted to the Department of Elections. 
Compliance checklists are submitted to ELECT as required by March 1.  

1.2 An external penetration test is conducted at least once every two years.   
1.2.1 Please provide the date of the penetration test.  
1.2.2 Please provide the name of the person responsible for receiving the results of this 

penetration test.  
1.3 The results of the external penetration test are provided to the local Electoral Board in a formal report 

no later than June 1 annually.   All records regarding locality security compliance, penetration tests, and 
remediation must be designated “Restricted” (ineligible for release under the Freedom of Information 
Act) and sent encrypted if provided electronically.  
 

2 Remediation Plan 
2.1 For any controls that are not in compliance, a Remediation Plan is developed to address each non-

compliance. A new Remediation Plan is created each year. Plans not closed out from the previous year 
are included in the new Remediation Plan which documents the following: 
2.1.1 The control out of compliance 
2.1.2 The plan to get to compliance 
2.1.3 Estimated date to get to compliance 
2.1.4 Person responsible for the plan 
2.1.5 Progress 
2.1.6 Progress Date 
2.1.7 Status of the plan (Open/Closed)  

2.2 A locality’s Remediation Plan must be updated monthly with a progress report regarding completion 
efforts.  This plan must be reviewed by and re-signed by the local electoral board quarterly at minimum 
Please provide the previous year’s Remediation (or Corrective Action) Plan.   
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GR 5 – PRIVACY AND DATA PROTECTION 

PURPOSE 

GR 5 defines personal information, sensitive information and sensitive system, as well as outlines requirements for 
the protection of data to ensure its confidentiality, integrity and availability for legal purposes.  

SCOPE 

GR 5 applies to all data and information collected by or used for elections purposes, and to all users and locality 
assets and resources, including the following: 

▪ Locality employees, contractors or third-parties with physical or logical access to data and information in all 
formats  

For the purpose of this standard, the above individuals are collectively referred to as “users”. 

 

DEFINITIONS 

Personal information means information that identifies, relates to, describes, is capable of being associated with, 
or could reasonably be linked, directly or indirectly, with a particular individual or household.  This includes (i) 
identifiers such as internet protocol address, email address, home address, contact information, account name, 

social security number, driver’s license number, passport number, or other similar identifiers; (ii) information 
contained in voter registration forms, applications for absentee ballots; and (iii) voter registration or participation 
history.  The term does not include information that is lawfully obtained from publicly available information, or 
from federal, state, or local government records lawfully made available to the general public. 

Sensitive information means all records, information and data in any format regarding (i) the security of elections 
offices, polling places, voting and counting equipment, ballots, the Virginia voter registration system and 

supporting technologies; (ii) personal information as defined in the Code of Virginia §24.2-101; (iii) sensitive 
personal information as defined in 1 VAC 20-20-20; (iv) personally identifiable information (PII) as defined in the 
Code of Virginia §18.2-186.6 and (v) information exempt or excluded from the Freedom of Information Act as 
described in the Code of Virginia 24.2, et seq. and 2.2-3700, et seq. 

Sensitive system means a system is considered sensitive if it contains personally identifiable information about 
individuals, information about the security of elections (physical, cyber, etc.), information regarding the Virginia 

voter registration system, information designated as confidential or restricted, or information (or a system) 
designated as sensitive by the locality or Department of Elections.    

 

MATURITY MATRIX  

GR 5 – Privacy and Data 
Protection  Baseline  Preferred  Platinum  

1. Personal and Sensitive 
Information  

All All  All 

2. Data Release and Transport  2.1 All All 

3. Destruction 3.1 3.1  All 
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1 Personal and Sensitive Information  

1.1 The General Registrar or designee conducts specific training for all elections employees and staff (full-
time, part-time, and seasonal) to identify, mark (watermark, stamps, headers) and safeguard personal 
and sensitive information in elections records.   

1.2 Anyone with access to elections records that include personal or sensitive information is trained to use 
a redaction tool.  

1.3 Anyone with access to elections records that include personal or sensitive information has access to and 
is trained to use an email encryption tool.    

2 Data Release and Transport 

2.1 Prior to the locality releasing records and information, the General Registrar or trained designee 
confirms that records do not contain personal information, sensitive information, or information which 

is prohibited from release by the Code of Virginia.   

2.2 The General Registrar documents the physical transport of elections information (data and records) 
outside of restricted areas (reference Physical: Access control 1) including  

2.2.1 Description of information being transported. 

2.2.2 Type of Information (e.g. Personally Identifiable Information) contained on the media. 

2.2.3 Method(s) of transport. 

2.2.4 Protection methods employed. 

2.2.5 Name(s) of individual(s) transporting the information. 

2.2.6 Authorized recipient(s) where practical/applicable. 

2.2.7 Dates sent and received. 

3 Destruction 

3.1 The General Registrar works with locality IT or technology partner to ensure that sensitive data, 
information and records are sanitized prior to disposal.   If no partner or support exists, the GR must 
provide written notice to locality management (CIO, CISO, or county/city administrator) of this 
responsibility as per the Locality Election Security Standards.   

3.2 The locality has a documented process governing the destruction and sanitization of information 

technology resources.  The process provides different methods of destroying and sanitizing media 
depending on the categorization or security classification of the information.   
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GR 6 – PHYSICAL SECURITY: PERSONNEL, ACCESS, AND ENVIRONMENT 

 

PURPOSE  

GR 6 works to ensure that employees and business partners comply with the minimum-security prerequisites 
applicable to their function, and are informed of their responsibility to protect locality information; that physical 
access controls adequately protect equipment and information; and that environmental factors such as emergency 
are considered and implemented.  

 

SCOPE  

GR 6 applies to employees (classified or temporary), contractors and business partners who participate in election-
related activities.  This includes, but is not limited to: personnel with access (both general and privileged users) to 
information systems identified as sensitive to election-related activities; to include applications, servers, 
computers, devices and networks that process, store, access or transmit voter registration system related 
information. GR 6 also applies to all locality controlled facilities and those facilities or premises controlled by 
locality vendors or Third Party Associate organizations.  
 

PHYSICAL SECURITY: PERSONNEL   

MATURITY MATRIX  

GR 6 – (Personnel) Baseline  Preferred  Platinum  
1 Personnel Screening  1.1-1.2  1.1-1.3 All 

2 Personnel Termination and Transfer  All All  All   

3 Personnel, Vendor, and Third-Party Access Agreements  3.1  3.1-3.2  All  

 

1 Personnel Screening  

1.1 The GR will ensure any officers of election are registered voters by confirming their status in the Virginia 
voter registration system.  The Code of Virginia 24.2-115 requires an officer of election to be a qualified 
voter of the Commonwealth.     

1.2 The GR will conduct, or request the appropriate locality official to conduct, a background check on any 
full-time employee prior to the employee starting work.    

1.3 Localities will conduct background checks on all (full, part-time, and seasonal) staff members involved in 
the election process.   

1.4 Individuals granted access credentials to the Virginia voter registration system undergo a specific, 
documented screening process if their duties or tasks involve access to sensitive information and 
assets.  Until the required controls are completed, individuals cannot be appointed to a position or have 
access to sensitive information and assets.  
1.4.1 Please be ready to provide the document outlining your additional screening process for 

employees granted access credentials to the Virginia voter registration system.   
 

2 Personnel Termination and Transfer  

2.1 The General Registrar or Secretary of the locality electoral board must notify ELECT (during working 
hours) of the termination or resignation of any user with a VERIS account.  Notifications are made via 
email to electit@elections.virginia.gov.  The notification must occur within 4 hours of the user’s 
resignation if voluntary, and within 1 hour if the termination is involuntary.    
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2.2 The locality or GR’s office has a documented off-boarding and transfer process which includes the 
requirements to terminate/revoke any authenticators/credentials associated with the individual or role 
and retrieve the appropriate assets (laptops, ID’s, remote access tokens, removable media, etc.).   
 

3 Personnel, Vendor, and Third-Party Access Agreements  

3.1 Document (and include in Inventory discussed in Risk Assessment 1.1 and Access Control 1.6) any third-
party access to organizational information and information systems, and ensure each has signed 
appropriate confidentiality agreements.      

3.2 Develop and document access agreements including NonDisclosure Agreements (NDAs) for sensitive 
systems.  

3.3 Responsible locality entity ensures the appropriate access agreement(s) has (have) been signed and are 
retained in a secure location, in accordance with locality record retention policies. The base agreements 
are reviewed annually and changed if needed, and include the below (not an inclusive list): 
3.3.1 Contractor shall fully cooperate with Commonwealth incident response resources and all 

required law enforcement personnel for assistance in the handling and reporting of security 
incidents. 

3.3.2 Contractor shall, at all times, remain compliant with the privacy and security requirements 
mandated by federal, state and local laws and regulations.  

3.3.3 Contractor shall not use any software, hardware or services which have been prohibited 
pursuant to § 2.2-5514 of the Code of Virginia. 

3.3.4 Contractor shall only store and process Elect data within the continental United States. 
3.4  As part of contracts or service level agreements (SLAs), require third-party entities to perform the 

appropriate background checks of personnel, and to notify the localities when the entity’s personnel are 
transferred or terminated.  

Page Break  

PHYSICAL SECURITY: ENVIRONMENTAL PROTECTION  
 

MATURITY MATRIX  

GR 6 – (Physical & Environmental 
Protection) Baseline  Preferred  Platinum  

4. Emergency Power  4.1  All  All  

5. Location of Information 
System Components   

5.1  5.1  5.1  

 

4 Emergency Power  

4.1 Short-term uninterruptible power supply (UPS) or a generator is installed to facilitate an orderly shutdown 
of elections desktops or servers in the event of a primary power source loss.  

4.2 Any UPS supporting infrastructure is tested quarterly and generators are tested annually to ensure the 
devices are working properly. The results of these tests are documented. The following information is 
documented:  
4.2.1 Date of test  
4.2.2 Name of Person performing the test 
4.2.3 Name of Device tested  
4.2.4 Results of the test  
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5 Location of Information System Components    

5.1 Elections equipment and documents are stored in a secure environment. This environment is only 
accessible to people noted on the physical access list.  

  

Page Break  
PHYSICAL SECURITY: ACCESS   
 

MATURITY MATRIX  

GR 6 – (Physical Access) Baseline  Preferred  Platinum  
6. Restricted Access Area  All All All 

7. Monitor Physical Access  7.1 All All 

8. Access Records for Secure 
Areas   

All All All 

9. Visitor Access   9.1 All All 

 

6 Restricted Access Area   

6.1 Personnel with access to elections equipment or documents are listed in the Inventory (referenced in Risk 
Assessment 1.1). Access is physically restricted to authorized election personnel through keys, 
combination locks, badges, or smart cards.    

6.2 Access list to physical spaces is reviewed quarterly to ensure that individuals still require access. Physical 
access devices are collected from those that no longer need access.  

6.3 Keys, badges, smart cards, equipment, and documents are collected and deactivated within 24 hours of 
last active day of work. Combinations are changed within 24 hours of last active day of work in a voluntary 
termination or transfer. Keys, badges, smart cards, equipment, and documents are collected and 
deactivated immediately for involuntary terminations. Combinations are changed immediately for 
involuntary terminations.  

6.4 Physical access devices are secured in a lock box or cabinet. Combinations are stored securely, such as a 
software key vault.    
 

7 Monitor Physical Access  

7.1 Excepting election-day chain of custody provisions, access to physical spaces where elections equipment 
and/or ballots are stored or kept are monitored with cameras or card readers.   

7.2 Review access logs monthly for anomalies.   
7.3 Violations are handled through the incident response process as discovered.  

 

8 Access Records for Secure Areas   

8.1 Individuals given access to elections equipment or documents is documented and updated quarterly. The 
document captures the following:  
8.1.1 The individual provided physical access 
8.1.2 Approval of access  
8.1.3 Date access was provided  
8.1.4 What physical access the individual has. (Rooms/Cabinets/Physical Documents)  
8.1.5 Physical access devices (Keys, badges, smart cards) provided to the individual \ 
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8.1.6 Date access was revoked  
  

9 Visitor Access  

9.1 Visitors such as guests or maintenance personnel that do not have access must register their visit with the 
locality before being given access. Documentation must capture the following:  
9.1.1 Visitor name and business they represent 
9.1.2 Purpose of visit 
9.1.3 Date/time of arrival 
9.1.4 Date/time of departure 
9.1.5 Temporary badge id if applicable  

9.2 All visitors to must be escorted by a locality representative at all times.    
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ORG 7 – ORGANIZATIONAL POLICIES AND PROCEDURES 

  

PURPOSE  

ORG 7 exists to assist locality leadership and management, as well as technology or security personnel to prioritize, 
fund and establish a locality Information Security Program that will support compliance with the Locality Election 
Security Standards.   
  

SCOPE  

Requirements for policies, plans and procedures apply to all organizations which support information systems 
identified as sensitive to election activities and individual components or software – or necessary to access said 
system(s).  Components include, but are not limited to: user productivity systems (laptops/desktops as similarly 
configured groups), application servers, mobile devices (with similar configurations), network peripherals (printers, 
scanner, etc.), network infrastructure (routers, switches, firewalls, intrusion detection systems, file servers, 
databases, system monitoring and security tools, etc.), and cloud assets. Software includes, but is limited to 
operating systems, database software, applications, firmware, encryption software, security software, 
network/General Support System (GSS) support applications, and any other software resident on (or necessary to 
a component to access) the sensitive elections related system(s).  This standard also applies to all network- based 
and locally based authentication and stand-alone systems utilized to gain access to these sensitive election-related 
systems.   
  

ORG 7 – Organizational Policies 
and Procedures  Baseline  Preferred  Platinum  

1. Organizational Security 
Planning  

1.1  
1.2  
1.5  

1.1  
1.3  
1.5  
1.7  

1.1  
1.4  

1.5-1.8  

2. System Security Planning  2.1  All All 

3. Acceptable Use and Policies  All All All 

 

1 Organizational Security Planning   

1.1 Locality leadership (city/county administrator or technology leadership) has provided the General 
Registrar a Business Impact Assessment (BIA) within the last year, that specifically addresses the locality’s 
elections-specific mission and goals and:   
1.1.1 Lists all core functions, in order of priority with relation to organizational mission and goals.  
1.1.2 Outlines impact of the loss or degradation of the functions with respect to the mission goals.    

1.2 Within the last year, your locality has created and/or updated an elections-specific Contingency Plan (CP) 
that, among other goals, does the following:   
1.2.1 Identify essential missions and business functions and associated contingency requirements.  
1.2.2 Identify critical system assets supporting essential missions and business functions.  
1.2.3 Provide recovery objectives, restoration priorities, and metrics.  
1.2.4 Address contingency roles, responsibilities, assigned individuals with contact information.  
1.2.5 Address maintaining essential missions and business functions despite a system disruption, 

compromise, or failure.  
1.2.6 Address eventual, full system restoration without deterioration of the security and privacy 

controls originally planned and implemented.  
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1.2.7 Be reviewed and agreed to by the locality General Registrar and Electoral Board.  
1.3 The Contingency Plan lists the people, tools, technologies, processes, and support functions that must be 

in place to resume normal or possibly degraded functionality when one or more threats materialize to 
place the mission of the organization in jeopardy.  Some examples of threats include, but are not limited 
to:  
1.3.1 Damaging weather (wind/flood, etc.).  
1.3.2 Civil Unrest.  
1.3.3 Cyber Attack.  
1.3.4 Loss of Power or Internet Service.  
1.3.5 Insider Threat.  

1.4 Your locality’s Security Program includes the existence of a Systems Security Plan, BIA, and Contingency 
Planning Policy – all of which have been reviewed within the last year, provided to the locality General 
Registrar and Electoral Board, and comply with the standards outlined in 1.1-1.3 to cover the scope of all 
election-related business processes and associated information systems identified as sensitive to election-
related activities, to include applications, servers, computers, and networks; that process, store, access or 
transmit voter registration system related information.    

1.5 Your locality Contingency governance (whether your locality has some or all of the Contingency Plan, 
Contingency Planning Policy, Contingency Procedure) addresses purpose, scope, roles, responsibilities, 
management commitment, coordination among organizational entities, and compliance and facilitates 
the implementation of the contingency planning policy and the associated contingency planning controls, 
to include:   
1.5.1 Coordination of contingency planning with the appropriate organizational elements – leadership, 

technology, personnel, fiscal, maintenance.   
1.5.2 Alignment with contingency plans of external service providers to ensure that contingency 

requirements can be satisfied.    
1.5.3 Identifying alternative processing and storage sites that are separated from the primary site(s) to 

reduce susceptibility to the same threats.  
1.6 Training is consistent with assigned roles and responsibilities in the contingency plan and any related 

policies, procedures or plans.   
1.7 Training incorporates simulated events into contingency training to facilitate effective response by 

personnel in crises.  
1.8 Testing the contingency plan using varying methods but at least once in the last calendar year that:   

1.8.1 Tests the alternate processing site and alternate telecommunications services to familiarize 
personnel with the facility, resources, and to allow the evaluation of capabilities of alternative 
site/telecommunications services to support contingency operations.   

1.8.2 Test includes full recovery and constitution of the system to a known state.   
  

  

2 System Security Planning (SSP)  

2.1 The locality has developed a security plan for the information systems identified as sensitive to election 
activities and their components.  Each system security plan:    
2.1.1 Maps the relevant, associated elements of the organization’s enterprise architecture.   
2.1.2 Explicitly defines the authorization boundary for the system.  
2.1.3 Describes the operational context of the information systems in terms of missions and business 

processes.   
2.1.4 Provides the security categorization of the information system and relationships with or 

connections to other information systems.  
2.1.5 Provides an overview of the security requirements for the system and identifies any relevant 

overlays, if applicable.   
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2.1.6 Describes the security controls in place or planned for meeting those requirements, including a 
rationale for the tailoring decisions.  

2.2 Within the last year, the locality’s security plan has been updated to address changes to the information 
system, environment of operation or problems identified during security control assessments, and 
distributed to appropriate managers.    

  

3 Acceptable Use Policy  

3.1 Your locality Acceptable Use policy has been distributed to all elections employees and reviewed/updated 
in the last calendar year, and clearly:  
3.1.1 Prohibits the use of elections assets for personal gain, to promote hatred or discriminatory 

tendencies, to misrepresent or make fraudulent statements, or for pornography.  
3.1.2 Prohibits unauthorized remote connections, installation of software or any unauthorized 

modifications to Information System assets or hardware components; intrusive network 
monitoring; bypassing security mechanisms; using assets to elevate user privilege beyond what is 
approved and needed for business requirements.  

3.1.3 Notifies users that their activities may be monitored, inspected and collected without user 
permission, prohibits the sharing of sensitive information with non-authorized individuals, on 
social media, or in printed materials; requires users to use encryption or another secured means 
to share sensitive information with authorized users; outlines responsibility to secure and 
dispose of sensitive material falls on individuals who whom access or materials are given.   

3.2 If remote work is permitted, Remote Access policy has been reviewed and updated, as well as distributed 
to all elections employees, in the last calendar year.   

3.3 Incident Reporting Procedure has been reviewed and updated, as well as distributed to all elections 
employees, in the last calendar year.   

3.4 Incident Response Plan has been reviewed and updated, as well as distributed to all elections employees, 
in the last calendar year.   
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TECH 8 – PASSWORD MANAGEMENT 

PURPOSE 

TECH 8 outlines technical controls necessary to mitigate the risk of unauthorized access.   

SCOPE 

TECH 8 applies to all information systems and components used for elections or by elections staff including user 
productivity systems (laptops/desktops), application servers, mobile devices, network peripherals (printers, scanner, 
etc.), network infrastructure (routers, switches, firewalls, intrusion detection systems, file servers, databases, system 
monitoring and security tools, etc.), and cloud assets.  TECH 8 also applies to all network-based and locally based 
authentication and stand-alone systems utilized to gain access to sensitive election-related systems. 

MATURITY MATRIX 

TECH 8 – Password Management Baseline Preferred Platinum 

1. Password Complexity  1.1-1.3 1.1-1.3 All 

2. Password Management  2.1-2.6 2.1-2.7 All  

1 Password Complexity 

1.1 All system passwords to access elections workstations and systems are at least 14 characters in length.  

1.2 Passwords must contain all of the following: upper case character, lower case character, number, and 
special character.   

1.3 Passwords cannot contain whole or partial user names, user ids, or repeating strings (e.g. 12341234).  

1.4 Prevent easily guessable passwords by comparing against a common password list before accepting the 

password.   

2 Password Management  

2.1 Passwords are encrypted at AES 256 or higher when transmitted or stored.   
2.2 Passwords are not shared. 
2.3 Passwords are not displayed on screen on entry, are obscured while being entered, and cannot be 

unmasked.   
2.4 Users authenticate with current password before changing to a new one.  The previous 3 passwords may 

not be reused when resetting passwords.   
2.5 Access to the password storage location is highly restricted.   
2.6 All systems require passwords to be changed every 90 days.   
2.7 All elections employees have and use a password manager approved and installed by authorized 

technology personnel.   
2.8 Feedback for invalid credentials are vague and do not provide clues to why an authentication failed. If a 

user tries to log in unsuccessfully, they only receive a "Login Unsuccessful" message.  Additionally, 
password composition is never displayed to an unauthorized user. 
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TECH 9 – SYSTEM AND COMMUNICATION PROTECTION  

PURPOSE 

TECH 9 outlines required controls to implement boundary protection devices to monitor activity, traffic, and 
potential attacks; ensure appropriate encryption for data in transit and at rest; and outline requirements for 
wireless devices.  

SCOPE 

TECH 9 applies to all information systems and components identified as sensitive to election-related activities and 
individual components. 

MATURITY MATRIX 

TECH 9 – System and 
Communication Protection Baseline Preferred Platinum 

1. Boundary Protection 1.1-1.2 All All 

2. Use of Cryptography  2.1-2.2 All All  

3. Wireless Devices 3.1-3.2 3.1-3.3 All 

 

1 Boundary Protection  
1.1 Boundary protection devices such as firewalls, gateways, routers, and proxies are used to manage 

connections to external systems and incoming requests. Localities must also have an architectural 

diagram of how these tools are implemented locally.     

1.2 Unused network ports and physical device ports are disabled on elections equipment. 

1.3 Subnetworks are implemented for publicly accessible system components to separate them from internal 

organizational networks.   

1.4 Monitoring tools are put in place to monitor potential Distributed Denial-of-Service (DDoS) attacks. These 

tools are also capable of mitigating DDoS attacks. 

1.5 Port protection capabilities are incorporated into the network and servers protect against attacks such as 

ethernet switching table overflow attacks, DHCP server attacks, ARP spoofing attacks, DHCP starvation 

attacks and prevent the connection of unauthorized equipment to network/servers. 

 

2 Cryptography  
2.1 All information must be encrypted while in transit. 

2.2 All sensitive data must be encrypted while at rest.   

2.3 Digital signatures must be part of the encryption process. 

 

3 Wireless Network  
3.1 Wireless access points are password protected in compliance with Password Management. 

3.2 Encryption compliant with Federal Information Processing Standards (FIPS), such as FIPS 140-2, is enabled 

on wireless networks.  

3.3 Wireless networks are not publicly viewable (the SSID of a locality wireless network should be hidden).  

3.4 Logging is enabled on wireless networks and generating log information per System Audit Logs. 
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TECH 10 – SYSTEM AND INFORMATION INTEGRITY 

PURPOSE 

TECH 10 addresses required malicious code protections, security alerts, advisories and directives, information 
system monitoring, backups and recovery.    

SCOPE 

TECH 10 applies to all information systems identified as sensitive to election-related activities and individual 
components.  Components include, but are not limited to: user productivity systems (laptops/desktops as similarly 
configured groups), application servers, mobile devices (with similar configurations), network peripherals (printers, 
scanner, etc.), network infrastructure (routers, switches, firewalls, intrusion detection systems, file servers, databases, 
system monitoring and security tools, etc.), and cloud assets. 

MATURITY MATRIX 

TECH 10 – System and 
Information Integrity Baseline Preferred Platinum 

1. Malicious Code Protection All All All 

2. Security Alerts, Advisories, 
and Directives 

2.1-2.3 All All  

3. Information System 
Monitoring 

3.1 3.1 All 

4. Backup and Recovery 4.1-4.3 All All 

1 Malicious Code Protection  

1.1 Any devices that connect to ELECT's systems must have an active malware/anti-virus/malicious code 
scanning tool enabled at all times.  All patches/updates must occur on a monthly-basis at minimum or 
sooner as needed to address specific vulnerabilities.   

1.2 Any devices that connect to ELECT's systems must have active anti-malware and spam controls on their 
email systems. This tool must be updated on a real-time basis.   

2 Security Alerts, Advisories and Directives  

2.1 The locality GR and/or locality IT representatives are members of the Center for Internet Security (CIS) 
Elections Infrastructure Information Sharing & Analysis Center (EI-ISAC) and/or Multi-State ISAC (MS-

ISAC). 

2.2 All information must be encrypted while in transit. 

2.3 All locality equipment used to conduct elections business must encrypt its data while at rest or stored on 
the equipment. 

2.4 Digital signatures must be part of the encryption process. 

3 Information System Monitoring  

3.1 Any devices that connect to ELECT's systems must be continuously monitored for the following:  

3.1.1 Login Failures 
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3.1.2 Access exceptions 

3.1.3 System exceptions 

3.1.4 Operating System and Application patching  

3.2 Any devices that connect to ELECT's systems must continuously log the following:  

3.2.1 Login Failures 

3.2.2 Access exceptions 

3.2.3 System exceptions 

3.2.4 Operating System and Application patching  

4 Backup and Recovery 

4.1 Provide the capability to restore system components within the Continuity of Operations Plan (COOP), 

from configuration-controlled and integrity-protected information.   

4.2 Depending on criticality, perform monthly, quarterly and annual backups of system data and system 
images.   The locality has and regularly updates documentation identifying the level of criticality and 
frequency required.    

4.3 Backup copies of critical systems are stored in a separate facility or in a fire-rated container that is not co-
located with the operational system.   

4.4 Test data backups quarterly to ensure data recovery, integrity and usability.   

4.5 Test system recovery annually to verify the integrity and usability of system backups.    
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TECH 11 – ACCESS CONTROL  

PURPOSE 

TECH 11 outlines requirements to prevent unauthorized user access by verifying and validating users are permitted 
to access the systems and data. 

SCOPE 

TECH 11 applies to all information systems identified as sensitive to election-related activities and individual 
components or software.  Components include, but are not limited to: user productivity systems (laptops/desktops), 
application servers, mobile devices, network peripherals (printers, scanner, etc.), network infrastructure (routers, 
switches, firewalls, intrusion detection systems, file servers, databases, system monitoring and security tools, etc.), and 
cloud assets.  This standard applies to all network-based and locally based authentication and stand-alone systems 
utilized to gain access to sensitive election-related systems.   

MATURITY MATRIX 

TECH 11 – Password Management Baseline Preferred Platinum 

1. Actively Manage Access  1.1-1.8  1.1-1.11  All 

2. Separation of Duties and 
Account Creation   

All  All  All 

3. Access  All  All  All 

4. Mobile Devices  All  All  All 

5. Unsuccessful Logon Attempts All  All  All 

6. System Use Notification All  All  All 

1 Actively Manage Access  

1.1 Access to systems is limited only to authorized personnel who need access to the system to perform 
specific assignments.   

1.2 Users given access to systems are given the minimum level of access required within the system to 

perform their jobs, adhering to the principle of “least privilege”.  

1.3 Separate accounts are created and maintained for elevated/privileged accounts.  These accounts must 
adhere to 1.1 and 1.2 and may not be used for daily business work.   

1.4 Users who change roles or positions must have their access reviewed to ensure access still complies with 
1.1-1.3.  Access within a system or to a system that is no longer needed is removed.    

1.5 Accounts (access to systems and access within systems) are reviewed at least quarterly for terminations 

or inactivity.  Accounts that have not been active in the last 90 days are disabled.    

1.6 Requests for new accounts or access must capture a requestor’s name, date, role and supervisor name, as 
well as denote who approved the request and when, in addition to documenting what access was 
granted, both which systems and the level of access provided within those systems.  

1.7 Privileged accounts are automatically logged out after five minutes of inactivity.   

1.8 No temporary, test, or default accounts are permitted.  If the account is necessary it is set up as a 
permanent account with a unique id.   

1.9 Disable service and network sign-on accounts from concurrent use.  
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1.10  Disable user accounts within 24 hours of last active day of work.  Disable user accounts immediately for 

involuntary termination.   

1.11 Automate quarterly account reviews to ensure accounts for terminated personnel or accounts that have 
not been active in the last 90 days are disabled.     

1.12  Use Role Based Access (RBAC) to manage access to systems and system privileges.   

1.13 List the role(s) a user will need to perform business functions on the application for a new user account.  

Applicants or assigned Supervisors must list the systems and groups the user needs, prior to account 
approval and creation. 

1.14  Log and track Privileged Accounts usage separately from the use of General User accounts. Review the 
Privileged Users’ activities on the system(s) for which they are accountable, at least quarterly. 

2 Separation of Duties and Account Creation  

2.1 Shared accounts and passwords are prohibited.  

2.2 Every user granted an account to an information system is assigned a unique ID for account access 
traceability.   

2.3 Ensure security personnel who administer access control functions do not administer audit functions.  For 
sensitive processes, assign different tasks of a process to more than one individual so that no one person 
can solely initiate, record, authorize, and reconcile a transaction without the intervention of another 

person.   

3 Access 

3.1 Employ two-factor authentication as part of the identification and authentication process for remote 
access or to use admin accounts.   

3.2 Accounts are locked after 15 minutes of inactivity.   Users must re-authenticate to regain access.    

3.3 Users are identified and authenticated (including a confirmation that required training has been 
completed) before receiving credentials.   

3.4 Every system records when users accesses a system. At a minimum it captures the user id, the action, and 
the date and time.   

4 Mobile Devices 

4.1 All mobile devices used to conduct elections business must be password protected.  

4.2 All mobile devices used to conduct elections business must be configured to permit the locality to remote 
wipe the device.   

4.3 Encrypt mobile devices that contain elections specific data to protect the confidentiality and integrity of 
that information.  Encryption must be AES 256 compliant and applies to data storage and transmission 

(where applicable). 

5 Unsuccessful Logon Attempts 

5.1 Invalid logon attempts are limited to three attempts within a 15 minute period.  If three invalid attempts 
are detected within 15 minutes, then the account is time-locked for 15 minutes.   

5.2 Do not provide users any indication of what the password lacked during any unsuccessful login attempt(s).  

For example, if a user tries to log in unsuccessfully, they only receive a “Login Unsuccessful” message. 

Unsuccessful login details are not provided to the user. 
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6 System Use Notification  

6.1 Display to users a notification message or banner before granting access to a local system. This message is 
displayed until users acknowledge the usage conditions and takes explicit actions to log on. The message 
provides privacy and security notices consistent with applicable federal laws, executive orders, directives, 
policies, regulations, standards and guide and states at a minimum the following: 

6.1.1 Users are accessing a government or private information system 

6.1.2 The information system usage may be monitored, recorded, and subject to audit 

6.1.3 Unauthorized use of the information system is prohibited and subject to criminal and civil 
penalties 

6.1.4 Use of the information system indicates consent to monitoring and recording   
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TECH 12 – CONFIGURATION MANAGEMENT 

PURPOSE 

TECH 12 outlines configuration management requirements designed to help mitigate the risk of unauthorized 
changes being introduced into information systems without proper approval. 

SCOPE 

TECH 12 applies to all infrastructures owned or managed by localities (or designated third party) that are used to 
provide IT services in support of sensitive election-related system(s), their individual components, and any 
software or applications resident on those systems – or necessary to access said system(s).  Components include, 
but are not limited to: user productivity systems (laptops/desktops as similarly configured groups), application servers, 
mobile devices (with similar configurations), network peripherals (printers, scanner, etc.), network infrastructure 
(routers, switches, firewalls, intrusion detection systems, file servers, databases, system monitoring and security tools, 
etc.), and cloud assets.  Software includes, but is limited to: operating systems, database software, applications 
(including mobile), firmware, encryption software, security software, network/GSS support applications and any other 
software resident on (or necessary to a component to access) the sensitive elections related system(s). 

MATURITY MATRIX 

TECH 12 – Configuration Management Baseline Preferred Platinum 

1. Baseline Configuration for Elections 
Related Systems   

1.1-1.3 1.1-1.5 All  

2. Change Control 2.1  2.1 2.1 

1 Baseline Configuration for Elections Related Systems   

1.1 An inventory of hardware assets is maintained. The inventory should capture the following for hardware 
assets 
1.1.1 Type of equipment 
1.1.2 Manufacturer 
1.1.3 Model 
1.1.4 Serial Number 
1.1.5 Manufacture Date 

1.2 An inventory of software assets is maintained. The inventory should capture the following for software 
assets 
1.2.1 Name of software 
1.2.2 Software vendor 
1.2.3 License quantity 
1.2.4 License expiration 

1.3 The baseline configuration for hardware and software is documented for each item on the inventory 
listed created in 1.1 and 1.2. This document is updated continually as configurations are changed. At 
minimum configurations for passwords and access controls are documented as outlined in Password 
Management, Access Controls, and Audit Accountability.  

1.4 Localities with locally maintained IT services must capture configuration information for hardware and 

software. Below is a list configuration settings that are captured. This list is not intended to be exhaustive. 

1.4.1 HARDWARE: Open Ports, White/Black List of IP Addresses, DNS Settings, Connected Devices, 

Installed Software, Installed OS, Security Policies, Processors, Memory, Diskspace 
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1.4.2 SOFTWARE: Home/Install Directory, Environment Variables/Paths, Memory Settings, CPU 

Settings, Plugins, Database Connections 

1.5 Hardware and software inventories are updated annually with any changes that have occurred. 

1.6 Technical architecture diagrams are created, maintained, and kept secure for elections systems. This 
diagrams should capture information about the following: 

1.6.1  Servers (File/Database/Web/Print) 

1.6.2  Devices (Phone/Tablets/Laptops/Desktops) 

1.6.3  Firewalls 

1.6.4  DMZ 

1.6.5  Network Segmentations 

1.6.6  Software layers 

1.6.7  Server to Server interactions 

1.6.8  Network Protocols 

 

2 Change Control 

2.1  A documented change control process must be in place to manage changes to hardware or software 

systems. The process must include a step to update relevant inventories or diagrams that may be 
impacted by changes. This process must capture the following information for each change.  

2.1.1 Description of the change that include information about the hardware or software being 
changed 

2.1.2 Who is requesting the change 

2.1.3 Who is responsible for implementing the change 

2.1.4 The date/time the change will be implemented 

2.1.5 Who approved the change 

2.1.6 ISO or person representing the ISO role approval 
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TECH 13 – MAINTENANCE  

PURPOSE 

TECH 13 addresses maintenance of physical assets and locations, as well as software, providing documentation 
requirements to ensure external parties also comply.  

SCOPE 

The Maintenance standard addresses information security aspects of the maintenance program for information 
systems identified as sensitive to elections activities, and applies to all types of maintenance conducted to any 
system component (including equipment and applications; in-contract, warranty, in-house, software maintenance 
agreement, etc.).  System maintenance includes those components not directly associated with information 
processing and/or data information retention such as scanners, copiers and printers.  

MATURITY MATRIX 

TECH 13 – Maintenance Baseline Preferred Platinum 

1. Physical Maintenance All All All 

2. Software Maintenance   All All All  

3. Maintenance 
Documentation 

All All All 

1 Physical Maintenance 
1.1 Physical elections equipment is serviced in accordance with manufacturer or vendor specifications 

and/or organizational requirements.   
1.2 Maintenance and service performed on elections equipment is documented. The following 

information is captured for each device serviced:  
1.2.1 Equipment Serviced 
1.2.2 Equipment Identification Number 
1.2.3 Date/time of service 
1.2.4 Name of person that performed service 
1.2.5 Description of service performed 
1.2.6 If the equipment was serviced offsite 
1.2.7 Person that authorized offsite service 
1.2.8 Date/Time equipment was removed 
1.2.9 Date/Time equipment was returned 
1.2.10 Date/Time equipment was tested 
1.2.11 Person(s) that performed the test 

1.3 Elections equipment that needs to be serviced offsite must be approved before being removed. This 
information is documented as outlined in 1.2. 

1.4 Localities test equipment and software after maintenance to verify security controls and 
functionality. Testing of equipment is documented on the service records in 1.2.  

1.5 Equipment that is decommissioned must document the following: 
1.5.1 Equipment decommissioned 
1.5.2 Equipment Identification Number 
1.5.3 Date/Time equipment decommissioned 
1.5.4 Person(s) that decommissioned the equipment 
1.5.5 Date/Time equipment was removed 

1.6 Equipment that is decommissioned must have the following performed before being removed:  
1.6.1 Any equipment media is sanitized as per NIST or COV guidelines  
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1.6.2 Equipment default settings are restored 

2 Software Maintenance  
2.1 Equipment running operating systems and/or software for elections must be updated regularly. Operating 

system and software should still be receiving security updates from the vendor. 
2.2 Software/OS updates and diagnostic activities are approved and scheduled in accordance with 

Configuration Management policies.  

3 Maintenance Documentation  
3.1 Localities must ensure that contractors and vendors are taking appropriate measures to prevent the 

introduction of security vulnerabilities into their equipment. In addition to items addressed in GR 6 
(Physical Security), localities must request and receive the following from vendors providing software and 
hardware for elections-systems.  

3.1.1 Contractor/Vendors' security policies regarding their equipment and tools used to maintain the 
equipment.  

3.1.2 Contracts that address data handling, reporting responsibilities in the event of a breach, termination 
conditions, necessary background checks, and remediation.  
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TECH 14 – SYSTEM AUDIT LOGS 

PURPOSE  

TECH 14 works to ensure essential system activity records are captured, reviewed, and preserved.       
 

SCOPE  

TECH 14 applies to all information systems identified as sensitive to election-related activities, individual 
components, services, and applications required to support those systems.  Components include, but are not 
limited to: user productivity systems (laptops/desktops as similarly configured groups), application servers, mobile 
devices (with similar configurations), network peripherals (printers, scanner, etc.), network infrastructure (routers, 
switches, firewalls, intrusion detection systems, file servers, databases, system monitoring and security tools, etc.), 
and cloud assets.  

 

MATURITY MATRIX  

TECH 14 – System Audit Logs  Baseline  Preferred  Platinum  
1. Audit Records: Auditable 
Events and Automated Alerts  

1.1-1.2  All  All  

2. Audit Records: Review, 
Analysis and Retention  

2.1-2.2 All  All  

  
  

1 Audit Records: Auditable Events and Automated Alerts   

1.1 Event logging is enabled on all information systems and operating systems.  
1.2 At minimum, the logs will include:   

1.2.1 The event 
1.2.2 The user ID associated with the event; and  
1.2.3 The time the event occurred  

1.3 Whenever possible, all systems utilize Network Time Protocol (NTP) time synchronization.  
1.4 Automated alerts are provided when log storage capacity reaches pre-defined levels (e.g. 50%, 80%, and 

95%).  
  

2 Audit Records: Review, Analysis and Retention   

2.1 Audit records are backed up to a machine different than originating system on a quarterly basis.   
2.2 Audit records are reviewed and analyzed every 30 days for inappropriate or unusual activity. Findings are 

reported using the Incident Response process.   
2.3 Audit records, audit settings, and audit reports are protected from unauthorized access, modification, and 

deletion by setting appropriate access controls.  
2.4 Retain audit records consistent with State and Local retention policies, to provide support for after-the-

fact investigations of security incidents.  
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GR 1 Security Awareness Training BASELINE PREFERRED PLATINUM 

1 Security Awareness Training    

1.1 

Each employee who accesses elections equipment is 
required to complete annual cyber security training 
that covers the basics of their responsibilities.  Required 
concepts are outlined in 1.1.1-1.1.5. 

•  •  •  

1.2 
You require additional security awareness training that 
covers locality policies on securing sensitive data, 
acceptable use and remote access.   

 •  •  

1.3 
Your training includes intellectual property, software 
licensing and copyright issues.   

  •  

1.4 
Your Security Awareness Training Program is conducted 
quarterly, with an annual refresher, and includes more 
than one method of delivery as outlined in 1.4.  

  •  

2 Role-Based Security Training    

2.1 

The GR provides annual written notice to locality 
management of their responsibility to ensure 
information technology professionals have completed 
training that supports their specific role prior to those 
professionals being granted access to elections-related 
equipment. 

•    

2.2 

The locality requires and enforces individuals (locality 
employees, contractors and third party vendors) to 
have specific role-based security training to handle the 
equipment that they work with/on. 

 •  •  

3 Training Records    

3.1 
The GR records required training for elections staff; 
records for the last two years capture the minimum 
required information outlined in 3.1   

•  •  •  

3.2 
Your locality Security Awareness Training Program is 
documented, monitored, tested and reviewed for 
improvement annually.  

  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

DEPARTMENT OF 
ELECTIONS’ INFOSEC 
TEAM 

Please reach out to InfoSec@elections.virginia.gov to submit 
a request for security awareness training provided through 
KnowBe4 free of charge.  This is being offered first-come, 
first-serve to localities whose elections staff do not receive 
SAT.   

1.1 

MS-ISAC® NEWSLETTER 
SUBSCRIPTION 

Newsletters, advisories, and webinars on cybersecurity 
threats 

1.1, 2.1 

MS-ISAC® 
CYBERSECURITY 
AWARENESS TOOLKIT 

Features educational materials designed to raise 
cybersecurity awareness. Digital materials are aggregated for 
your use. 

1.1, 2.1 
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GR 2 Incident Response BASELINE PREFERRED PLATINUM 

1 Incident Reporting    

1.1 
All elections employees have an incident reporting 
procedure outlining reportable incidents and the 
appropriate reporting steps.  

•  •  •  

1.2 

General registrar and locality officials have 
implemented a reporting procedure to comply with 
§2.2-5514(C) which requires reporting to the Virginia 
Fusion Center within 24 hours of discovering all (i) 
known incidents that threaten the security of the 
Commonwealth's data or communications or result in 
exposure of data protected by federal or state laws 
and (ii) other incidents compromising the security of 
the public body's information technology systems with 
the potential to cause major disruption to normal 
activities of the public body or other public bodies. 

•  •  •  

2 Incident Response    

2.1 

Your elections employees have a current and accurate 
reference guide for immediate mitigation procedures, 
including specific instructions based on information 
security incident type, particularly when and whether 
to shut down or disconnect affected IT systems. 

•  •  •  

2.2 

Your incident response plan identifies and provides 
contact information for external incident response 
resources for assistance and advice for reporting or 
handling security incidents. 

•  •  •  

2.3 

Your plan outlines incident handling capability for 
security (and Privacy) incidents that includes written 
documentation of preparation, detection and analysis, 
containment, eradication and recovery from incidents. 

 •  •  

2.4 

Your plan requires post-incident review to include 
incorporating lessons learned from the incident into 
training content, incident response procedures, and or 
employee documentation. 

  •  

3 Incident Reporting and Response Training    

3.1 

All elections employees are provided training regarding 
how to detect potential cybersecurity incidents, 
including but not limited to the red flags outlined in 
3.1.1-3.1.10.  

•  •  •  

3.2 
Incident response training occurs annually for locality 
personnel responsible for a role in incident response or 
incident management. 

 •  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

REPORT A CYBER 
INCIDENT  

This link takes you to the cyber incident report form for public 
bodies and other organizations.  

1.2 

MS-ISAC and EI-ISAC 
Incident Checklist 

This checklist and this list provides a high-level overview of 
considerations to think through before an incident happens.   

2.1  
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GR 3 Risk Assessment BASELINE PREFERRED PLATINUM 

1 Security Inventory    

1.1 
The GR and locality IT support share an accurate and 
annually reviewed inventory of information systems and 
assets used for elections purposes. 

•  •  •  

1.2 

The GR and locality IT support have met to identify the 
systems most critical to elections operations and which 
hold sensitive data.  These systems are classified as 
"sensitive".   

•  •  •  

2 Risk Assessment    

2.1 

A risk assessment has been conducted during the last two 
years for each IT system, to identify threats and 
vulnerabilities to the confidentiality, integrity and 
availability of an IT system and the environment in which it 
operates. 

•  •  •  

2.2 
Risk assessments take into account risk posed to 
operations, assets, or individuals from external parties. 

 •  •  

2.3 
Risk Assessments for each IT system classified as sensitive 
include an estimated loss impact.  

  •  

2.4 

The GR has been provided within the last year a Risk 
Assessment Report, which includes identification of all 
vulnerabilities discovered during the assessment, and an 
executive summary including major findings and risk 
mitigation recommendations.  The executive summary in a 
Risk Assessment Report, including major findings and risk 
mitigation recommendations, are shared with the General 
Registrar and local Electoral Board in closed session 

 •  •  

2.5 
You have a risk register that outlines each risk finding and 
provides a risk treatment plan for at least each critical or 
high risk assessment finding. 

  •  

3 Vulnerability Scanning    

3.1 

The information system and hosted applications are 
scanned for vulnerabilities regularly. Vulnerability scanning 
includes scanning for specific ports, protocols, and services 
that should not be accessible to users and for improper 
configurations. 

•  •  •  

3.2 

Vulnerabilities identified in scans are classified according to 
criticality, and tracked via a Risk Register.  Mitigation plans 
are documented via Plan of Actions and Milestones 
(POA&Ms) and/or a Remediation Plan as outlined in GR4 
Control 2 (Remediation Plan).   

 •  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

CIS ASSET TRACKING 
SPREADSHEET 

Spreadsheet to help with asset and data inventory 1.1, 1.2 

CISA Election Security Resource 
Guide   

Department of Homeland Security through CISA 
works with EI-ISAC to provide assistance to states 
and local governments. This guide outlines these 
services.   

Comprehensive  
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CIS ASSET TRACKING 
SPREADSHEET 

Spreadsheet to help with asset and data inventory 1.1, 1.2 

CIS RISK ASSESSMENT METHOD 
(RAM) 

An information security risk assessment method 
that helps organizations implement and assess 
their security posture against the CIS Critical 
Security Controls (CIS Controls) cybersecurity best 
practices 

2.1 

NMAP An open source, free security scanner that is also 
used by organizations for network discovery, 
inventory, managing service upgrade schedules, 
and monitoring host or service uptime. 

3.1 

OPENVAS An open source vulnerability scanner maintained 
by Greenbone Networks. The scanner also has a 
regularly updated community feed, which includes 
over 50,000 vulnerability tests. ($) 

3.1 
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GR 4 
Locality Election Security Standards 
Annual Audit 

BASELINE PREFERRED PLATINUM 

1 Annual Assessment & Biennial Penetration Test    

1.1 
Each locality must submit a compliance checklist to ELECT 
as required by law no later than March 1 annually.   

•  •  •  

1.2 An external penetration test is conducted at least once 
every two years 

•  •  •  

1.3 

The results of the external penetration test are provided to 
the local Electoral Board in a formal report no later than 
June 1 annually.  All records must be marked Restricted, 
encrypted if sent electronically, and designated ineligible 
for release under the Freedom of Information Act.  

•  •  •  

2 Remediation Plan    

2.1 

A Remediation Plan is developed to address each non-
compliance.   If your locality does not meet all Baseline 
controls, you must submit your Remediation Plan for any 
Baseline controls not met to ELECT by April 1 annually.   
The Plan includes the items outlined in 2.1.1-2.1.7.      

•  •  •  

2.2 

A locality’s Remediation Plan must be updated monthly 
with a progress report regarding completion efforts.  This 
plan is reviewed by and re-signed by the local electoral 
board quarterly. 

•  •  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 
Cyber Resource Hub The Cybersecurity and Infrastructure Security Agency offers a 

range of cybersecurity assessments that evaluate operational 
resilience, cybersecurity practices, organizational management 
of external dependencies, and other key elements of a robust 
and resilient cyber framework. These professional, no-cost 
assessments are provided upon request on a voluntary basis and 
can help any organization with managing risk and strengthening 
the cybersecurity of our Nation's critical infrastructure. 
 

Comprehensive  

CIS RISK AND 
VULNERABILITY 
ASSESSMENT 

Collects data through onsite assessments and combines it with 
national threat and vulnerability information in order to provide 
an organization with actionable remediation recommendations 
prioritized by risk. Identifies vulnerabilities adversaries could 
exploit to compromise network security controls. To schedule a 
Risk and Vulnerability Assessment, contact 
ncciccustomerservice@hq.dhs.gov.   

Comprehensive  
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GR 5 Privacy & Data Protection BASELINE PREFERRED PLATINUM 

1 Personal and Sensitive Information    

1.1 

The General Registrar or designee conducts specific 
training for all elections employees and staff (full-time, 
part-time, and seasonal) to identify, mark (watermark, 
stamps, headers) sensitive information in elections 
records. 

•  •  •  

1.2 
Anyone with access to elections records that include 
personal or sensitive information is trained to use a 
redaction tool. 

•  •  •  

1.3 
Anyone with access to elections records that include 
personal or sensitive information has access to and is 
trained to use an email encryption tool. 

•  •  •  

2 Data Release and Transport    

2.1 

Prior to the locality releasing records and information, the 
General Registrar or trained designee confirms that records 
do not contain sensitive information which is prohibited 
from release by the Code of Virginia. 

•  •  •  

2.2 

The General Registrar documents the physical transport of 
elections information (data and records) outside of 
restricted areas (reference Physical: Access control 1).  
Information documented includes 2.2.1-2.2.7.   

 •  •  

3 Destruction    

3.1 

The General Registrar works with locality IT or technology 
partner to ensure that sensitive data is sanitized prior to 
disposal.   If no partner or support exists, the GR must 
provide written notice to locality management (CIO, CISO, 
or county/city administrator) of this responsibility as per 
the Locality Election Security Standards. 

•  •  •  

3.2 

The locality has a documented process governing the 
destruction and sanitization of information technology 
resources.  The process provides different methods of 
destroying and sanitizing media depending on the 
categorization or security classification of the information. 

  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 
ELECT INFOSEC TRAINING Please reach out to ELECT’s Data Privacy Officer at 

InfoSec@elections.virginia.gov to discuss specific 
privacy trainings for your locality.  

1.1, 2.1  

VITA DATA REMOVAL PRIMER A how-to guide on why, when and how to remove 
data permanently with links to software that meets 
VITA standards.   

3.1  
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GR 6 Physical Security BASELINE PREFERRED PLATINUM 

1 Personnel Screening    

1.1 
The GR will ensure any officers of election are registered voters 
by confirming their status in the Virginia voter registration 
system.   

•  •  •  

1.2 
The GR will conduct, or request the appropriate locality official to 
conduct, a background check on any full-time employee prior to 
the employee starting work. 

•  •  •  

1.3 
Localities will conduct background checks on all (full, part-time, 
and seasonal) staff members involved in the election process.  •  •  

1.4 

Individuals granted access credentials to the Virginia voter 
registration system undergo a specific, documented screening 
process if their duties or tasks involve access to sensitive 
information and assets.  Until the required controls are 
completed, individuals cannot be appointed to a position or have 
access to sensitive information and assets. 

  •  

2 Personnel Termination and Transfer    

2.1 

The General Registrar or Secretary of the locality electoral board 
must notify ELECT (during working hours) of the termination or 
resignation of any user with a VERIS account.  Notifications are 
made via email to electit@elections.virginia.gov.  The notification 
must occur within 4 hours of a voluntary resignation, and within 
1 hour if the termination is involuntary. 

•  •  •  

2.2 

The locality or GR’s office has a documented off-boarding and 
transfer process which includes the requirements to 
terminate/revoke any authenticators/credentials associated with 
the individual or role and retrieve all assets.  

•  •  •  

3 
Personnel, Vendor, and Third-Party Access 
Agreements 

   

3.1 

Your Inventory (Risk Assessment 1.1 and Access Control 1.6) 
includes third-party access to organizational information and 
information systems, and notes whether each has signed 
appropriate confidentiality agreements. 

•  •  •  

3.2 
Develop and document access agreements including 
Nondisclosure Agreements (NDAs) for sensitive systems.  •  •  

3.3 

Responsible locality entity ensures the appropriate access 
agreement(s) has (have) been signed and are retained in a secure 
location, in accordance with locality record retention policies. 
The base agreements are reviewed annually and changed if 
needed. 

  •  

3.4 

As part of contracts or service level agreements (SLAs), require 
third-party entities to perform the appropriate background 
checks of personnel, and to notify the localities when the entity’s 
personnel are transferred or terminated. 

  •  

4 Emergency Power    

4.1 
Short-term uninterruptible power supply (UPS) or a generator is 
installed to facilitate an orderly shutdown of elections desktops 
or servers in the event of a primary power source loss. 

•  •  •  
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4.2 

Any UPS supporting infrastructure is tested quarterly and 
generators are tested annually to ensure the devices are working 
properly. The results of these tests are documented as per 4.2.1-
4.2.4.   

 •  •  

5 Location of Information System Components    

5.1 
Elections equipment and documents are stored in a secure 
environment. This environment is only accessible to people 
noted on the physical access list. 

•  •  •  

6 Controlled Access Area    

6.1 

Personnel with access to elections equipment or documents are 
listed in the Inventory (referenced in Risk Assessment 1.1). 
Access is physically restricted to authorized election personnel 
through keys, combination locks, badges, or smart cards. 

•  •  •  

6.2 
Access list to physical spaces is reviewed quarterly to ensure that 
individuals still require access. Physical access devices are 
collected from those that no longer need access. 

•  •  •  

6.3 

Keys, badges, smart cards, equipment, and documents are 
collected and deactivated within 24 hours of last active day of 
work. Combinations are changed within 24 hours of last active 
day of work in a voluntary termination or transfer. Keys, badges, 
smart cards, equipment, and documents are collected and 
deactivated immediately for involuntary terminations. 
Combinations are changed immediately for involuntary 
terminations. 

•  •  •  

6.4 
Physical access devices are secured in a lock box or cabinet. 
Combinations are stored securely, with limited access. •  •  •  

7 Monitor Physical Access    

7.1 
Access to physical spaces where elections equipment and/or 
ballots are stored, are monitored by cameras and stored with 
cameras or card readers. 

•  •  •  

7.2 Review access logs monthly for anomalies.  •  •  

7.3 
Violations are handled through the incident response process as 
discovered. 

 •  •  

8 Access Records for Secure Areas    

8.1 
Individuals given access to elections equipment or documents is 
documented and updated quarterly, capturing items outlined in 
8.1.1-8.1.6. 

•  •  •  

9 Visitor Access    

9.1 
Visitors such as guests or maintenance personnel that do not 
have access must register their visit with the locality before being 
given access; documentation must capture 9.1.1-9.1.5. 

•  •  •  

9.2 
All visitors must be escorted by a locality representative at all 
times.  •  •  

 
TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 
CISA – Risk Considerations 
for MSP and SLA 

Set of risk considerations for managed service providers 
and service-level agreements.  

3.1 
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ORG 7 
Organizational Policies 
and Procedures 

BASELINE PREFERRED PLATINUM 

1 Organizational Security Planning    

1.1 

Locality leadership (city/county administrator or technology 
leadership) has provided the General Registrar a Business 
Impact Assessment (BIA) within the last year that specifically 
addresses the locality’s elections-specific mission and goals that: 

•  •  •  

 

1 Lists all core functions, in order of priority with relation to 
organizational mission and goals.  

2 Outlines impact of the loss or degradation of the functions 
with respect to the mission goals.  

   

1.2 
Within the last year, locality leadership (city/county 
administrator or technology leadership) has provided the 
General Registrar a Contingency Plan that does the following: 

•    

 

1 Identify essential missions and business functions and 
associated contingency requirements.  

2 Identify critical system assets supporting essential missions 
and business functions.  

3 Provide recovery objectives, restoration priorities, and 
metrics.  

4 Address contingency roles, responsibilities, assigned 
individuals with contact information.  

5 Address maintaining essential missions and business 
functions despite a system disruption, compromise, or 
failure.  

6 Address eventual, full system restoration without 
deterioration of the security and privacy controls originally 
planned and implemented.  

7 Is reviewed and agreed to by the locality General Registrar 
and Electoral Board.  

   

1.3 

The Contingency Plan lists the people, tools, technologies, 
processes, and support functions that must be in place to 
resume normal or possibly degraded functionality when one or 
more threats materialize to place the mission of the 
organization in jeopardy.   

 •   

1.4 
Your locality’s Security Program includes the existence of a 
Systems Security Plan, BIA, and Contingency Planning Policy – all 
of which have been reviewed within the last year.  

  •  

1.5 

Your locality Contingency governance (whether your locality has 
some or all of the Contingency Plan, Contingency Planning 
Policy, Contingency Procedure) addresses purpose, scope, roles, 
responsibilities, management commitment, coordination among 
organizational entities, and compliance and facilitates the 
implementation of the contingency planning policy and the 
associated contingency planning controls, to include:  

•  •  •  

 
1. Coordination of contingency planning with the 

appropriate organizational elements – leadership, 
technology, personnel, fiscal, maintenance.   
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2. Alignment with the contingency plans of external 
service providers to ensure that contingency 
requirements can be satisfied.    

3. Identifying alternative processing and storage sites that 
are separated from the primary site(s) to reduce 
susceptibility to the same threats.  

1.6 
Training is consistent with assigned roles and responsibilities in 
the contingency plan and any related policies, procedures or 
plans. 

  •  

1.7 
Training incorporates simulated events into contingency training 
to facilitate effective response by personnel in crises.  •  •  

1.8 
At least once in the last calendar year, your locality tests the 
Contingency Plan including full recovery and constitution of the 
system to a known state as per 1.8.1-1.8.2. 

  •  

2 System Security Planning (SSP)    

2.1 

The locality has developed a security plan for the information 
systems identified as sensitive to election activities and their 
components.  Each system security plan contains the elements 
outlined in 2.1.1-2.1.6. 

•  •  •  

2.2 

Within the last year, the locality’s security plan has been 
updated to address changes to the information system, 
environment of operation or problems identified during security 
control assessments, and distributed to appropriate managers. 

 •  •  

3 Acceptable Use Policy    

3.1 
Your locality Acceptable Use policy has been distributed to all 
elections employees and reviewed/updated in the last calendar 
year.  The policy includes elements described in 3.1.1-3.1.3.  

•  •  •  

3.2 
Remote Access policy has been distributed to all elections 
employees and reviewed/updated in the last calendar year 

•  •  •  

3.3 
Incident Reporting Procedure has been distributed to all 
elections employees and reviewed/updated in the last calendar 
year. 

•  •  •  

3.4 
Incident Response Plan has been distributed to all elections 
employees and reviewed/updated in the last calendar year. 

•  •  •  

TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

LOCALITY TEMPLATES FOR 
SECURITY STANDARDS 

Templates can be found in Integra and also embedded within 
this document under “Resources”. 

1.1, 1.5, 2.1, 3.1 
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TECH 8 Password Management BASELINE PREFERRED PLATINUM 

1 Password Complexity    

1.1 
All system passwords to access elections workstations and 
systems are at least 14 characters in length. 

•  •  •  

1.2 
Passwords must contain all of the following: upper case 
character, lower case character, number, and special character. 

•  •  •  

1.3 
Passwords cannot contain whole or partial user names, user ids, 
or repeating strings (e.g. 12341234) 

•  •  •  

1.4 
Prevent easily guessable passwords by comparing against a 
common password list before accepting the password. 

  •  

2 Password Management    

2.1 
Passwords are encrypted at AES 256 or higher when 
transmitted or stored. 

•  •  •  

2.2 Passwords are not shared. •  •  •  

2.3 
Passwords are not displayed on screen on entry, are obscured 
while being entered, and cannot be unmasked. 

•  •  •  

2.4 
Users authenticate with current password before changing to a 
new one.  The previous 3 passwords may not be reused when 
resetting passwords. 

•  •  •  

2.5 Access to the password storage location is highly restricted. •  •  •  

2.6 All systems require passwords to be changed every 90 days. •  •  •  

2.7 
All elections employees have and use a password manager 
approved and installed by authorized technology personnel. 

 •  •  

2.8 

Ensure that feedback for invalid credentials is vague and does 
not provide clues to why an authentication failed. If a user tries 
to log in unsuccessfully, they only receive a "Login 
Unsuccessful" message.  Additionally, password composition is 
never displayed to an unauthorized user. 

  •  

 
 

TOOLS AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

CIS PASSWORD POLICY GUIDE CIS Guidance for secure usage of passwords in 
an enterprise 

1.1, 1.2, 2.2, 2.5 2.6 

KEEPASS Password manager 1.1, 1.2, 2.2, 2.5, 2.7 
PASSWORD SAFE Simple and secure password management 1.1, 1.2, 2.2, 2.5, 2.7 
SPECOPS PASSWORD AUDITOR Active Directory password audit tool 1.1, 1.2, 2.2, 2.5 2.6 
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TECH 9 
System & Communication 
Protection 

BASELINE PREFERRED PLATINUM 

1 Boundary Protection    

1.1 

Boundary protection devices such as firewalls, gateways, 
routers, and proxies are used to manage connections to 
external systems and incoming requests. Localities must also 
have an architectural diagram of how these tools are 
implemented locally. 

•  •  •  

1.2 
Unused network ports and physical device ports are disabled on 
elections equipment. 

•  •  •  

1.3 
Subnetworks are implemented for publicly accessible system 
components to separate them from internal organizational 
networks. 

 •  •  

1.4 
Monitoring tools are put in place to monitor potential 
Distributed Denial-of-Service (DDoS) attacks. These tools are 
also capable of mitigating DDoS attacks. 

 •  •  

1.5 

Port protection capabilities are incorporated into the network 
and servers protect against attacks such as ethernet switching 
table overflow attacks, DHCP server attacks, ARP spoofing 
attacks, DHCP starvation attacks and prevent the connection of 
unauthorized equipment to network/servers. 

 •  •  

2 Cryptography    

2.1 All information must be encrypted while in transit. •  •  •  

2.2 All sensitive data must be encrypted while at rest. •  •  •  

2.3 Digital signatures must be part of the encryption process.  •  •  

3 Wireless Network    

3.1 
Wireless access points are password protected in compliance 
with Password Management. 

•  •  •  

3.2 
Encryption compliant with Federal Information Processing 
Standards (FIPS), such as FIPS 140-2, is enabled on wireless 
networks. 

•  •  •  

3.3 
Wireless networks are not publicly viewable (the SSID of a 
locality wireless network should be hidden). 

 •  •  

3.4 
Logging is enabled on wireless networks and generating log 
information per System Audit Logs. 

  •  

 
TOOL AND RESOURCES DESCRIPTION LESS SECURITY 

CONTROL(S) 

ZABBIX Monitoring tool for IT infrastructure 1.1 
SPICEWORKS Free network mapping software 1.1 
VERACRYPT On-the-fly encryption 2.1 
BITLOCKER Built-in Windows® 10 utility used for full volume 

encryption 
2.2 
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TECH 10 
System & Information 
Integrity 

BASELINE PREFERRED PLATINUM 

1 Malicious Code Protection    

1.1 

Any devices that connect to ELECT's systems must have an 
active malware/anti-virus/malicious code scanning tool enabled 
at all times.  All patches/updates must occur on a monthly-basis 
at minimum or sooner as needed to address specific 
vulnerabilities. 

•  •  •  

1.2 
Any devices that connect to ELECT's systems must have active 
anti-malware and spam controls on their email systems. This 
tool must be updated on a real-time basis. 

•  •  •  

2 Security Alerts, Advisories and Directives    

2.1 

The locality GR and/or locality IT representatives are members 
of the Center for Internet Security (CIS) Elections Infrastructure 
Information Sharing & Analysis Center (EI-ISAC) and/or Multi-
State ISAC (MS-ISAC). 

•  •  •  

2.2 All information must be encrypted while in transit. •  •  •  

2.3 
All locality equipment used to conduct elections business must 
encrypt its data while at rest or stored on the equipment. 

•  •  •  

2.4 Digital signatures must be part of the encryption process.  •  •  

3 Information System Monitoring    

3.1 
Any devices that connect to ELECT's systems must be 
continuously monitored for log failures, access and system 
exceptions, operation system and application patching. 

•  •  •  

3.2 
Any devices that connect to ELECT's systems must continuously 
log failures, access and system exceptions, operation system 
and application patching.  

  •  

4 Backup and Recovery    

4.1 
Provide the capability to restore system components within the 
Continuity of Operations Plan, from configuration-controlled 
and integrity-protected information. 

•  •  •  

4.2 

Depending on criticality, perform monthly, quarterly and annual 
backups of system data and system images.   The locality has 
and regularly updates documentation identifying the level of 
criticality and frequency required. 

•  •  •  

4.3 
Backup copies of critical systems are stored in a separate facility 
or in a fire-rated container that is not co-located with the 
operational system. 

•  •  •  

4.4 
Test data backups quarterly to ensure data recovery, integrity 
and usability. 

 •  •  

4.5 
Test system recovery annually to verify the integrity and 
usability of system backups. 

 •  •  

 
 
 

TOOL AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 
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MS-ISAC® AND EI-ISAC® 
SERVICE: MALICIOUS  
CODE ANALYSIS 
PLATFORM (MCAP) 

No-cost web-based sandbox to submit suspicious files 
to in a controlled and non-public fashion 

1.1 

WINDOWS® DEFENDER 
SECURITY CENTER 

Anti-malware application built into Windows® 1.1 

OPENVAS Framework for vulnerability scanning and 
management 

1.1 

OUTLOOK SPAM FILTER Outlook spam filter: setting and customizing the junk 
filter 

1.2 

GMAIL SMAP FILTER Customize spam filter settings in Google Workspace 1.2 
TLS PROTOCOL A protocol that provides end-to-end security for data 

sent over the internet. 
2.1 

BITLOCKER Built-in Windows® 10 utility used for full volume 
encryption 

2.2 

CIS BENCHMARKS™ Secure configuration guidelines for 100+ technologies, 
including operating systems, applications, and 
network devices 

3.1 

ALIENVAULT® OSSIM Open-source security information and event 
management (SIEM) system 

3.1 

MICROSOFT® BACKUP 
AND RESTORE 

Built-in backup utility tool 4.1 

MICROSOFT® VOLUME 
SHADOW COPY  
SERVICE (VSS) 

Tool to create backup copies or snapshots of files or 
volumes 

4.1 

REDO™ Backup and disaster recovery tool 4.3 
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https://www.cisecurity.org/ms-isac/services
https://www.cisecurity.org/ms-isac/services
https://www.cisecurity.org/ms-isac/services
https://www.cisecurity.org/ms-isac/services
https://docs.microsoft.com/en-us/windows/security/threat-protection/windows-defender-security-center/windows-defender-security-center
https://docs.microsoft.com/en-us/windows/security/threat-protection/windows-defender-security-center/windows-defender-security-center
https://www.openvas.org/
https://www.ionos.com/digitalguide/e-mail/e-mail-security/outlook-spam-filter/
https://support.google.com/a/answer/2368132?hl=en
https://teams-management.sharegate.com/hc/en-us/articles/360020768031-What-is-256-bit-AES-encryption-at-rest-and-TLS-1-2-in-transit-#:~:text=Transport%20Layer%20Security%20(TLS)%20is,while%20in%20transit%20between%20applications.
https://docs.microsoft.com/en-us/windows/security/information-protection/bitlocker/bitlocker-overview
https://www.cisecurity.org/cis-benchmarks/
https://cybersecurity.att.com/products/ossim
https://support.microsoft.com/en-us/windows/backup-and-restore-in-windows-352091d2-bb9d-3ea3-ed18-52ef2b88cbef
https://support.microsoft.com/en-us/windows/backup-and-restore-in-windows-352091d2-bb9d-3ea3-ed18-52ef2b88cbef
https://docs.microsoft.com/en-us/windows-server/storage/file-server/volume-shadow-copy-service
https://docs.microsoft.com/en-us/windows-server/storage/file-server/volume-shadow-copy-service
https://docs.microsoft.com/en-us/windows-server/storage/file-server/volume-shadow-copy-service
http://redorescue.com/
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TECH 11 Access Control BASELINE PREFERRED PLATINUM 

1 Actively Manage Access •  •  •  

1.1 
Access to systems are limited only to authorized personnel who 
need access to the system to perform specific assignments. 

•  •  •  

1.2 
Users given access to systems are given the minimum level of 
access required within the system to perform their jobs, 
adhering to the principle of “least privilege”. 

•  •  •  

1.3 
Separate accounts are created and maintained for 
elevated/privileged accounts.  These accounts must adhere to 
1.1 and 1.2 and may not be used for daily business work. 

•  •  •  

1.4 

Users who change roles or positions must have their access 
reviewed to ensure access still complies with 1.1-1.3.  Access 
within a system or to a system that is no longer needed is 
removed. 

•  •  •  

1.5 

Accounts (access to systems and access within systems) are 
reviewed at least quarterly for terminations or inactivity.  
Accounts that have not been active in the last 90 days are 
disabled. 

•  •  •  

1.6 

Requests for new accounts or access must capture a requestor’s 
name, date, role and supervisor name, as well as denote who 
approved the request and when, in addition to documenting 
what access was granted, both which systems and the level of 
access provided within those systems.  

•  •  •  

1.7 
Privileged accounts are automatically logged out after five 
minutes of inactivity. 

•  •  •  

1.8 
No temporary, test, or default accounts are permitted.  If the 
account is necessary it is set up as a permanent account with a 
unique id. 

•  •  •  

1.9 
Disable service and network sign-on accounts from concurrent 
use. 

 •  •  

1.10 
Disable user accounts within 24 hours of last active day of work.  
Disable user accounts immediately for involuntary termination. 

 •  •  

1.11 
Automate quarterly account reviews to ensure accounts for 
terminated personnel or accounts that have not been active in 
the last 90 days are disabled. 

 •  •  

1.12 
Use Role Based Access (RBAC) to manage access to systems and 
system privileges. 

  •  

1.13 

List the role(s) a user will need to perform business functions on 
the application for a new user account.  Applicants or assigned 
Supervisors must list the systems and groups the user needs, 
prior to account approval and creation. 

  •  

1.14 

Log and track Privileged Accounts usage separately from the use 
of General User accounts. Review the Privileged Users’ activities 
on the system(s) for which they are accountable, at least 
quarterly. 

  •  

2 Separation of Duties and Account Creation    

2.1 Ensure that there is no sharing of accounts and passwords. •  •  •  

2.2 
Every user granted an account to an information system is 
assigned a unique ID for account access traceability. 

•  •  •  
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2.3 

Ensure security personnel who administer access control 
functions do not administer audit functions.  For sensitive 
processes, assign different tasks of a process to more than one 
individual so that no one person can solely initiate, record, 
authorize, and reconcile a transaction without the intervention 
of another person. 

•  •  •  

3 Access     

3.1 
Employ two-factor authentication as part of the identification 
and authentication process for remote access or to use admin 
accounts. 

•  •  •  

3.2 
Accounts are locked after 15 minutes of inactivity.   Users must 
re-authenticate to regain access. 

•  •  •  

3.3 
Users are identified and authenticated (including a confirmation 
that required training has been completed) before receiving 
credentials. 

•  •  •  

3.4 
Every system records when users accesses a system. At a 
minimum it captures the user id, the action, and the date and 
time. 

•  •  •  

4 Mobile Devices    

4.1 
All mobile devices used to conduct elections business must be 
password protected. 

•  •  •  

4.2 
All mobile devices used to conduct elections business must be 
configured to permit the locality to remote wipe the device. 

•  •  •  

4.3 

Encrypt mobile devices that contain elections specific data to 
protect the confidentiality and integrity of that information.  
Encryption must be AES 256 compliant and applies to data 
storage and transmission (where applicable. 

•  •  •  

5 Unsuccessful Logon Attempts    

5.1 
Invalid logon attempts are limited to three attempts within a 15 
minute period.  If three invalid attempts are detected within 15 
minutes, then the account is time-locked for 15 minutes. 

•  •  •  

5.2 

Do not provide users any indication of what the password 
lacked during any unsuccessful login attempt(s).  For example, if 
a user tries to log in unsuccessfully, they only receive a “Login 
Unsuccessful” message. Unsuccessful login details are not 
provided to the user. 

•  •  •  

6 System Use Notification    

6.1 

Display to users a notification message or banner before 
granting access to a local system. This message is displayed until 
users acknowledge the usage conditions and takes explicit 
actions to log on. The message provides privacy and security 
notices consistent with applicable federal laws, executive 
orders, directives, policies, regulations, and at minimum 
includes the items outlined in 6.1.1-6.1.4. 

•  •  •  

 
TOOL AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

OPENLDAP Open source implementation of the Lightweight 
Directory Access Protocol (LDAP) 

1.1, 1.3, 1.5, 1.6, 1.7, 2.2, 3.2, 3.4, 
4.1, 5.1 

ACTIVE DIRECTORY Microsoft Windows® directory service for account 
management and access control 

1.2, 1.3, 1.5, 1.6, 1.7, 2.2, 3.2, 3.4, 
4.1, 5.1 
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NIST SP 800-63 Suite of documents including NIST SP 800-63-3, NIST 
SP800-63A, NIST 800-63B, and NIST 800-63C 

3.1 

MICROSOFT 
AUTHENTICATOR 

Multi-factor authentication application used for 
Microsoft® products 

3.1 

GOOGLE AUTHENTICATOR 2-step verification codes on your phone 3.1 
   
CIS CONTROLS MOBILE 
COMPANION GUIDE 

For tablet and smart phone guidance, refer to the CIS 
Controls Mobile Companion Guide 

4.1 – 4.3 
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https://pages.nist.gov/800-63-3/
https://www.bing.com/aclk?ld=e8fqn30Xis-4d6LzGJ74tQRzVUCUyKmKEwXVJ3QOmfC1CNqHI-f_KopvbVmqlRLBpJU24HEkC8c2bFfnn9P6MGWi9mhQKImd4WQZs279H94n2SfDN1ahZphUpu_9nhX7JZyxy9iT3aAtVbxx1I9gng7XmN3q3eKi_s3mDSva9rUeSXRQtfHyvrQ9hU2D37SZ-ETTSC_w&u=aHR0cHMlM2ElMmYlMmZ3d3cuYXBrcGFjLmNvbSUyZmFwcCUyZmNvbS5henVyZS5hdXRoZW50aWNhdG9yJTJmJTNmbXNjbGtpZCUzZGZmOGI1ZWFkZmViMDEzM2Q0MWE3M2RmNjQwYTMyOTdiJTI2dXRtX3NvdXJjZSUzZGJpbmclMjZ1dG1fbWVkaXVtJTNkY3BjJTI2dXRtX2NhbXBhaWduJTNkYXBrc19hcHBfdXNfcGNfYnVzaW5lc3MlMjZ1dG1fdGVybSUzZG1zJTI1MjBhdXRoZW50aWNhdG9yJTI1MjBwYyUyNnV0bV9jb250ZW50JTNkTVMlMjUyMEF1dGhlbnRpY2F0b3I&rlid=ff8b5eadfeb0133d41a73df640a3297b&ntb=1
https://www.bing.com/aclk?ld=e8fqn30Xis-4d6LzGJ74tQRzVUCUyKmKEwXVJ3QOmfC1CNqHI-f_KopvbVmqlRLBpJU24HEkC8c2bFfnn9P6MGWi9mhQKImd4WQZs279H94n2SfDN1ahZphUpu_9nhX7JZyxy9iT3aAtVbxx1I9gng7XmN3q3eKi_s3mDSva9rUeSXRQtfHyvrQ9hU2D37SZ-ETTSC_w&u=aHR0cHMlM2ElMmYlMmZ3d3cuYXBrcGFjLmNvbSUyZmFwcCUyZmNvbS5henVyZS5hdXRoZW50aWNhdG9yJTJmJTNmbXNjbGtpZCUzZGZmOGI1ZWFkZmViMDEzM2Q0MWE3M2RmNjQwYTMyOTdiJTI2dXRtX3NvdXJjZSUzZGJpbmclMjZ1dG1fbWVkaXVtJTNkY3BjJTI2dXRtX2NhbXBhaWduJTNkYXBrc19hcHBfdXNfcGNfYnVzaW5lc3MlMjZ1dG1fdGVybSUzZG1zJTI1MjBhdXRoZW50aWNhdG9yJTI1MjBwYyUyNnV0bV9jb250ZW50JTNkTVMlMjUyMEF1dGhlbnRpY2F0b3I&rlid=ff8b5eadfeb0133d41a73df640a3297b&ntb=1
https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2&hl=en_US&gl=US
https://www.cisecurity.org/insights/white-papers/cis-controls-v8-mobile-companion-guide
https://www.cisecurity.org/insights/white-papers/cis-controls-v8-mobile-companion-guide
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TECH 12 Configuration Management BASELINE PREFERRED PLATINUM 

1 Baseline Configuration for Elections Related Systems    

1.1 
An inventory of hardware assets is maintained. The inventory 
should capture the following for hardware assets. 

•  •  •  

 

1. Type of equipment 
2. Manufacturer 
3. Model 
4. Serial Number 
5. Manufacture Date 

   

1.2 
An inventory of software assets is maintained. The inventory 
should capture the following for software assets. 

•  •  •  

 

1. Name of software 
2. Software vendor 
3. License quantity 
4. License expiration 

   

1.3 

The baseline configuration for hardware and software is 
documented for each item on the inventory listed created in 1.1 
and 1.2. This document is updated continually as configurations 
are changed. Configurations for passwords and access controls 
are documented as outlined in Password Management, Access 
Controls, and Audit Accountability. 

•  •  •  

1.4 

Localities with locally maintained IT services must capture 
configuration information for hardware and software. Below is a 
list configuration settings that are captured. This list is not 
intended to be exhaustive. 

 •  •  

 

1. HARDWARE: Open Ports, White/Black List of IP 
Addresses, DNS Settings, Connected Devices, Installed 
Software, Installed OS, Security Policies, Processors, 
Memory, Diskspace 

2. SOFTWARE: Home/Install Directory, Environment 
Variables/Paths, Memory Settings, CPU Settings, 
Plugins, Database Connections. 

   

1.5 
Hardware and software inventories are updated annually with 
any changes that have occurred. 

 •  •  

1.6 
Technical architecture diagrams are created, maintained, and 
kept secure for elections systems.  These diagrams include: 

  •  

 

1. Servers (File/Database/Web/Print) 
2. Devices (Phone/Tablets/Laptops/Desktops) 
3. Firewalls 
4. DMZ 
5. Network Segmentations 
6. Software layers 
7. Server to Server interactions 
8. Network Protocols 

   

2 Change Control    

2.1 

A documented change control process must be in place to 
manage changes to hardware or software systems. The process 
must include a step to update relevant inventories or diagrams 
that may be impacted by changes.  This process must capture 
the following information for each change.  

•  •  •  
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2.1.1 Description of the change that include information 
about the hardware or software being changed 
2.1.2 Who is requesting the change 
2.1.3 Who is responsible for implementing the change 
2.1.4 The date/time the change will be implemented 
2.1.5 Who approved the change 
2.1.6 ISO or person representing the ISO role approval  
 

 
TOOL AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 

CIS ASSET TRACKING 
SPREADSHEET 

Spreadsheet to help with asset and data inventory 1.1, 1.2 

NMAP® NETWORK 
SCANNING 

Tool used for reconnaissance and fingerprinting 1.1, 1.2 

MICROSOFT® 
CONFIGURATION 
MANAGER 

Windows® application within Microsoft® Endpoint 
Management used for configuration management 

1.1, 1.2 

SMARTSHEET Free change management templates for use. 2.1 
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TECH 13 Maintenance BASELINE PREFERRED PLATINUM 

1 Physical Maintenance    

1.1 
Physical elections equipment is serviced in accordance with 
manufacturer or vendor specifications and/or organizational 
requirements. 

•  •  •  

1.2 
Maintenance and service performed on elections equipment is 
documented. The following information is captured for each 
device serviced. 

•  •  •  

 

1. Equipment Serviced 
2. Equipment Identification Number 
3. Date/time of service 
4. Name of person that performed service 
5. Description of service performed 
6. If the equipment was serviced offsite 
7. Person that authorized offsite service 
8. Date/Time equipment was removed 
9. Date/Time equipment was returned 
10. Date/Time equipment was tested 
11. Person(s) that performed the test 

   

1.3 
Elections equipment that needs to be serviced offsite must be 
approved before being removed. This information is 
documented as outlined in 1.2. 

•  •  •  

1.4 
Localities test equipment and software after maintenance to 
verify security controls and functionality. Testing of equipment 
is documented on the service records in 1.2. 

•  •  •  

1.5 
Equipment that is decommissioned must document the 
following: 

•  •  •  

 

1. Equipment decommissioned 
2. Equipment Identification Number 
3. Date/Time equipment decommissioned 
4. Person(s) that decommissioned the equipment 
5. Date/Time equipment was removed 

   

1.6 
Equipment that is decommissioned must have the following 
performed before being removed. 

•  •  •  

 
1. Any equipment media is sanitized 
2. Equipment default settings are restored 

   

2 Software Maintenance    

2.1 

Equipment running operating systems and/or software for 
elections must be updated regularly. Operating system and 
software should still be receiving security updates from the 
vendor.  

•  •  •  

2.2 
Software/OS updates and diagnostic activities are approved 
and scheduled in accordance with Configuration Management 
policies. 

•  •  •  

3 Maintenance Documentation    

3.1 
Localities must ensure that contractors and vendors are taking 
appropriate measures to prevent the introduction of security 
vulnerabilities into their equipment. In addition to items 

•  •  •  
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addressed in GR 6 (Physical Security), localities must request 
and receive contractor or vendor security policies regarding 
equipment and tools, as well as contracts addressing data 
handling, reporting responsibilities in case of breach, 
termination conditions, background checks, and remediation.   
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TECH 14 System Audit Logs BASELINE PREFERRED PLATINUM 

1 
Audit Records, Auditable Events, & Automated 
Alerts 

   

1.1 
Event logging is enabled on all information systems and 
operating systems. 

•  •  •  

1.2 At minimum, the logs will include •  •  •  

 
1. The event 
2. The user ID associated with the event; and  
3. The time the event occurred 

   

1.3 
Whenever possible, all systems utilize Network Time Protocol 
(NTP) time synchronization. 

 •  •  

1.4 Automated alerts are provided when log storage capacity 
reaches pre-defined levels (e.g. 50%, 80%, and 95%). 

 •  •  

2 Audit Records: Review, Analysis and Retention    

2.1 
Audit records are backed up to a machine different than 
originating system on a quarterly basis. 

•  •  •  

2.2 
Audit records are reviewed and analyzed every 30 days for 
inappropriate or unusual activity. Findings are reported using 
the Incident Response process. 

•  •  •  

2.3 
Audit records, audit settings, and audit reports are protected 
from unauthorized access, modification, and deletion by setting 
appropriate access controls. 

 •  •  

2.4 
Retain audit records consistent with State and Local retention 
policies, to provide support for after-the-fact investigations of 
security incidents. 

 •  •  

 
TOOL AND RESOURCES DESCRIPTION LESS SECURITY CONTROL(S) 
CIS BENCHMARKS™ Secure configuration guidelines for 100+ technologies, 

including operating systems, applications, and network 
devices 

1.1, 1.2 

ALIENVAULT® OSSIM Open-source security information and event management 
(SIEM) system 

1.1, 1.2, 2.2 

MICROSOFT® BACKUP AND 
RESTORE 

Built-in backup utility tool 2.1 

 
 
Resources  

Locality_Templates 

for Security Standards.docx
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https://support.microsoft.com/en-us/windows/backup-and-restore-in-windows-352091d2-bb9d-3ea3-ed18-52ef2b88cbef
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Sheriff’s Office Recruitment, Retention, and Salary Increase 

MOTION(s): 

Motion #1: 
I move the Board of Supervisors [approve/deny/defer] increasing the Sheriff’s 
Office Deputies starting salary as follows: 

1) Pay Band 106 for Certified Deputies from $49,120 to $52,500
2) Pay Band 105 for Non-certified Deputies from $46,800 to $49,500

with funding to come from the FY24 [Unassigned Fund Balance or BOS 
Contingency] and further authorize a budget supplement to the FY24 Sheriff’s 
Office budget in the amount of $18,003. 

Motion #2: 
I move the Board of Supervisors [approve/deny/defer] increasing the Sheriff’s 
Office Deputies Sign-on Bonus amounts as follows: 

1) Certified Deputies from $5,000 to $7,500
2) Non-certified Deputies from $0 to $4,000

with funding to come from the FY24 [Unassigned Fund Balance or BOS 
Contingency] and further authorize a budget supplement to the FY24 Sheriff’s 
Office budget in the amount of $____________. 

Motion #3: 
I move the Board of Supervisors [approve/deny/defer] increasing Sheriff’s Office 
Deputies differential pay from $1,100 to $2,200 per fiscal year with funding to 
come from the FY24 [Unassigned Fund Balance or BOS Contingency] and further 
authorize a budget supplement to the FY24 Sheriff’s Office budget in the amount 
of $26,404. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Eric Hess, Sheriff and Eric Dahl, County Administrator 

PRESENTER(S): Eric Hess, Sheriff 

RECOMMENDATION: Approve 

TIMING: Routine 

DISCUSSION: 

The Sheriff’s Office discussed recruitment, retention and a proposal to increase 
minimum salaries for deputies, along with some other proposed changes at the June 
21, 2023 BOS meeting. At that meeting, Sheriff Hess proposed the following 
changes: 
• Change starting pay:

TAB C
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 Certified Deputies to $52,500 (currently $49,500) 
 Non-certified to $49,500 (currently $46,500) 

 
• Change sign-on Bonus amounts: 

 Certified sign-on bonus to $7,500 (currently $5,000) 
 Non-certified sign-on bonus - $4,000 (currently $0) 

 
• Increase shift differential to $2,200 for patrol deputies (currently $1,100) 

 
• Change to 80 hour pay period to be more competitive across the board  – FCSO 

deputies work on average of an additional 104 hours per year over competing 
agencies with higher starting salaries and bonuses  

 
The board requested staff to come back with estimates for the proposed changes. 
After reviewing the Sheriff’s Office resignations/retirements from calendar year 
2020-2023, the average is about 5 resignations/retirements per year. Based upon 
this data, the below would represent the costs for various components of the 
Sheriff’s Office proposed changes: 
 
1) Increase Starting Pay for Deputies by $3,000 for Certified and Noncertified: 

i) Certified Deputies to $52,500 (currently $49,500) 
ii) Non-certified to $49,500 (currently $46,500) 

 

  Increase Starting Pay $3K 
Vacancy #1  $              3,000  
Vacancy #2  $              3,000  
Vacancy #3  $              3,000  
Vacancy #4  $              3,000  
Vacancy #5  $              3,000  

subtotal  $            15,000  
Benefit Costs  $              3,003  

EST. TOTAL  $            18,003  
 
 
2) Make Changes to Sign-On Bonuses: 

i) Certified sign-on bonus to $7,500 (currently $5,000) 
ii) Non-certified sign-on bonus - $4,000 (currently $0) 

 

  
New Non-Certified 

 Bonus 
Increase Certified  

Bonus 
Vacancy #1  $              4,000   $                  7,500  
Vacancy #2  $              4,000   $                  7,500  
Vacancy #3  $              4,000   $                  7,500  
Vacancy #4  $              4,000   $                  7,500  
Vacancy #5  $              4,000   $                  7,500  

subtotal  $            20,000   $               37,500  
LESS existing bonus cost ($5k per)  $                     -     $               25,000  
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Increased bonus cost  $            20,000   $               12,500  
Benefit Costs  $              1,530   $                  2,869  

EST. TOTAL  $            21,530   $               15,369  
 
 

3) Differential Pay Change: 
i) Increase shift differential to $2,200 for patrol deputies (currently 

$1,100) 
 

  
Differential $ 

Increase 
Differential Pay  $              1,100  
20 Patrol Deputies                
subtotal  $            22,000  
Benefit Costs  $              4,404  

EST. TOTAL  $            26,404  
 

FISCAL IMPACT: 

Any proposed change would create an additional funding need for the Sheriff’s 
Office FY24 budget, as these items were not included or presented as part of the 
budget process. The estimated increase will vary depending on what the board 
decides. 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: None. 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

 X  X X 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: JPMorgan Chase Bank Debt Proceeds Projects 

MOTION(s): 

I move the Board of Supervisors approve the County Administrator with the 
flexibility for a funding source transfer of already approved FY22, FY23 and FY24 
CIP projects to best utilize the full amount of the JPMorgan Chase Bank proceeds 
issued February 3, 2022, with a not to exceed amount of $900,000, and further 
require staff to bring any change in funding sources back to the Board for 
ratification no later than the August 16, 2023 Board of Supervisors meeting. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Eric Dahl, County Administrator 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Immediate 

DISCUSSION: 

The County closed on debt financing with JPMorgan Chase Bank back on February 3, 
2022 in the amount of $5,231,500 for multiple Countywide FY22 CIP 
vehicle/equipment projects. Per the financing documents, the spend-down period of 
proceeds needs to be completed by August 3, 2023, otherwise any remaining funds 
go back to JPMorgan Chase Bank. As part of the financing, $3,333,500 was allocated 
for Fire and Rescue Apparatus. When the County closed on the debt proceeds, a 
prepayment on 3 pieces of apparatus was funded. At the time, the County was 
expecting to take delivery prior to the spend-down period and pay for the remaining 
outstanding balances, but Fire and Rescue apparatus build delays will not have the 
apparatus to the County prior to August 3, 2023 deadline. The chart below shows 
outstanding proceeds for these projects. 

Apparatus Budget Paid Difference 
Response 5  $      100,000.00  $     -   $  100,000.00 
Car 1  $    74,500.00  $     -   $    74,500.00 
Tower Ladder 53  $  1,670,000.00  $  1,375,071.00  $  294,929.00 
Tanker 10  $      495,000.00  $      398,410.00  $    96,590.00 
Attack 20  $      239,000.00  $      239,000.00  $    -  
Engine 20  $      755,000.00  $      616,906.00  $  138,094.00 

TOTAL  $  3,333,500.00  $  2,629,387.00  $  704,113.00 

TAB D
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In addition, there are a couple other Public Works/Department of Social Services 
vehicle purchases that have been ordered and we are supposed to receive by August 
3, 2023, but there is a possibility for other delays. If we do not receive delivery of any 
vehicles/equipment prior to August 3, 2023, the County would have to fund these 
projects with Unassigned Fund Balance. Currently, the rate of return on County 
invested funds is around 5.15%, so it makes sense to utilize the debt proceeds to the 
fullest, especially considering our interest rate is 1.37%.  
 
Lastly, the County has earned to date about a little over $82,000 on interest earned 
on the unspent proceeds, which can be used toward vehicle/equipment purchases.  
 
With the next Board of Supervisors meeting (August 2, 2023) only being one day 
before all proceeds need to be requisitioned (August 3, 2023), I would request the 
Board allow the County Administrator flexibility with a funding source transfer of 
already approved FY22, FY23 and FY24 CIP projects to best utilize the full amount of 
the JPMorgan Chase Bank proceeds, with an not to exceed amount of $900,000. Any 
change in funding sources would be brought back to the Board no later than the 
August 16, 2023 meeting for ratification by the Board.  
 
Some initial thoughts on intended fund transfer uses that would be considered are: 

• $301,008 - 8 Vehicles – Dodge Chargers for the Sheriff’s Office (contract on 
this agenda) 

• $331,070 - 1 Lake Monticello Ambulance being delivered June 30.  
• $108,990 – PG Athletic Field Lighting portion utilizing Unassigned Fund 

Balance 
  

FISCAL IMPACT: 
Utilizing and expending the JPMorgan Chase Bank proceeds to the full balance 
makes the best fiscal sense for Fluvanna County. By doing so, this would eliminate 
having to use Unassigned Fund Balance to fund projects.  

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: None 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

 X   X 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
BCC APPOINTMENTS STAFF REPORT

MEETING DATE: June 7, 2023 

AGENDA TITLE: Board, Commission, and Committee Appointments 

MOTION: I move the Board of Supervisors approve the following Board, Commission, or Committee appointment(s): 

Board/Commission/Committee Appointees Begins Term Ends Term 
JAUNT Board – Fluvanna County Representative Iscella Wittich 7/5/2023 6/30/2025 
Economic Development and Tourism Advisory Council (EDTAC) – At-Large 
Position 

Elizabeth Clark 
Suzy Morris 

7/5/2023 6/30/2025 

BCC VACANCIES AND APPLICANTS 

BCC Vacancies Applicants Appt District Current BCC Appointments / Other Notes 
JAUNT Board – Fluvanna County 
Representative 

Iscella Wittich Appt Rivanna Unexpired term to begin immediately and end June 
30, 2025.  

Economic Development and Tourism Advisory 
Council (EDTAC) – At-Large  

Elizabeth Clark Appt Columbia Unexpired term to begin immediately and end June 
30, 2025. 

Economic Development and Tourism Advisory 
Council (EDTAC) – At-Large  

Suzy Morris Appt Cunningham Unexpired term to begin immediately and end June 
30, 2025. 

DISCUSSION: 

- JAUNT Board – Fluvanna County Representative – One position available. Unexpired term began July 1, 2022 and ends June 30,
2025.

- Economic Development and Tourism Advisory Council (EDTAC) - At-Large Representative – One position available. Unexpired term
began July 1, 2022 and ends June 30, 2025.

ENCLOSURES: Candidate Applications 

TAB E
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EXPERIENCE/PROFESSIONAL EXPERTISE/EDUCATION (Please provide dates of 
education and experience.):  
 
The Endowment Project 
Chief Development Officer, 2023 – current 
The Endowment Project is a mission-driven for-profit started in March, 2023 that is developing 
philanthropic infrastructure – alumni and community stakeholder engagement, fundraising, and 
professional development – to US public secondary education. Working as operations and 
development partner to The Endowment Project Foundation, TEP will fundraise and make grants 
(and no cost to participating schools) to 10 pilot public high schools in Central Virginia in 2023, 
and will ultimately offer Endowment Projects to every public secondary school in the US. As 
Chief Development Officer, I lead in all areas of fundraising and alumni engagement, including 
foundation, corporate, governmental, and direct marketing and events workflows. 
 
Wilson Clark Associates 
Founder & Managing Partner, Lead Senior Consultant, 2010 - current 
Results-driven strategic and marketing management consulting practice working chiefly through 
goal-driven, long-term engagements, often as Chief Strategy / Marketing / Revenue / 
Communications Officer. Strategy, DEI/JEDI, product, systems/operational, digital, marketing, 
& revenue, primarily for higher education / lifestyle / youth. Work for mission-driven for-profits 
and nonprofits advancing the common good. Representative work: 
 
Confidential Sports tech / Fintech Company: Working in partnership with experienced founder / 
CEO of this early stage sport technology / financial technology company on funding, strategic & 
operational planning, and product; designing operational structure and business strategy for rapid 
growth to scale, data monetization & investor exit strategy 
 
Confidential Division of US Armed Services: Process improvements in support of DEI / JEDI 
initiatives 
 
Institute for Advanced Studies in Culture at UVA: IASC researches disruptive cultural change 
globally and clarifies and contextualizes potential leadership response. Among 75+ recent 
fellows: Garnette Cadogan, Matthew B. Crawford, Anna Marazuela Kim, Angel Adams Parham, 

IASC, profiles including: CBS Mornings, CBS Sunday Morning with Ted Koppel, France 
Télévisions, Le Figaro, Newsweek, Vogue Japan, Wall Street Journal; other important 
institutional profile initiatives include: audiobook/ebook/POD publishing, promotion, & 
distribution; speakers’ bureau; other thought leadership and partnership initiatives. 
 
Royall & Company (now trading as EAB Enrollment, eab.com) 
Chief Strategy Officer, 1999 – 2010; Creative Director, 1994-99; Associate Creative Director, 
1993-94 
 
From 1993 and alongside Bill Royall, built and led this full-service marketing and management 
consulting firm to industry dominance and sale to private equity in 2008. R&C improved 
peoples' lives through our clients' successes, expanding access to American higher education and 
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building a system to support greater equality of opportunity. Our mission, 94% year-to-year 
client retention, industry-leading and - transforming product development, and a unique data 
asset were significant factors in the high (14X EBITDA) valuation, achieved through a highly 
competitive process. Our growth was sustainable with 2 further recapitalizations at ~$850MM, 
$1.6B. Key leadership roles: building and leading functional divisions, product management, 
new market development, partnerships, mergers & acquisitions, sales, and multi-disciplinary 
initiatives including a corporate reorganization that turbo-charged our mid-stage growth. Our 
proprietary data warehouse was continuously informed by billions of instances of student 
behavior & decision-making within live digital campaigns, enhanced by detailed outcomes and 
performance data. Among our over 400 higher education clients: Brown, Caltech, Hampden-
Sydney, MIT, Northeastern, University of Chicago, University of Minnesota-Twin Cities, VMI, 
Yale 
 
Commonwealth of Virginia, Hon. L. Douglas Wilder 
Editor of Commonwealth Publications, Assistant for Clemency, 1990-93 
Various posts concluding as Editor of Commonwealth Publications, in administration of USA's 
first Black governor, Hon. L. Douglas Wilder. As Gov. Wilder’s Assistant for Clemency, I 
secured a simple pardon for a wrongly convicted person using then-newly admissible DNA 
evidence, resulting in his release from prison. I also edited a book, Compacts of Virginia, and 
hosted events: Southern Governors’ Association; Visiting African Heads of State; Clinton 
Advance Team 
Campaign to Elect L. Douglas Wilder, Policy Writer, 1989. 
Left college (SJC) to be part of this historic campaign. Research / position papers, including 
primary text and original research. My research and recommendations shaped Governor Wilder’s 
policy toward nonviolent young offenders 
 
Education 
Georgetown University: MBA, International Business Administration; in-country consulting 
projects in Merida, Mexico (tourism); Delhi, India (VSAT/telecom) 
Virginia Commonwealth University: BA, English 
St. John’s College (MD): Classics / Great Books 
 
Selected Presentations and Publications 
ASC and WCA 
“Gainesville Thriving Project Phase One Report.” Ty Buckman, Elizabeth Clark, Ed Hesecke. 
Advanced Studies in Culture, 2022. 
“Data-driven Strategic Personas: what they are & how to use them to drive results.” Wilson 
Clark Associates, 2022. 
Investor’s Update: 2022. Advanced Studies in Culture, 2022. 
Royall/EAB (selected; typically 5-10/yr) 
"Critical Enrollment Management Strategies in Changing Times." National Association of 
College Admission Counseling (NACAC), Baltimore, MD. September 24, 2009. 
 
"Improving Student Academic Profile and Increasing Net Revenue Through Enrollment 
Marketing." National Institute for Chief Academic Officers and Chief Financial Officers, 
Philadelphia, PA. November 6, 2007. 
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"Increasing Access to College for Under-represented Minorities." Richmond, VA. 2006. 
 
"Latino Student Populations: Demographics, College Choice, and Matriculation." Richmond, 
VA. 2004. 
 
Professional Development 
Organizational Leadership in Diversity, Equity, and Inclusion in Organizations, 
Rice University 
Ethical Leadership, Notre Dame University 
Removing Barriers to Change, University of Pennsylvania, Wharton School of Business 
Strategic Management and Innovation, Copenhagen Business School 
Corporate Strategy, University of London School of Management 
Scaling Operations: Linking Strategy and Execution, Northwestern University, Kellogg School 
of Management 
Game Theory, Stanford University 
Data Science: Foundations using R, Johns Hopkins University, Data Science Lab 
 

BOS 2023-07-05 p.125/412



Elizabeth Clark 
  

190 Perkins Road, Kents Store, Virginia, USA 
 

Summary 
Results-driven and highly collaborative senior executive with track record of rapidly 
advancing mission-driven for-profits and nonprofits. Unique combination of expertise in 
leading growth and change in US K12 and higher education, marketing and development, 
innovative pathways to revenue growth, and partnerships and collaborations with 
government, nonprofit, and private industry. 

Experience 

The Endowment Project 

Chief Development Officer, 2023 – current 

The Endowment Project is a mission-driven for-profit started in March, 2023 that is developing 
philanthropic infrastructure – alumni and community stakeholder engagement, fundraising, 
and professional development – to US public secondary education. Working as operations and 
development partner to The Endowment Project Foundation, TEP will fundraise and make 
grants (and no cost to participating schools) to 10 pilot public high schools in Central Virginia in 
2023, and will ultimately offer Endowment Projects to every public secondary school in the US. 
As Chief Development Officer, I lead in all areas of fundraising and alumni engagement, 
including foundation, corporate, governmental, and direct marketing and events workflows. 

 

Wilson Clark Associates 
Founder & Managing Partner, Lead Senior Consultant, 2010 - current 
Results-driven strategic and marketing management consulting practice working chiefly 
through goal-driven, long-term engagements, often as Chief Strategy / Marketing / 
Revenue / Communications Officer. Strategy, DEI/JEDI, product, systems/operational, 
digital, marketing, & revenue, primarily for higher education / lifestyle / youth. Work for 
mission-driven for-profits and nonprofits advancing the common good. Representative 
work: 

 
Confidential Sports tech / Fintech Company: Working in partnership with experienced 
founder / CEO of this early stage sport technology / financial technology company 
on funding, strategic & operational planning, and product; designing operational 
structure and business strategy for rapid growth to scale, data monetization & 
investor exit strategy 

 
Confidential Division of US Armed Services: Process improvements in support of DEI / JEDI 
initiatives 

 
Institute for Advanced Studies in Culture at UVA: IASC researches disruptive cultural 
change globally and clarifies and contextualizes potential leadership response. Among 
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75+ recent fellows: Garnette Cadogan, Matthew B. Crawford, Anna Marazuela Kim, 
Angel Adams Parham, Isaac Ariail Reed, Tomáš  and Olivier Zunz. Working in 
support of elevated profile for IASC, profiles including: CBS Mornings, CBS Sunday 
Morning with Ted Koppel, France Télévisions, Le Figaro, Newsweek, Vogue Japan, Wall 
Street Journal; other important institutional profile initiatives include: 
audiobook/ebook/POD publishing, promotion, & distribution; speakers’ bureau; other 
thought leadership and partnership initiatives. 

 

Royall & Company (now trading as EAB Enrollment, eab.com) 
Chief Strategy Officer, 1999 – 2010; Creative Director, 1994-99; Associate Creative Director, 
1993-94 

 
From 1993 and alongside Bill Royall, built and led this full-service marketing and management 
consulting firm to industry dominance and sale to private equity in 2008. R&C improved 
peoples' lives through our clients' successes, expanding access to American higher education 
and building a system to support greater equality of opportunity. Our mission, 94% year-to-
year client retention, industry-leading and - transforming product development, and a unique 
data asset were significant factors in the high (14X EBITDA) valuation, achieved through a 
highly competitive process. Our growth was sustainable with 2 further recapitalizations at 
~$850MM, $1.6B. Key leadership roles: building and leading functional divisions, product 
management, new market development, partnerships, mergers & acquisitions, sales, and 
multi-disciplinary initiatives including a corporate reorganization that turbo-charged our mid-
stage growth. Our proprietary data warehouse was continuously informed by billions of 
instances of student behavior & decision-making within live digital campaigns, enhanced by 
detailed outcomes and performance data. Among our over 400 higher education clients: 
Brown, Caltech, Hampden-Sydney, MIT, Northeastern, University of Chicago, University of 
Minnesota-Twin Cities, VMI, Yale 

 
Commonwealth of Virginia, Hon. L. Douglas Wilder 
Editor of Commonwealth Publications, Assistant for Clemency, 1990-93 
Various posts concluding as Editor of Commonwealth Publications, in administration of USA's 
first Black governor, Hon. L. Douglas Wilder. As Gov. Wilder’s Assistant for Clemency, I secured a 
simple pardon for a wrongly convicted person using then-newly admissible DNA evidence, 
resulting in his release from prison. I also edited a book, Compacts of Virginia, and hosted events: 
Southern Governors’ Association; Visiting African Heads of State; Clinton Advance Team 

Campaign to Elect L. Douglas Wilder, Policy Writer, 1989. 
Left college (SJC) to be part of this historic campaign. Research / position papers, including 
primary text and original research. My research and recommendations shaped Governor 
Wilder’s policy toward nonviolent young offenders 

 
Education 

Georgetown University: MBA, Business Administration 
Virginia Commonwealth University: BA, English 
St. John’s College (MD): Classics / Great Books 
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Selected Presentations and Publications 

ASC and WCA 

“Gainesville Thriving Project Phase One Report.” Ty Buckman, Elizabeth Clark, Ed Hesecke. 
Advanced Studies in Culture, 2022. 

“Data-driven Strategic Personas: what they are & how to use them to drive results.” Wilson Clark 
Associates, 2022. 

Investor’s Update: 2022. Advanced Studies in Culture, 2022. 

Royall/EAB (selected; typically 5-10/yr) 
"Critical Enrollment Management Strategies in Changing Times." National Association of College 
Admission Counseling (NACAC), Baltimore, MD. September 24, 2009. 

 
"Improving Student Academic Profile and Increasing Net Revenue Through Enrollment 
Marketing." National Institute for Chief Academic Officers and Chief Financial Officers, 
Philadelphia, PA. November 6, 2007. 
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"Increasing Access to College for Under-represented Minorities." Richmond, VA.  2006. 
 

"Latino Student Populations: Demographics, College Choice, and Matriculation." Richmond, 
VA. 2004. 

 
Professional Development 
Organizational Leadership in Diversity, Equity, and Inclusion in Organizations, 
Rice University 
Ethical Leadership, Notre Dame University 
Removing Barriers to Change, University of Pennsylvania, Wharton School of Business 
Strategic Management and Innovation, Copenhagen Business School 
Corporate Strategy, University of London School of Management 
Scaling Operations: Linking Strategy and Execution, Northwestern University, Kellogg 
School of Management 
Game Theory, Stanford University 
Data Science: Foundations using R, Johns Hopkins University, Data Science Lab 

 

Service and Personal 
Advisory & developmental leadership to organizations and individuals working toward the 
common good; pro bono counseling on college choice and admission; strategic financial 
development for early-stage female political candidates; wife; stepmom to 3 adults; 
sportsmom to history-obsessed 14 YO; yoga, swimming, dogs, gardens, writing 
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Ver. 2022 

FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Dogs Running at Large Ordinance 

MOTION(s): N/A 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Eric Dahl, County Administrator 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Informational 

TIMING: Routine 

DISCUSSION: 

There has been much discussion from residents and representatives of the Sheriff’s 
Office over the years for a Dogs Running at Large ordinance, while trying to find a 
balance for all residents in the community. Currently, Fluvanna County only has a 
dogs running at large ordinance applicable to the Lake Monticello subdivision, which 
at minimum needs to be updated to reflect the correct magisterial districts 
representing Lake Monticello. Draft model ordinances from other localities are 
included as drafts for discussion.  

FISCAL IMPACT: N/A 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

• Fluvanna County Code - Sec. 4-2-2. - Running at large in Lake Monticello
subdivision.

• Louisa County Code - Sec. 14-28. Dogs not to be off owner's premises except
when under control; enforcement.

• Warren County Code – Sec. 66-28. Running at large and running at large in a
pack prohibited.

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X 

TAB F
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Sec. 4-2-2. - Running at large in Lake Monticello subdivision.  

The running at large of all dogs at any time is hereby prohibited within the confines of Lake 
Monticello subdivision, in the Cunningham magisterial district of the County.  

For the purposes of this section a dog shall be deemed to run at large while roaming, running or self-
hunting off the property of its owner or custodian and not under its owner's or custodian's immediate 
control; provided, however, that no dog shall be deemed to be running at large in violation hereof if it shall 
be engaged in lawful hunting outside of such subdivision under the direction of its owner or custodian and 
shall thereafter stray into such subdivision; provided, that such owner or custodian shall place such dog 
under his immediate control within a reasonable time.  

Any person who permits his dog to run at large shall be subject to a fine of not more than $100.00.  

(Comp. 1974, ch. 4; Ord. 8-4-86; Ord. 11-18-15)  

State Law reference— Authority of County to prohibit dogs running at large, see Code of Va., 
§ 3.2-6538.  
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(Supp. No. 76) 

 
Page 1 of 1 

Sec. 14-28. Dogs not to be off owner's premises except when under control; enforcement. 

(a) It shall be unlawful for any dog in this county to run at large at any time. It shall be the duty of the animal 
control officer to enforce the provisions of this section.  

(b) For the purpose of this section, a dog shall be deemed to be "running at large" while roaming or running off 
the property of its owner or custodian and not under its owner's or custodian's immediate control; provided, 
that no dog shall be deemed to be running at large in violation of this section if it shall be engaged in lawful 
hunting or training for hunting under the direction of its owner or custodian and shall thereafter stray from 
lawful hunting or training for hunting; or if the dog shall be engaged to assist farming activity, which is 
defined as raising, managing and using agricultural animals to provide food, fiber, or transportation, 
provided, that such owner or custodian shall place such dog under his immediate control within a reasonable 
time.  

(c) A violation of this section may result in such dog being taken into possession by the animal control officer 
and returned to the owner with a written warning.  

(d) A habitual offender, three or more violations within two years, will result in a $100.00 fine.  

(e) A violation within two years of receiving the fine will result in a court summons pursuant to Louisa County 
Code section 14-51 for an unlawful act that constitutes a Class 4 misdemeanor.  

(Res. of 4-6-15(2015-87), Att.(§ 14-208); Res. of 5-2-22(2022-9), Att.) 

State law reference(s)—Code of Virginia, § 3.2-6538 and § 3.2-6539.  
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§ 66-28. Running at large and running at large in a pack prohibited. [Amended 1-19-2021]

It shall be unlawful for any dogs to run at large at any time within Warren County as designated by

ordinance, except when in immediate control of the owner or custodian of such animal. A dog shall be

deemed to "run at large" while roaming or running or off the property of its owner or custodian and not

under its owner's or custodian's immediate control. However, a dog shall not be considered "at large" if

during the hunting season it is on a bona fide hunt in the company of a licensed hunter or during field

trials or training periods when accompanied by its owner. A dog shall be deemed to be "running at large

in a pack" if it is running at large in the company of one or more other dogs that are also running at large.

§ 66-29. Violations and penalties. [Amended 8-21-2012; 1-19-2021]

§ 66-30. Issuance of summons or warrant.

The magistrate or other officer authorized to issue criminal warrants and summonses may issue such

warrant or summons for a violation of this article upon complaint of any person, which complaint is

supported by examination under oath of the complainant or other witnesses in accordance with § 19.2-72,

et seq., Code of Virginia 1950, as amended.

§ 66-31. Procedure upon observation of dog or dogs in violation. [Amended 10-18-2011; 8-21-2012;
1-19-2021]

Upon personal observation of the Animal Control Officer, any dog running at large or running at large in a

pack or unrestricted in violation of this article whose owner(s) or custodian(s) the Animal Control Officer

is not able to ascertain immediately may be impounded by the Animal Control Officer and confined in a

pound or enclosure maintained in accordance with the guidelines issued by the Department of Agriculture

and Consumer Services, such confinement and subsequent disposition of such animal to be as provided

for in the Code of Virginia.

A. Any person who permits his dog, of which he has ownership or custody, to run at large or

unrestricted shall be deemed to have violated the provisions of this article and shall be punished as a

Class 4 misdemeanor in accordance with the Code of Virginia and shall be subject to fines in

accordance with § 66-16. In order to prepay the fine, such person must pay to the Warren County

General District Court, no later than five business days prior to the court date, both a fine of $50 and

a court processing fee as determined by the Warren County General District Court.

B. The owner or custodian of any dog found while running at large in a pack shall be subject to a civil

penalty in the amount of $100 per dog so found.

Downloaded from https://ecode360.com/WA1232

Downloaded from https://ecode360.com/WA1232 on 2023-06-28
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Ver. 2022 

FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: 2023 General Assembly Update 

MOTION(s): N/A 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Dan Whitten, County Attorney 

PRESENTER(S): Dan Whitten, County Attorney 

RECOMMENDATION: Information only 

TIMING: Routine 

DISCUSSION: The County Attorney’s Office will review the legislation from the 2023 General 
Assembly that affects Fluvanna County.  

FISCAL IMPACT: N/A 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: None 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X 

TAB G
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Ver. 2022 

FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Adoption of the Fluvanna County Board of Supervisors June 7, 2023 Meeting 
Minutes. 

MOTION(s): I move the meeting minutes of the Fluvanna County Board of Supervisors Regular 
Meeting on Wednesday June 21, 2023, be adopted. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, list goals(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

XX 

STAFF CONTACT(S): Caitlin Solis, Clerk to the Board 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Routine 

DISCUSSION: None. 

FISCAL IMPACT: N/A 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: Draft Minutes for June 21, 2023. 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X 

TAB H
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Board of Supervisors Minutes  June 21, 2023 

-596- 
 

FLUVANNA COUNTY BOARD OF SUPERVISORS 
REGULAR MEETING MINUTES 

Fluvanna County Library 
 214 Commons Blvd, Palmyra, Virginia 22963 

June 21, 2023 
Regular Meeting 7:00pm 

 
MEMBERS PRESENT:  Mozell Booker, Fork Union District, Chair  

Patricia Eager, Palmyra District, Vice Chair 
John M. (Mike) Sheridan, Columbia District     
Tony O’Brien, Rivanna District (entered meeting at 7:07pm)  
Chris Fairchild, Cunningham District  

ABSENT:    None.  

ALSO PRESENT:   Eric M. Dahl, County Administrator 
Kelly Harris, Assistant County Administrator 

 Dan Whitten, County Attorney 
Fred Payne, Special Deputy County Attorney  

 Caitlin Solis, Clerk for the Board of Supervisors 
 

1 - CALL TO ORDER, PLEDGE OF ALLEGIANCE, & MOMENT OF SILENCE 
At 7:02pm, Chair Booker called to order the Regular Meeting of June 21, 2023. After the recitation of the Pledge 
of Allegiance, a moment of silence was observed. 
 
3 - ADOPTION OF AGENDA 
Mr. Dahl requested moving Resolution Recognizing Trey Robert Daniel Houseknecht – Eagle Scout after 
Retirement Recognition of Frederick W. Payne, County Attorney. 

 

MOTION: Accept the Agenda, for the June 21, 2023 Regular Meeting of the Board of 
Supervisors, as amended. 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:  Second   Motion 
VOTE: Yes Yes Yes Absent Yes 
RESULT: 4-0 

 
SPECIAL PRESENTATION 
A Resolution Honoring Cecil L. Cobb 
The Board of Supervisors adopted a resolution honoring the late Cecil L. Cobb. 
 

MOTION: Adopt “A RESOLUTION HONORING CECIL LOUIS COBB.” 
MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:   Second  Motion 
VOTE: Yes Yes Yes Absent Yes 
RESULT: 4-0 

 
Retirement Recognition of Frederick W. Payne, County Attorney 
The Board of Supervisors adopted a resolution recognizing and honoring Mr. Payne’s retirement. 
 

MOTION: Adopt, “A Resolution Recognizing and Honoring the Retirement of Frederick W. 
Payne, County Attorney.” 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:   Motion Second  
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 

 
Resolution Recognizing Trey Robert Daniel Houseknecht – Eagle Scout – Eric Dahl, County Administrator 
The Board of Supervisors adopted a resolution recognizing Trey Robert Daniel Houseknecht for Award of Eagle 
Scout Status. 
 

MOTION: Adopt the resolution entitled “Recognizing Trey Robert Daniel Houseknecht for 
Award of Eagle Scout Status.” 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:  Motion  Second  
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 
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4 - COUNTY ADMINISTRATOR’S REPORT 
Mr. Dahl reported on the following topics:  
Announcements and Updates - New Employees 
• Mallory Higginbotham, Department of Social Services, Family Services Specialist I, Started June 12th  
 
Announcements and Updates – Library Events 
• Summer Reading is off to a GREAT start! 
• Over 360 people came to see the Mini Menagerie Petting Zoo and Farm crafts 
• Taiko Japanese Drumming was a loud show with over 120 people. 
• The Library also had several workshops for all ages and fun! Tie Dye, Moon Beaded Wind chimes and 

Cardboard Box Drive-in Movie, and more! 
Rivanna River Company in Fluvanna 
• On June 10, Rivanna River Company launched their first trip down the Rivanna River in Fluvanna County. 
• Patrons met at EW Thomas and were shuttled to the Crofton Boat Ramp to begin their 6.5 mile trip to the 

Palmyra Boat Landing. Rivanna River Company staff were on site to collect kayaks and equipment. 
 
Spotlight on Business - Palmyra Arts Fest 
• Held June 10th from 10 to 4  in the Palmyra Village 
• Record turnout was reported with: 

– 538 Attendees 
– 25 Local Artisans 
– 3 Food Trucks 
– 2 Musicians 

• Fluvanna Library handed out free craft kits 
 
Next BOS Meetings 

Day Date Time Purpose Location 

Wed Jul 5 5:00 PM &  
7:00 PM Regular Meeting Library 

Wed Aug 2 5:00 PM Regular Meeting Performing 
Arts Center 

Wed Aug 16 5:00 PM Regular Meeting Performing 
Arts Center 

 
5 - PUBLIC COMMENTS #1 
At 7:24pm, Chair Booker opened the first round of Public Comments. With no one wishing to speak, Chair 
Booker closed the first round of Public Comments at 7:24pm. 
 
6 - PUBLIC HEARING 
ZMP 23:02 Renaud Consulting – Douglas Miles, Director of Community Development 
ZMP 23:02 Renaud Consulting – A rezoning request to conditionally rezone from A-1, Agricultural, General and 
I-1, Industrial, Limited to the B-1, Business, General Zoning District with respect to 4.7 +/- acres of Tax Map 5 
Section A Parcels 48, 51, part of 52 and part of 53; Tax Map 5A Section 1 Parcel L2 and Tax Map 5A Section 2 
Parcels L1 and L1A.  The subject properties are located in the southwest quadrant of Richmond Road (Route 
250) and James Madison Highway (Route 15) in the Zion Crossroads Community Planning Area and the Columbia 
Election District.  
 
Wawa Site Landscaping and Screening 
• The Wawa Landscaping Plan specifically meets Zoning Ordinance requirements as they relate to: 
• Screening of parking areas from public roadways with shade trees, ornamental shrubs and materials to 

retain a more rural-suburban commercial design. 
• Dumpster and Recycling enclosure area shall be screened by materials compatible with principal structure 

such as manufactured stone and brick. 
• Welcoming gateway site design via landscaping, screening and the architectural building elevations as you 

enter into Fluvanna County along Route 15. 
 
B-1 Proffers: Excluded B-1 Land Uses 
B-1 Zoning by right land uses excluded: 
Public recreational assembly, sheltered care facilities, assisted living facilities, Auction houses, Boarding houses, 
Commercial cemeteries, Flea markets, parking facilities as a principal use, Recreational vehicle sales and Self-
storage facilities. 
B-1 Zoning by SUP land uses excluded: 
Adult entertainment establishments, Adult retail stores, Dormitories, Halfway houses, Lumberyards, 
Manufactured homes sales, Outdoor entertainment, gatherings and recreational facilities, Railroad facilities and 
Transportation facilities. 
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B-1 Zoning District Permitted Land Uses 
B-1 Zoning District: Outparcel permitted Land uses: 
Daycare center; financial institution (bank) and pharmacy use with drive-thru lanes; gas station; medical 
outpatient office; and retail store uses to include neighborhood convenience stores and delis like the proposed 
Wawa store at this site location. 
Additional B-1 Zoning District permitted Land uses:  
Bakery, Brewpub, Corporate offices, Event facility, Restaurant, Fine arts studio, and Retail store uses.  
 
Compliance with Comprehensive Plan 
• Zion Crossroads Community Plan it states that Zion Crossroads is poised to become the new center of 

industry and commerce for Fluvanna County. The location in relation to the new site infrastructure and road 
improvements at intersection of Route 250 and Route 15 makes logical sense for business uses. 

• The proposed construction of a Wawa convenience store is consistent and in compliance with the 2015 
Comprehensive Plan. Along with the applicant’s proffered conditions there will be a new, welcoming 
gateway into Fluvanna County in Zion Crossroads. 

 
At 7:52pm, Chair Booker opened the Public hearing. With no one wishing to speak, Chair Booker closed the first 
round of Public Comments at 7:52pm. 
 

MOTION: 

Approve ZMP 23:02 a rezoning request to conditionally rezone from A-1, 
Agricultural, General and I-1, Industrial, Limited to the B-1, Business, General 
Zoning District with respect to 4.7 +/- acres of Tax Map 5 Section A Parcels 48, 
51, part of 52 and part of 53; Tax Map 5A Section 1 Parcel L2 and Tax Map 5A 
Section 2 Parcels L1 and L1A along with the proffers dated April 3, 2023. 
B-1 Zoning by right land uses excluded: 
Public recreational assembly, sheltered care facilities, assisted living facilities, 
Auction houses, Boarding houses, Commercial cemeteries, Flea markets, parking 
facilities as a principal use, Recreational vehicle sales and Self-storage facilities. 
B-1 Zoning by SUP land uses excluded: 
Adult entertainment establishments, Adult retail stores, Dormitories, Halfway 
houses, Lumberyards, Manufactured homes sales, Outdoor entertainment, 
gatherings and recreational facilities, Railroad facilities and Transportation 
facilities. 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:  Second   Motion 
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 

 
7 - ACTION MATTERS 
None. 
 
7A – BOARDS AND COMMISSIONS 
None. 
 
8 – PRESENTATIONS 
Sheriff’s Office Recruitment, Retention, and Salary Increase – Eric Hess, Sheriff 
Sheriff Hess presented a proposal for more competitive funding for deputies to help recruit talent and prevent 
deputies from leaving Fluvanna for better paying localities. 
- After some discussion the Board asked staff to come back with some cost estimates at a future meeting. 

 
Open Meeting Requirements under the Virginia Freedom of Information Act – Dan Whitten, County Attorney 
Facts of the Virginia Supreme Court Case Gloss v. Wheeler (May 18, 2023) 
- The day after George Floyd protests took place in the county, on May 31, 2020, five members of the Prince 

William County Board of Supervisors attended a police Citizens Advisory Board meeting.  
- A few of the Board members participated in the meeting and a Board member made a request to the police 

chief for a copy of a report after the police chief made a presentation.  
- Two county residents claimed the meeting violated FOIA open meeting requirements since there was never 

any notice of the meeting.  
 
Legislative History of the Gloss v. Wheeler 
- Two county residents filed a petition in Circuit Court for injunctive and mandamus relief and recovery of 

costs and attorney fees.  
- The Circuit Court dismissed the lawsuit after concluding the gathering did not constitute a meeting under 

FOIA. 
- The Supreme Court reversed and remanded the case back to Circuit Court. 
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Supreme Court Decision in Gloss v. Wheeler 
- The Court determined that part of the purpose of the meeting was the discussion of public business of the 

Board of Supervisors, and such business was actually discussed at the meeting.  
- Since there is not a definition of “public business” under FOIA, the Court determined that public business 

“must not just be just be something that conceptually could at some point come before a public body, but 
rather, the topic must be something that is either before the public body or is likely to come before the body 
in the foreseeable future”. 

- The County actually held an emergency meeting later that afternoon where the same topics were discussed, 
but proper notice was given for the later meeting.  

- Therefore, the Court held the gathering was a meeting, but the meeting did not comply with the open 
meeting requirements under FOIA.   

 
Virginia Code Definition of Meeting 
- Meeting definition under Virginia Code § 2.2-3701: “’Meeting’ or ‘meetings’ means the meetings including 

work sessions, when sitting physically, or through electronic communication means pursuant to § 2.2-3708.2 
or 2.2-3708.3, as a body or entity, or as an informal assemblage of (i) as many as three members or (ii) a 
quorum, if less than three, of the constituent membership, wherever held, with or without minutes being 
taken, whether or not votes are cast, of any public body”. 

- Therefore, any assemblage of three or more members of the Board of Supervisors at which public business 
is discussed is considered a meeting.  

- The meeting definition applies regardless of whether there is a formal agenda or votes taken.  
 
Virginia Code Exceptions to Definition of Meeting under Virginia Code § 2.2-3701 
- Exception #1: “at any place or function where no part of the purpose of such gathering or attendance is the 

discussion or transaction of any public business, and such gathering or attendance was not called or 
prearranged with any purpose of discussing or transacting any business of the public body.” 

- Exception #2: “at a public forum, candidate appearance, or debate, the purpose of which is to inform the 
electorate and not to transact public business or to hold discussions relating to the transaction of public 
business, even though the performance of the members individually or collectively in the conduct of public 
business may be a topic of discussion or debate at such public meeting” 

 
Examples under Exception #1 
- Examples of events where three or more members of the Board can assemble as long as there is no 

discussion or transaction of public business.  
o Social events 
o Conferences 
o Political parties 

 
Virginia Code Notice Requirements for a Meeting 
- § 2.2-3707 Requirements 

o Every public body shall give notice of the date, time, and location of the meeting. 
- -Post on the official public government website.  
- -Place notice in a prominent public location at which notices are regularly posted 
- -Placing such notice at the office of the clerk of the public body or, in the case of a public body that has no 

clerk, at the office of the chief administrator 
o The notice shall be posted at least three working days prior to the meeting.   
o Notice, reasonable under the circumstance, of special, emergency, or continued meetings shall be 

given contemporaneously with the notice provided to the Board members. 
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Zion Crossroads Water and Sewer System Project Costs – Eric Dahl, County Administrator 
Mr. Dahl provided the Board with an update to the original Phase 1 Zion Crossroads water and sewer system 
and west waterline extension including total funding for each project component, costs to date for each project 
component, and estimated future costs for each project component. 
 

 
 

 
 

 
 
Potential Revenues 
• 50K SQFT Industrial Building 

- Assessed Value - $5,000,000 
- RE Tax - $42,200 

• 26K SQFT Industrial Building 
- Assessed Value - $2,200,000 
- RE Tax - $18,568 

DESIGN RELATED SERVICES ZXR Original - Ph 1 ZXR West Ext - Ph 2
Preliminary Engineering Report (PER) 46,000$                        -$                                 
PER Validation 22,550$                        -$                                 
Geotechnical Engineering 49,800$                        17,745$                          
Bidding Services 19,320$                        -$                                 
Permitting 4,590$                          -$                                 
Design 482,835$                      104,594$                        
Aerial Surveying 34,560$                        -$                                 
Ground Surveying 92,000$                        47,760$                          
Real Estate Acquisition Services 124,707$                      -$                                 
Land / Right of Way Acquisition - Fee Simple/Easements 549,207$                      -$                                 
Wetland Mitigation Credits 24,300$                        -$                                 
Legal 309,697$                      -$                                 
Litigation 66,453$                        -$                                 
Local Costs of Issuance 33,234$                        -$                                 
Advertising & Postage 371$                              -$                                 

Subtotal 1,859,623$                  170,099$                        

CONSTRUCTION PHASE SERVICES
Construction Administration/Inspection/Design Changes 899,785$                      -$                                 
Waterworks Operations Plan 53,250$                        -$                                 

Subtotal 953,035$                      -$                                 

CONSTRUCTION
Elevated Water Storage Tank 2,016,198$                  -$                                 
Water Booster Station/ Wastewater Pump Station 1,909,340$                  -$                                 
Water Main/ Wastewater Force Main 4,715,822$                  -$                                 
SCADA 271,377$                      -$                                 
Utilities - Misc 60,212$                        -$                                 

Subtotal 8,972,949$                  -$                                 

TOTAL PROJECT EXPENDITURES TO DATE 11,785,606$                170,099$                        

SOURCE OF FUNDS ZXR Original - Ph 1 ZXR West Ext - Ph 2
General Fund - Original Project - Ph 1 831,640$                  -$                             
VRA 2017 Proceeds 8,612,579$               -$                             
VRA 2017 Interest 400,214$                  -$                             
VRA 2020 Proceeds 2,329,791$               500,000$                    
VRA 2020 Interest 46,547$                     -$                             
DEQ Funding - Engineering -$                           200,000$                    
DEQ Funding - Construction -$                           800,000$                    

TOTAL FUNDING 12,220,771$            1,500,000$                

REMAINING FUNDING 435,165$                  1,329,901$                

EST. PROJECT COMPLETION COST 300,000$                  3,250,529$                

VDH - BIL Grant Submitted 2,032,489$                
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- 9K SQFT Light Industrial Building 
- Assessed Value - $700,000 
- RE Tax - $5,908 

• 50K SQFT Retail Building 
- Assessed Value - $10,000,000 
- RE Tax - $84,400 

• 5K SQFT Retail Building 
- Assessed Value - $2,500,000 
- RE Tax - $21,100 

• 2.5K SQFT Retail Building 
- Assessed Value - $1,000,000 
- RE Tax - $8,440 

• Water & Sewer Connections: 1” - $34K, 1.5” - $85K, 2” - $126K 
• Business Personal Property per $100K: $2,900 
• Average Fast Food Revenue Per Year $1,500,000: 1% local sales tax $15,000 
 
9 - CONSENT AGENDA 
The following items were discussed before approval:  
Tab I - Resolution Recognizing Trey Robert Daniel Houseknecht – Eagle Scout was approved earlier in the 
meeting. 
 
The following items were approved under the Consent Agenda for June 21, 2023: 
- Minutes of June 7, 2023 – Caitlin Solis, Clerk to the Board 
- Accounts Payable Report for May 2023 – Tori Melton, Director of Finance 
- Purchase Agreement with James River Equipment for Backhoe – Tori Melton, Finance Director 
- County EMS Supervisor Position Description Update – Donna Snow, Director of Human Resources 
- VDOT Secondary Road Acceptance – Berry Court – Eric Dahl, County Administrator 

 

MOTION: 
Approve the consent agenda, for the June 21, 2023 Board of Supervisors 
meeting, and to ratify Accounts Payable and Payroll for May 2023 in the amount 
of $1,831,673.72. 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:    Second Motion 
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 

 
10 - UNFINISHED BUSINESS  
None. 
 
11 - NEW BUSINESS 
None. 
 
12 - PUBLIC COMMENTS #2 
At 9:39pm, Chair Booker opened the second round of Public Comments. With no one wishing to speak, Chair 
Booker closed the second round of Public Comments at 9:39pm. 
 
13 - CLOSED MEETING 
 

MOTION: 

At 9:40pm, move the Fluvanna County Board of Supervisors enter into a closed 
meeting, pursuant to the provisions of Section 2.2-3711 A.3 & A.8 of the Code of 
Virginia, 1950, as amended, for the purpose of discussing Real Estate – Real 
estate acquisition, and Legal Matters – Contract user credit under the water and 
sewer ordinance.   

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:  Second  Motion  
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 

 

MOTION: At 10:27pm, move the Fluvanna County Board of Supervisors recess the closed 
meeting. 

MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:    Motion Second 
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 
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14 - ADJOURN 
 

MOTION: Adjourn the regular meeting of Wednesday, June 21, 2023 at 10:28pm. 
MEMBER: Mrs. Booker  Mrs. Eager Mr. Fairchild Mr. O’Brien Mr. Sheridan 
ACTION:   Motion  Second 
VOTE: Yes Yes Yes Yes Yes 
RESULT: 5-0 

 
 
ATTEST:                  FLUVANNA COUNTY BOARD OF SUPERVISORS 
 
 
______________________       ___________________________________    
   
Caitlin Solis    Mozell H. Booker  
Clerk to the Board    Chair 
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BOARD OF SUPERVISORS 
County of Fluvanna 

Palmyra, Virginia 

RESOLUTION No. 09-2023 
 

A RESOLUTION HONORING CECIL LOUIS COBB 
 
WHEREAS, Cecil Louis Cobb, Fluvanna County native son, after 68 full and fruitful years, departed this life on 
January 31, 2023; and  
 
WHEREAS, Mr. Cobb was, among many other things, a business owner, volunteer fire fighter, a coach, an advocate 
for environmental protection and rural preservation; and 
 
WHEREAS, in 1996 Mr. Cobb was elected to the Fluvanna County Board of Supervisors, serving as Chair of the 
Board for six of the twelve years he held office; and 
 
WHEREAS, during his tenure as Fork Union District Supervisor, Mr. Cobb served as County Director of Emergency 
Services, was a member of the Fluvanna County Local Emergency Planning Committee, the Fork Union Sanitary 
District Advisory Board, the Parks and Recreation Advisory Board, the Economic Development Commission, the 
Landfill Advisory-Committee, and the Fluvanna County Fire and Rescue Steering Committee; and  
 
WHEREAS, as a member of the steering committees for a new County Courthouse, the Palmyra firehouse, and a 
Public Safety Building, Mr. Cobb was instrumental in numerous improvements to County infrastructure and 
services. Mr. Cobb was also supportive of a new County Library and the Fluvanna County High School at Pleasant 
Grove; and 
 
WHEREAS, Mr. Cobb never tired of looking for ways to help the community, supporting the creation of the 
Heritage Trail and recreational facilities for county residents, including the baseball, softball, and soccer fields at 
Pleasant Grove; and 
 
WHEREAS, with humor and a ready smile, Mr. Cobb was a faithful and engaged public servant. 

 
NOW, THEREFORE, BE IT RESOLVED, on this 21st day of June, 2023, that the Fluvanna County Board of 
Supervisors, with respect and gratitude, does hereby posthumously recognize Cecil Louis Cobb for his dedicated 
service, compassionate leadership, and many contributions to the County and the people who call it home. He 
will be missed.  
 
BE IT FURTHER RESOLVED, the Fluvanna County Board of Supervisors extends its sympathy to the family of Cecil 
Louis Cobb and decrees that the family be furnished a copy of this resolution. 

 
THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED by the Fluvanna County Board of 
Supervisors of Fluvanna County on this 21st day of June, 2023. 
 

 AYE NAY ABSTAIN ABSENT MOTION SECOND 
Mozell H. Booker, Fork Union District       
Patricia B. Eager, Palmyra District        
Chris Fairchild, Cunningham District       
Anthony P. O’Brien, Rivanna District       
John M. Sheridan, Columbia District       

 
Attest:  
 
_____________________________________ 
Mozell H. Booker, Chair 
Fluvanna County Board of Supervisors 
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WHEREAS, Frederick W. Payne is most highly esteemed by his peers and colleagues as a consummate 
professional and gentleman; and  
 
WHEREAS,  Mr. Payne did complete his undergraduate years at Yale University and upon whom Juris Doctor 
was conferred by the University of Virginia School of Law; and   
 
WHEREAS, Mr. Payne became a member of the Virginia Bar Association in 1974, focusing his legal career in 
local government, real estate, land use, zoning, and title law; and   
 
WHEREAS,  Mr. Payne was appointed County Attorney in 1985 by the Fluvanna County Board of Supervisors; 
and   
 
WHEREAS, Mr. Payne has offered his knowledge and counsel to the Fluvanna County Planning Commission, 
the Board of Supervisors, Constitutional Officers, and the Staff of Fluvanna County; and  
 
WHEREAS, Mr. Payne has served with honor and dignity for more than 37 years; and 
 
WHEREAS, Mr. Payne and his wife Caroline, long-time residents of the City of Charlottesville, moved home to 
Fluvanna County in January 2018; and 
 
WHEREAS, Mr. Payne will soon retire from public service; 
 
THEREFORE, be it resolved, that the Fluvanna County Board of Supervisors does hereby recognize the 
contributions and professionalism of Frederick W. Payne to this body and this community. The Board offers its 
sincere gratitude for his many years of service and wishes him and long and happy retirement.  
 
THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED by the Fluvanna County 
Board of Supervisors a Regular Meeting of the Board held on the 21st day of June, 2023.   

 AYE NAY ABSTAIN ABSENT MOTION SECOND 
Mozell H. Booker, Fork Union District       
Patricia B. Eager, Palmyra District        
Chris Fairchild, Cunningham District       
Tony O’Brien, Rivanna District       
John M. Sheridan, Columbia District       

 
Attest:  
 
 
_____________________________________ 
Mozell H. Booker, Chair 
Fluvanna County Board of Supervisors 
  

BOARD OF SUPERVISORS 
County of Fluvanna 
Palmyra, Virginia 

RESOLUTION No. 18-2023 

A Resolution Recognizing and Honoring the Service  
and Retirement of Frederick W. Payne, Esq.  
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BOARD OF SUPERVISORS 
County of Fluvanna 
Palmyra, Virginia 

RESOLUTION No. 17-2023 

A RESOLUTION RECOGNIZING  
   TREY ROBERT DANIEL HOUSEKNECHT 

  AWARD OF EAGLE SCOUT STATUS 
The Fluvanna County Board of Supervisors adopted the following resolution on Wednesday, June 21, 2023: 

 
WHEREAS, the Boy Scouts of America was incorporated by Mr. William D. Boyce on February 
8, 1910; and 

 
WHEREAS, the Boy Scouts of America was founded to promote citizenship, training, 
personal development and fitness of individuals; and 

 
WHEREAS, Trey Robert Daniel Houseknecht has completed all the requirements for becoming an 
Eagle Scout; and 

 
WHEREAS, Trey has been examined by an Eagle Scout Board of Review and deemed worthy of 
the Eagle Scout award; and 

 
WHEREAS, Boy Scout Troop 154 convened an Eagle Scout Court of Honor on June 17, 2023 at 2:00 p.m. 
at at Effort Baptist Church, Palmyra, Virginia; and 

 
WHEREAS, the Fluvanna County Board of Supervisors fully supports the programs of the Boy 
Scouts of America and recognizes the important services they provide to the youth of our Country. 

 
NOW, THEREFORE BE IT RESOLVED that the Fluvanna County Board of Supervisors joins 
Trey’s family and friends in congratulating him on his achievements, the award of Eagle Scout status 
and acknowledges the good fortune of the County to have such an outstanding young man as one of its 
citizens. 

 
THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED by the Fluvanna County 
Board of Supervisors at a regular meeting of the Board held on the 21st day of June 2023, by the following 
vote: 

 
  AYE NAY ABSTAIN ABSENT MOTION SECOND 
Mozell H. Booker, Fork Union 
District 

      

Patricia B. Eager, Palmyra District        
Chris Fairchild, Cunningham District       
Anthony P. O’Brien, Rivanna District       
John M. Sheridan, Columbia District       

 
Attest:  
 
_____________________________________ 
Mozell H. Booker, Chair 
Fluvanna County Board of Supervisors 
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BOARD OF SUPERVISORS 
County of Fluvanna 
Palmyra, Virginia 

RESOLUTION No. 19-2023 

A Resolution to Take Streets in the Taylor Ridge Subdivision 
into the Secondary System of Highways in Fluvanna County, Virginia 

  
At a regular meeting of the Board of Supervisors of Fluvanna County held at the Fluvanna County Library at 7:00 
PM on Wednesday, June 21, 2023, at which the following members were present, the following resolution was 
adopted by a majority of all members of the Board of Supervisors, the vote being recorded in the minutes of the 
meeting as shown below: 
 
WHEREAS, the eligible streets described on the attached VDOT AM-4.3 from, fully incorporated herein by 
reference, are shown on plats recorded in the clerk’s office of the Circuit Court of Fluvanna County; and 
 
WHEREAS, the streets described in the Taylor Ridge Subdivision have been developed in Fluvanna County and 
the developer has constructed the streets in accordance with the plans submitted to and approved by the Virginia 
Department of Transportation and the streets have been inspected by the Office of the Land Development Engineer 
and found to be acceptable in the State Highway System; and 
 
NOW, THEREFORE BE IT RESOLVED, on this 21st day of June, 2023, that the Fluvanna County Board of 
Supervisors hereby requests that the Virginia Department of Transportation add the described roads listed on the 
attached VDOT AM-4.3 form to the Secondary System of State Highways of Fluvanna County pursuant to Section 
33.2-705 of the Code of Virginia, as amended, and the Subdivision Street Requirements; and 
 
BE IT FURTHER RESOLVED, that the Fluvanna County Board of Supervisors guarantees a clear and 
unrestricted right-of-way, and any necessary easements for cuts, fills, and drainage; and 
 
BE IT YET FURTHER RESOLVED that a certified copy of this resolution be forwarded to the Land 
Development Engineer for the Virginia Department of Transportation. 
 
THE FOREGOING RESOLUTION WAS DULY AND REGULARLY ADOPTED by the Fluvanna County 
Board of Supervisors at a regular meeting of the Board held on the 21sth day of June, 2023:  
 

SUPERVISORS AYE NAY ABSTAIN ABSENT MOTION SECOND 
Mozell H. Booker, Fork Union District       
Patricia B. Eager, Palmyra District        
Chris Fairchild, Cunningham District       
Anthony P. O’Brien, Rivanna District       
John M. Sheridan, Columbia District       

 
 
Attest:   
 
 
_____________________________________ 
Mozell Booker, Chair  
Board of Supervisors 
Fluvanna County, Virginia 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Purchase Agreement with Basic Auto Sales for 2022 Chevrolet Silverado 1500 

MOTION(s): 

I move the Board of Supervisors approve the Vehicle Purchase Agreement with 
Basic Auto Sales, for the purchase of a 2022 Chevrolet Silverado 1500 
with options at a total cost of $32,275 for the Department of Social Services as a 
cooperative procurement off that agreement between the Commonwealth of 
Virginia Division of Purchases & Supplies and Basic Auto Sales and further 
authorize the County Administrator to execute the agreement subject to approval 
as to form by the County Attorney. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Tori Melton, Finance Director 

PRESENTER(S): Tori Melton, Finance Director 

RECOMMENDATION: Approve 

TIMING: Immediate 

DISCUSSION: 

• Cooperative Procurement pursuant to the Virginia Public Procurement Act,
this a cooperatively procured contract off the Cooperative Agreement.

• The Cooperative agreement requires a 7% discount off Black Book on all
options and contractor represents and warrants to the County that this
quote includes a 7% discount off Black Book or more on every option as
required by the Cooperative agreement.

• Delivery no later than July 31, 2023

FISCAL IMPACT: No additional funding is required; the $32,275 was budgeted in the FY24 
CIP. 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

• 2022 Chevrolet Silverado 1500 Truck Purchase Agreement with Basic Auto
Sales

• Exhibit 1: Cooperative Contract #CTR005849  between the Commonwealth
and Basic Auto Sales 

• Exhibit 2: Bidder proposal for IFB #7629
• Exhibit 3: Quote from Basic Auto Sales
• Exhibit 4: Appendix I - General Terms, Conditions and Instructions to Bidders

and Contractors

TAB I
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• Exhibit 5: Vendor forms 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X X   
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This Chevrolet Silverado Truck Purchase Agreement (together with all attachments and exhibits 
referenced herein, the “Agreement”), dated this ___ day of ___________________, 2023, made and 
entered into by and between Basic Rent A Car Company, Virginia limited liability company, doing business 
under the trade name “Basic Auto Sales” (“Seller”), and Fluvanna County, a political subdivision of the 
Commonwealth of Virginia (“County”) is effective as of the date this Agreement has been signed by all 
parties hereto (the “Effective Date”). The County is a tax-exempt public body. 
  
1. Definitions.  The words below when used in this Agreement are defined as follows: 

a. “Seller Proposal” means collectively the Cooperative Agreement, Quote, and Warranty, each 
defined below. 

b. “Options” means all those options and additional features and items set forth in the Quote. 
c. “Specifications” means all of the general and particular specifications, warranties, and other 

requirements for and relating to the Truck contained in the Seller Proposal being provided to 
County or required by this Agreement or the County’s General Terms (as defined in Article 2). 

d.  “Truck” means the truck and any associated options and equipment sold to County by Seller 
pursuant to the Seller Proposal and consistent with all requirements of the Seller Proposal and the 
Specifications, and specifically including all Options, and Delivery of Truck to the County. 

e.  “Delivery” means the date Seller delivers the Truck available to the County in Fluvanna County, 
Virginia at the following address:  Fluvanna County Department of Social Services, 8880 James 
Madison Highway, Fork Union, VA 23055. 

f. “Warranty” means any and all warranties under this Agreement including without limitation any 
warranties under the Seller Proposal and the County’s General Terms. 

 
2. Exhibits:  The following exhibits are attached hereto and incorporated herein as material provisions of 

this Agreement: 
a. Exhibit 1:  Solicitation Number: State Contract #CTR005849 between the Commonwealth of 

Virginia Division of Purchases & Supplies and Seller awarded August 1, 2022, (together with all 
documents incorporated by reference including without limitation the Contractor’s Proposal are 
referred to herein as the “Cooperative Agreement”); and 

b. Exhibit 2: Bidder proposal for IFB #7629 
c. Exhibit 3: Quote dated June 14, 2023 with the Truck Specifications contained therein (the “Quote”); 

and 
d. Exhibit 4:  Fluvanna County’s General Terms, Conditions and Instructions to Bidders and 

Contractors (the “County’s General Terms”). 
e. Exhibit 5: Vendor Forms. 

 
3. Cooperative Procurement.  Pursuant to the Virginia Public Procurement Act, this a cooperatively 

procured contract off of the Cooperative Agreement.  Seller related to the sale of the Truck and the Truck 
must meet or exceed all terms, provisions and requirements of the Cooperative Agreement, the Seller 
Proposal and this Agreement.  Seller promises and agrees that County shall receive the benefits of the 
Cooperative Agreement and the County shall have all rights and remedies under the Cooperative 
Agreement.  Notwithstanding any other provisions hereof, Seller represents and warrants that all pricing 
in this Agreement for the Truck is consistent with or lower than the pricing set forth in the Cooperative 
Agreement and all Truck purchased hereunder are available under the Cooperative Agreement.  The 
County is materially relying on such representations and warranties in executing this Agreement as a 
cooperative procurement pursuant to Virginia law.   

 
4. Purchase and Payment.  For the promises contained herein and the Truck the County agrees to pay a total 

purchase price of THIRTY-TWO THOUSAND TWO HUNDRED AND SEVENTY-FIVE AND 
00/100 DOLLARS ($32,275) (“Purchase Price”). The Purchase Price which includes Delivery of the 
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Truck and all warranties, manuals, keys and associated tags and inspections if any kind, may be invoiced 
by Seller to the County only after the Completion Date, as defined below, and the County shall have 
forty-five (45) days to pay such proper invoice.  Final payment shall be made in accordance with Section 
47 “Payment” of the County’s General Terms, and in no event shall Seller be finally paid prior to the 
Completion Date.  The date that the Truck is Delivered and in full compliance with this Agreement, to 
the sole satisfaction of the County is the “Completion Date”.  Any and all provisions of this Agreement 
or any exhibit hereto that by their terms are intended or implied to survive the Completion Date shall so 
survive including without limitation Warranties. 

 
5. Delivery, Inspection and Acceptance.   

 
(a) Delivery.  Seller will Deliver the Truck no later than July 31, 2023; time being of the essence. Risk 
of loss shall pass to County upon acceptance by the County after Delivery of the Truck to the County at 
County location with prior notice of the Delivery Date and time provided to County in advance.  

 
(b) Inspection and Acceptance.  County shall have at minimum forty-five (45) days from Delivery or 
more if permitted under the Cooperative Agreement within which to inspect the Truck for conformance 
to the Specifications, and in the event of non-conformance to the Specifications to furnish Seller with 
written notice sufficient to permit Seller to evaluate such non-conformance (“Notice of Defect”).  Any 
Truck not in conformance to Specifications shall be remedied by Seller within thirty (30) days from the 
Notice of Defect.  In the event that Seller fails to remedy a defect within thirty (30) days as required 
under this Agreement, County may choose to: (1) Reject the Truck in their entirety and receive a complete 
reimbursement of any and all payments made to Seller under this agreement, Seller shall also be required 
at its sole cost and expense to remove the non-confirming Truck and this Agreement shall be deemed 
null and void and of no further force and effect; or (2) Accept the non-conforming Truck subject to a 
discount equal to either (i) the value of the missing or defective parts, equipment or portions of the Truck 
including any cost to install or make such part, equipment or portion operable, or (ii) the actual cost of 
the missing or defective part, equipment or portion of the Truck including any installation or service fees 
necessary to make such part, equipment or portion operable based on invoices and receipts.  Nothing in 
this Article 5 is intended to limit any repairs, services or equipment covered under a warranty provided 
with the Truck and Seller agrees to respond to all warranty claims and repairs promptly and with due 
diligence.  
 

6. Notice.   Any required or permitted notices hereunder must be given in writing at the address of each 
party set forth below, or to such other address as either party may substitute by written notice to the other 
in the manner contemplated herein, by one of the following methods: hand delivery; registered, express, 
or certified mail, return receipt requested, postage prepaid; or nationally-recognized private express 
courier:  
          

Seller:     County: 
Basic Rent A Car, LLC    Fluvanna County 
DBA Basic Auto Sales             Attn:  Finance Director 
11371 Washington Highway          132 Main Street      
Ashland, VA 23005        Palmyra, VA 22963   
Phone: (804) 305-7777             Phone: (434) 591-1937         
koryhummer@aol.com        
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With a Copy to:   
Fluvanna County Attorney 
132 Main Street 
Palmyra, VA 22963; and 

                 
7. Other Terms.  The County’s General Terms are attached hereto as Exhibit 3 and incorporated herein by 

reference as a material part of this Agreement.  
  

8. Entire Agreement.  This Agreement shall be the exclusive agreement between the parties for the Truck. 
Additional or different terms proposed by the County shall not be applicable, unless accepted in writing 
by Seller’s authorized representative. No change in, modification of, or revision of this Agreement shall 
be valid unless in writing and signed by Seller’s authorized representative.   

  
9. Conflict.  Whenever possible the Agreement and exhibits shall be read together and the requirements of 

all of the same shall be met.  In the event of a direct conflict between this Agreement and any exhibit 
hereto, the following shall be the order of precedence: (i) this Agreement; (ii) the Quote; (iii) the County’s 
General Terms; and (iv) the Cooperative Agreement.  For clarification, (i) would control over (ii) though 
(iv); (ii) would control over (iii) and (iv); and so forth. 

 
In witness hereof the undersigned duly authorized representatives have executed this Contract on 

the dates set forth beside their respective signatures: 
 

Seller: 
Basic Rent A Car Company, LLC  
DBA Basic Auto Sales 

County: 
County of Fluvanna, a political subdivision of the 
Commonwealth of Virginia 

 
By: 

  
Date: 

  
By: 

  
Date
: 

 

 
Name: 

  
Name: 

 

 
Title: 

  
Title: 

 

   
 
APPROVED AS TO FORM: 
 
___________________________________ 
Dan Whitten, Fluvanna County Attorney 
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Contract and any associated changes are available on the eVA State Contracts webpage OR at the 

offices of the Division of Purchases and Supply. 
Contract Summary: CTR005849 
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COMMONWEALTH OF VIRGINIA 
DIVISION OF PURCHASES & SUPPLY (DPS) 

1111 East Broad Street, Richmond, Virginia 23219 

 
Contract Number CTR005849 

Formerly Contract E194-102237 
Vehicle Used Vehicles 

 
INFORMATION: 
PURCHASING REQUIREMENTS: 

 
1. Fleet Numbers: All ordering entities are required to have a Fleet Number prior to placing a Vehicle 

order.  If you do not have a Fleet Number, or are unsure if you have one, please contact the 
Dealer/Vendor directly.  The Dealer can verify if you have an existing number and/or can provide you with 
the contact information to obtain a new one.  Dealers cannot place your order with a Manufacturer until 
you have a Fleet Number.  
 

2. For State Agencies Only:  Prior to purchasing any motor vehicle, all State Agencies must submit a 
completed OFMS Form 1 to the DGS Office of Fleet Management (OFMS) for their approval, (Code of 
Virginia 2.2-1176).  The OFMS Form 1 must be sent to the fax or email address listed on the form.  Once 
you have a fully approved OFMS Form 1, please review the Punch Out Ordering Guide Note: All purchase 
orders must be issued through eVA. 
 

CONTRACT PERIOD August 1, 2022 through July 31, 2027 

CONTRACT TYPE Mandatory Statewide 

RENEWALS REMAINING N/A 

AUTHORIZED USERS 

Commonwealth of Virginia state agencies, institutions of higher 
education & other public bodies as authorized and defined in the 

Code of Virginia §2.2-1110, 2.2-1120, and  
2.2-4301 

CONTRACTOR & SUPPLIER ID # 
Basic Auto Sales 

SUPP030631 

CONTRACTOR(S) POINT OF CONTACT 

Kory Hummer 
11371 Washington Highway 

Ashland VA 23005 
804-305-7777 

koryhummer@aol.com         

BUILD OUT/FACTORY CUT OFF DATE See Comments Below 

MINIMUM ORDER N/A 

PAYMENT TERMS Net 30  

DELIVERY 7 in stock / 30 out of stock Calendar Days ARO 

DPS CONTRACT OFFICER  
Pamela Copeland | 804-786-4068 

Pamela.copeland@dgs.virginia.gov   

COMMODITY CODE(S) 07104 

LAST UPDATE & PURPOSE 
October 28, 2022 

Contractor & Supplier ID # 
Contractor Point of Contact Information 
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Questions or assistance with the OFMS form? - Contact Office of Fleet Management, Cheryl Dunn at 804-
367-6526. 

3. For All Other Authorized Users:  Prior to purchasing any motor vehicle from a DPS Vehicle Contract, the 
ordering entity must be registered in eVA.  To register and set up your entity’s eVA account, go to the eVA 
Local Government site.   Once you are eVA registered, please review the eVA Ordering Instructions for 
Vehicles  For eVA Training and other resources, go to: eVA Home  Note:  All purchase orders must be 
issued through eVA. . 

 
ORDERING INSTRUCTIONS 
 

4. Ordering Method: Unless otherwise instructed or exempted by DPS, all Authorized Users placing orders 
against this Contract must place purchase orders through eVA. 

 
5. Non-Catalog Purchase Order Information: Click on Other Actions from Contract → Select Create Requisition 

from Contract → Select the box for $0.00 line → Click the Create Requisition from Contract Items → Update 
Header Information where applicable → Create additional lines as needed in the following format (Contract 
Number – Contract Description – Description of time or service being procurement) →Complete other 
information required and submit requisition. ***DO NOT DELET THE $0.00 CONTRACT LINE*** 
 

6. Authorized User Acceptance: Inspection and acceptance upon delivery and approval of Contractor's invoice 
is the responsibility of the receiving Authorized User. 

 
OVERVIEW:   

Statewide term contract to provide qualified used vehicles shall include any requested make and model of 
only vehicle types specified below:  
a)  Passenger Cars – All sizes; two and/or four door.  
b) Vans – Mini, passenger and/or cargo. 
c) Sport Utility Vehicles and Crossovers - all sizes; AWD, 2WD and/or 4WD. 
d) Light Duty Trucks – All sizes; not to exceed one ton (Class 3). 

 
A. AUTHORIZED USERS 

This contract is the result of a competitive solicitation and its use is Mandatory to all Commonwealth of 
Virginia agencies, Institutions of Higher Education, or public bodies and entities (collectively “Authorized 
Users/Owners”) as defined in the Code of Virginia § 2.2- 1110, § 2.2-1120, and § 2.2-4301 according to the 
terms, conditions and specifications provide, and in the purchase of any commodity listed herein. 

 
B. MINIMUM ORDER 

There is NO minimum order. FOB destination to the ordering agency and your quoted prices on this contract 
shall include all costs for transportation and delivery. Contractor shall carry an adequate stock to insure such 
delivery service for the duration of the contract. 

C. PERIOD FOR PERFORMANCE OF PURCHASE ORDERS 
 To be valid, a purchase order issued under this Contract must be issued during the term of the Contract. 

The period specified for performance of the purchase order may extend past the term of the Contract. If a 
notice terminating this Contract is issued, the notice shall be construed as applying only to the Contract 
and not to any existing purchase order, unless the notice expressly states the intent to terminate the 
purchase order. 
 

PRICING AND ORDERING PRIORITY 
 
See the attached document entitled “Award Contract Basic Auto” for contract pricing.  
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COMMONWEALTH of VIRGINIA 

Department of General Services 
Division of Purchases and Supply

J. Peter Stamps, CPPO, VCM, VCO

Director P. O. Box 1199 

Richmond, VA  23218-1199 

Kelly J. Langley, CPPO, CPPB, VCM, VCO Voice:  (804) 786-3842 

Deputy Director 

NOTICE OF AWARD 

Contract No. E194-102237 
Date:  August 1, 2022  

eVA Vendor No. VS000079393 

Name: Basic Auto Sales 

Address: 11371 Washington Highway 
 Ashland VA 23005 

Bid Response Date: June 21, 2022 

In Response to: IFB #7629 

To Furnish: Vehicle: Used Vehicles 

During the Period: August 1, 2022 through July 31, 2027 

hereby is accepted at prices and terms stated, subject to all conditions and requirements of the solicitation, 
purchase specifications, warranties, performance bond, and other stipulations, if any. The solicitation, your bid 
and this notice of acceptance constitute the contract. 

Pamela Copeland, VCO 
Statewide Sourcing & Contracting Officer 
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Solicitation Response Print
Use this form as a hard copy reference for your Response Information. Please print this page for future reference using the Send To Printer link
below.

Menu

Return to Solicitation Response   Send to Printer

Response Summary for ESR34195
Company Name: Basic Auto Sales eVA Vendor ID: VS0000079393

SR Header Attachment Count: 2
Response Date: 6/21/2022 SR Total Attachment Count: 2
Response Time: 12:22 PM Subcontractor Plan: Vendor will complete all work

Solicitation Summary

Procurement Folder: 102237
Solicitation: 7629
Solicitation Type: Invitation for Bids (IFB) Closing Date: 6/21/2022
Description: Vehicle: Used Vehicles Closing Time: 1:00 PM
Issuing Office: E194 Phone: (804) 786-4068
Requesting Office: E194 Phone: (804) 786-4068
Buyer: Pamela Copeland Phone: (804) 786-4068
Department: DGS Division of Purchases and Supply Fax: 
Email: pamela.copeland@dgs.virginia.gov Status: Bids Opened

Header Attachment Count: 1
Total Attachment Count: 1
Grand Total: $106,540.00

Created By: pcopelan5 Modified By: pcopelan5
Created On: 4/29/2022 Modified On: 5/31/2022

Response Type
Delivery Days: 0
Response Type: Response
Comments: 

Discount Information
Discount 1 %: Days: 0
Discount 2 %: Days: 0
Discount 3 %: Days: 0
Discount 4 %: Days: 0

Attachments
Attachment Name: EVA.pdf Attachment Type: Standard
Attachment Name: Bidoffer.png Attachment Type: Standard

Commodity Response Information
Group 1: Lot 1
Group 1, Line 1 Line Type: Good
Commodity: 07104 Automobiles and Station Wagons Quantity: 1
Description: Passenger Cars (All sizes, two and/or four door) Vans - Mini,
passenger and/or cargo Sport Utitlity Vehicles and Crossovers - all sized,
AWD, 2WD and/or 4WE Light Duty Trucks - all sizes; not to exceed one
ton (Class 3)

Unit: each

Specifications: Unit Price: $106,540.00000
Manufacturer: Line Total: $106,540.00
Manufacturer Part Number: Delivery Days: 7
Product/Category Number: Response Type: Response
Serial Number: Header Attachment Count: 0
Specification Number: 

Drawing Number: 
Piece Number: 
Color: 
Size: 
Model Number: 
Warranty: 

MSDS Included?: No
Comments: 
Hazardous Materials: 
Handling Instructions: 
Packing Instructions: 
Detailed Instructions: 
Additional Instructions: 

Evaluation Criteria
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Vendor Information

Vendor Location and HQ information

Vendor Information HQ Information
Vendor 
   Location Standard Name - eMall
Supplier: 
   Basic Auto Sales 

   Location Name - eMall Contact:  
   Ashland Office 

   eVA Status:    Active(Self-Registered) 
   eVA ID: VS0000079393 
   VLIN ID: VA00015831 
   Headquarter: Yes 

Order Address 
   11371 Washington Highway 
   Ashland,  VA 23005 

Contact Information 
   Contact: Kory Hummer 
   Phone No: 804-305-7777 
   Fax No: 804-752-6934 

Headquarter Information 
   HQ Legal Name: 
   Basic Auto Sales 

   eVA ID: VS0000079393 

Headquarter Ordering Address 
   11371 Washington Highway 
   Ashland,  VA, 23005 

Vendor SWAM Certification #
649837

Business
Type

Start
Date

Expire
Date

Small Business 02/06/2018 02/06/2023

PCard & Orders Purchase Order
Dollars

Accepts P-Cards: No 
Accepts Visa: No 
Accepts Electronic
Orders: Yes

Current FY (2022):
$177,636.50 
Past FY (2021):
$2 612 161 50

NIGP Commodity Code(s)

NIGP
Code

Description

07100 AUTOMOBILES, SCHOOL BUSES, SUVS, AND VANS (INCLUDING DIESEL, GASOLINE,
ELECTRIC, HYBRID, AND ALL OTHER FUEL TYPES)

07104 AUTOMOBILES AND STATION WAGONS

07105 AUTOMOBILES, POLICE AND SECURITY EQUIPPED

07180 SUV TYPE VEHICLES (INCL. CARRYALLS)

07190 VANS, CARGO

07192 VANS, PASSENGER (REGULAR AND HANDICAPPED EQUIPPED)

07200 TRUCKS (INCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRID, AND ALTERNATIVE FUEL
UNITS)

07201 CLASS 1 TRUCKS (6,000 LB. GVWR OR LESS)
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NIGP
Code

Description

07202 CLASS 2 TRUCKS (6,001 - 10,000 LB. GVWR)

97514 AUTOMOBILES AND OTHER PASSENGER VEHICLES (INCLUDING EMERGENCY TYPE)
RENTAL OR LEASE

99894
VEHICLES, INCLUDING AUTOMOBILES, TRUCKS, TRAILERS, VANS, MOTOR HOMES,
MOTORCYCLES AND SCOOTERS, ETC. (SEE 998-20 FOR BUSES), SALE OF SURPLUS AND
OBSOLETE ITEMS

Report 9001 VendorDetail.1.1
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IFB# 7629 
 

USED VEHICLES 
 

I.      PURPOSE:  

The purpose of this Invitation for Bids (IFB) is to solicit sealed bids to establish a contract with one or more qualified 

suppliers to provide Used Vehicles to all Commonwealth of Virginia agencies, institutions of higher education, or 

other public bodies (collectively “Authorized Users”) as defined in the Code of Virginia §2.2-1110, 2.2-1120, and 

2.2-4301. 

 

Any contract that may result from this solicitation will be a mandatory-use term contract for use by Commonwealth 

of Virginia executive branch agencies and optional-use for other public bodies and authorized users. Any contract 

that may result from this solicitation will be established and managed by the Commonwealth of Virginia, 

Department of General Services (DGS), Division of Purchases and Supplies (DPS). 

 

All Authorized Users shall place orders through eVA for any contract that may result from this solicitation. 

 

II. PERIOD OF CONTRACT: 

The initial period of the contract will be from date of award through five (5) year period. No renewals. 

 

III. BACKGROUND AND/OR HISTORICAL SALES DATA:  

 

 The Commonwealth has processed orders, representing an estimated total quantity of 213 orders on 
previous contract E194-97979 (2- year term) with a total estimated spend of 9.5 million. 

 

IV. SCOPE OF WORK: 

 

A. Qualified Vehicles: Vehicles provided shall include any requested make and model of the only the types 
of vehicles specified below.  Unless authorized by the DPS Contract Officer and/or DGS-OFMS, all used 
vehicles provided shall have trim packages and options comparable to the trim packages/options on the 
DPS contracts for new vehicles. 

 
1. Passenger Cars – All sizes; two and/or four door.  
2. Vans – Mini, passenger and/or cargo. 
3.  Sport Utility Vehicles and Crossovers - all sizes; AWD, 2WD and/or 4WD. 
4.  Light Duty Trucks – All sizes; not to exceed one ton (Class 3). 

 
B. Minimum Vehicle Specifications are as follows:   

 
1.    Vehicle Age:  The vehicle shall not be more than two (2) model years prior to the most current 

production model year. 
 

2.    Vehicle Odometer:  The odometer reading shall not exceed 35,000 miles.  
 

3.    Vehicle Condition: Vehicle shall be in excellent mechanical, exterior and interior condition with no 
visible wear, no fluid leaks and is free of any damage.  Vehicle shall require no reconditioning and 
shall have a clean engine compartment.  Vehicle shall have no mechanical and/or cosmetic problems, 
as deemed by the ordering agency.  Vehicle must have a clean title and the ability to pass all Federal 
and State inspections.  Fire, frame, or water damaged vehicles will not be accepted.  Vehicles shall 
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not have any record of having been stolen, salvaged or involved in any major accident or flood 
situation.  Vehicles shall not have had any cumulative damage greater than $750.00. 

 
4.    Vehicle to be furnished shall conform to all applicable Federal and Motor Vehicle Safety Standards 

and all equipment shall conform to Title 46.2, Chapter 10, of the Code of Virginia and shall include a 
valid State Inspection Sticker.   

 
5.    Engine:  As specified by the Ordering Agency. 

 
6.    Transmission:  Automatic unless otherwise indicated by the Ordering Agency. 

 
7.    Air Conditioning: Shall be original manufacturer equipment installed. 

 
8.   Steering:  Power Steering 

 
9.   Brakes: Standard for the vehicle make and model vehicle. 

 
10. Tires: Manufacturer’s standard tires with a minimum of 6/32 tread depth remaining.  Tires must not 

have been repaired or have existing side wall or tread damage.  All primary tires and wheels shall be 
an identical matching set (i.e. no cross brands or models).  Each vehicle shall be equipped with the 
manufacturer’s standard tire repair kit, which may be a Tire Inflation Kit or a spare tire, jack and lug 
wrench.  If a spare tire is the OEM standard, it may be mounted on a traditional steel wheel.  All tires 
and wheels shall be properly mounted and balanced. 

 
11. Restraint system:  A minimum of front driver and front passenger air bags required. 

 
12. License Plate Brackets:  Vehicle shall be preconfigured for front and rear license plates or equipped 

with front and rear license plate brackets with no dealer logo.  
 

13. Keys:  A minimum of two (2) complete sets of keys and/or fobs shall be furnished with each vehicle.  
 

14. Colors:  Vehicles shall be available in any of the manufacturer’s standard colors.  The Ordering Agency 
will determine the color and/or color range required at the time of inquiry.  The Contractor shall 
adhere to specific color choices indicated by the Ordering Agency.  If any changes are necessary, the 
Contractor must obtain advance written approval from the Ordering Agency.   

 
15. Warranty:  The vehicle shall be delivered with the remaining portion of the manufacturer's Bumper 

to Bumper and Powertrain Warranty.  All standard manufacturer’s vehicle warranty coverage to be 
included, but not limited to; the Safety Restraint System, Corrosion Coverage Warranty, Emissions 
Defect Warranty, and Emissions Performance Warranty.  A copy shall be provided at delivery. 

 
16. Emblems: The Contractor shall not attach any dealer identifications or advertising sticker, emblem 

or decal anywhere upon the vehicle. 
 

17. Temporary License Plate:  A DMV Temporary License Tag (30-Day tag) shall be furnished at no 
additional charge with each vehicle, unless Authorized Users waive, in writing. 

 
18.  In addition to all other remedies available to the Commonwealth, should the Contractor fail to 

meet  requirements set forth in this Section, IV. B., item(s) 1, 2, 3, or 4 with respect to any delivered 
vehicle and the authorized user elects to accept the vehicle, the authorized user may deduct one (1) 
per cent of that vehicle’s cost from the applicable invoice in order to compensate the Commonwealth 
for the resulting inconvenience and business interruption. 
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C. The Contractor(s) shall provide vehicles for the purchase that meet or exceed the following minimum 
requirements: 
 
1.    Geographic:  The Contractors shall provide vehicles and related products under this contract to any 

Authorized User, as described herein.  Bidders with any geographic restrictions should specify the 
geographic areas that they are not able to provide products and/or services with bid submittal.  
Regardless of any contracted service areas, and to any extent that they may overlap, Authorized 
Users shall have the opportunity to use any contract, based on their own business direction and/or 
operational needs. 
 

2.    Virginia Motor Vehicle Dealer License: Bidder shall meet the requirements in Section IX. Special Term 
and Conditions, paragraph 22. (Ref. Attachment F) 

 
Note:  Dealers not licensed in Virginia; reference eVA’s B2B Connect resource. Website URL:   

 https://eva.virginia.gov/results.html?q=B2B%20Connect  

3. Delivery and Delivery Rates: The Contractor shall provide delivery for the Vehicle(s) purchased in 
accordance with the following:  
a.   Included Miles - All deliveries to DGS Office of Fleet Management Services (OFMS) or Virginia 

State Police (VSP) in Richmond: Vehicle(s) shall be delivered FOB Destination, freight included. 
No extra charges permitted.  

b.   Distance: Shall be calculated by the number of actual miles from the Contractor’s physical address 
to the delivery point specified by the Authorized User. Mileage shall be determined using Google 
(maps and directions) at http://maps.google.com; with the results rounded up to the next whole 
mile.  

c.   Additional Mileage – Distance equal to or more than 51 Miles: The Contractor may add an 
additional delivery charge of no more than $1.80 per mile of the difference between the actual 
total distance minus 50 included miles. (Example: Actual total distance= 150 miles, minus 50 
included miles, equals 100 miles applicable to an additional delivery charge per Vehicle.)  

d.  Bidders shall provide the additional delivery rates in accordance with the Pricing Schedule and as 
follows:  
i.      Single purchase order for multiple Vehicles: Bidders should offer a reduced delivery rate for 

multiple Vehicles ordered on any single purchase order. The regular rate provided must be 
equal to or less than $1.80 per mile applicable to the first Vehicle and any reduced rates 
should apply to subsequent Vehicles on the same purchase order. Partial shipments of any 
single order made at the option of the Contractor shall not change delivery charges.  

ii.   Multiple purchase orders: If the Contractor delivers multiple Vehicles ordered on different 
purchase orders in a single shipment, the Contractor should extend the reduced delivery 
rate(s) to the Authorized User. The Contractor must have prior written approval from the 
Authorized User and obtain any necessary change orders.  

iii.  Additional delivery rates shall not apply to any Vehicle ordered by OFMS or VSP. 
 

4. Pricing Discount Schedule/Bidder Worksheet: Bidders shall complete all applicable fields of 

the bidders worksheet on Attachment G.  Failure to complete all applicable fields, may result in 

bid being declared non-responsive. 

 

5. Minimum Order:  There shall be no minimum order requirement. 
 

6. Delivery Inspection: Each Vehicle delivered will be checked for compliance with the purchase 

order. If any deviations from the specifications, damage, or improper Contractor preparation 

exist, the invoice will not be approved for payment until the Contractor corrects all defects. 

BOS 2023-07-05 p.187/412

https://eva.virginia.gov/results.html?q=B2B%20Connect


IFB #7629, Attachment A 

  Page 4 of 13 

 
7. Delivery Location and Time: Vehicles shall be delivered to various state agencies, cities, 

counties, towns and political subdivisions throughout the State as required and indicated in 

the purchase order. Normal hours for delivery shall be between the hours of 8:00 AM and 5:00 

PM, except on official state holidays and periods of shut down, unless otherwise instructed by 

the Authorized User. The Contractor shall clarify and coordinate deliveries with the Authorized 

User, to include a minium of forty-eight (48) hour notification.  Failure to coordinate delivery 

with the Authorized user may result in refusal of delivery. 

 
V. PRE-BID CONFERENCE: Waived 

 

VI. SOLICITATION CLARIFICATIONS: 

Questions regarding the solicitation must be submitted in writing only to Pamela Copeland via e-mail at 

pamela.copeland@dgs.virginia.gov  no later than 4:00 p.m. on June 8, 2022.   Bidder should identify the 

email by noting the solicitation number “7629” in the subject line. Responses to clarifications may be posted 

in eVA’s Virginia Business Opportunities (VBO). The identity of Bidder’s will not be published with the 

response.   Formal changes to the solicitation, including but not limited to, contractual terms and 

procurement requirements will only be changed by formal written addendum to the solicitation.  

 

There shall be no communication of any type on any aspect of this solicitation, written or otherwise, by any 

prospective Bidder, including any sub-bidder, Bidder’s agent or other type of Bidder representative, with any 

employee or agency of the Commonwealth of Virginia, with the exception of the DPS Contracting Officer 

noted in the solicitation, unless a Bidder is instructed otherwise by the DPS Contracting Officer. Failure to 

comply with this requirement may disqualify a Bidder from participation in this opportunity. 

 

As used in this IFB, the terms “must”, “shall”, “should” and “may” identify the criticality of requirements.  

“Must” and “shall” identify requirements whose absence will have a major negative impact on the suitability 

of the bid.  Items labeled as “should” or “may” are highly desirable, although their absence will not have a 

large impact and would be useful, but are not necessary. 

 

VII. REPORTING REQUIREMENTS:  

 

A. CONTRACTOR'S QUARTERLY REPORT OF SALES: Contractor shall provide electronic reports in Microsoft 

Excel format on a quarterly basis showing total invoiced sales data, which means all invoices issued within 

the reporting period. See attachment to this solicitation for the report template which identifies the 

information to be provided.  Reports shall be provided no later the 15th of each month, reporting total 

invoiced sales and return transactions that took place in the immediately preceding quarterly. Reports 

shall be sent to the DPS Contracting Officer and to the following email address: 

vssireport@dgs.virginia.gov.  Failure to submit information in the required format and time may result in 

cancellation of the awarded contract. 

 

B. SURCHARGE ADJUSTMENT FEE:  The Contractor must pay the Department of General Services (DGS), a 
Surcharge Adjustment (SCA) fee under this Contract.  DGS will not issue invoices or statements.  The 
Contractor must remit the SCA fee by the last day of the month following the end of the calendar quarter. 
The SCA shall be $350 dollars per vehicle sold on the contract. The SCA fee amount due must be paid by 
check with identification of “Contract Number,” “Report Amounts,” and “Report Period” on either the 
check stub or other remittance material.  DGS may, at its discretion, agree to an electronic funds transfer, 

BOS 2023-07-05 p.188/412

mailto:pamela.copeland@dgs.virginia.gov
mailto:vssireport@dgs.virginia.gov


IFB #7629, Attachment A 

  Page 5 of 13 

in lieu of a check, however in the absence of an express written agreement from DGS that validates the 
agreement, then the payment shall be made by check as described herein. 

 

Checks shall be payable to:  Treasurer, Commonwealth of Virginia. 

 

Checks shall be mailed to: 

DGS/Division of Purchases and Supply 

ATTN: VSSI Coordinator 

PO Box 1199 

Richmond, VA  23218-1199 

 

If the full amount of the SCA fee is not paid within 30 calendar days of due date, it shall constitute a debt 

that the Contractor is obligated contractually to pay to the Commonwealth of Virginia, and the 

Commonwealth may exercise all rights and remedies available under law.  Failure to submit sales reports, 

falsification of sales reports, and or failure to pay the SCA fee in a timely manner may result in termination 

or cancellation of the Contract.   

 

C. REPORTING AND PAYMENT SCHEDULES: 

 

Quarterly Report Period   Sales Months           Quarterly Report Due 

1st Quarter    Jan, Feb, Mar    April 15th 

2nd Quarter    Apr, May, June    July 15th 

3rd Quarter    July, Aug, Sept    October 15th 

4th Quarter    Oct, Nov, Dec    January 15th 

 

SCA Fee Period            Sales Months                     Quarterly Payment Due 

1st Quarter    Jan, Feb, Mar    April 30th 

2nd Quarter    Apr, May, June    July 31st 

3rd Quarter    July, Aug, Sept    October 31st 

4th Quarter    Oct, Nov, Dec    January 31st 

 
D. Contractor shall:  

1. Meet or conference call at least quarterly with the DPS Contracting Officer to review performance, 
usage under the contract, and discuss opportunities for improvements.  

 
2. Provide any documentation or reports as requested by the DPS Contracting Officer.  
 
3.  Notify the DPS Contracting Officer, in writing, of any unresolved disputes or problems that have been 

outstanding for more than thirty (30) days. 
 
 
VIII. INVOICES AND PAYMENT: 

 

A. INVOICES:  

Contractor shall submit the invoice(s) to the address designated on the purchase order following 
acceptance by the Authorized User of goods and services rendered. No invoice may include any cost 
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other than those identified in the purchase order referencing the Contract. Invoice(s) shall provide at a 
minimum: 

 
1. Name of Authorized User (the ordering entity) 

2. Authorized User point of contact and phone/email 

3. Description of the goods and/or services provided 

4. Contract number  

5. Purchase order number 

6. Invoice number 

7. Invoice date 

8. Invoice amount 

 

B.   PAYMENT:  

Payment will be made in accordance with the Virginia Public Procurement Act. Commonwealth of Virginia 
Executive Branch Agencies will remit payment within thirty (30) days after recipt of a valid invoice for all 
goods and/or services received and accepted, per §2.2-4350.  Localities will remit within forty-five (45) 
days of receipt of a valid invoice for all goods and/or services received and accepted, per §2.2-4352.  
Payment is anticipated to be made by check or EDI. 

 

IX. SPECIAL TERMS AND CONDITIONS: 

 

1. AUDIT: The contractor shall retain all books, records, and other documents relative to this contract for 
five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  
The agency, its authorized agents, and/or state auditors shall have full access to and the right to examine 
any of said materials during said period. 
 

2. AWARD TO MULTIPLE BIDDERS: The Commonwealth reserves the right to make multiple awards as a 
result of this solicitation. The award(s) will be made to the lowest responsive and responsible bidder(s) 
meeting the requirements of the solicitation. The Commonwealth reserves the right to conduct any tests 
it may deem advisable and to make all evaluations. The Commonwealth also reserves the right to reject 
any or all bids, in whole or in part, to waive informalities and to delete items prior to making the award, 
whenever it is deemed in the sole opinion of the procuring public body to be in its best interest. 

 
3. CANCELLATION OF CONTRACT: The purchasing agency reserves the right to cancel and terminate any 

resulting contract, in part or in whole, without penalty, upon 60 days written notice to the contractor.   
Any contract cancellation notice shall not relieve the contractor of the obligation to deliver and/or 
perform on all outstanding orders issued prior to the effective date of cancellation. 

 
4. eVA ORDERS AND CONTRACTS:  It is anticipated that the contract will result in multiple purchase orders 

(i.e., one for each delivery requirement) with the applicable eVA transaction fee assessed for each order. 
 
Vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA 
Internet e-procurement solution and agree to comply with the following:  If this solicitation is for a term 
contract, failure to provide an electronic catalog (price list) or index page catalog for items awarded will 
be just cause for the Commonwealth to reject your bid or terminate this contract for default.  The 
format of this electronic catalog shall conform to the eVA Catalog Interchange Format (CIF) Specification 
that can be accessed and downloaded from www.eVA.virginia.gov.  Contractors should email Catalog or 
Index Page information to eVA-catalog-manager@dgs.virginia.gov. 
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5. AUTHORIZED DEALER: By signing this bid, the Bidder certifies that it is a manufacturer-authorized dealer 
for all goods and services it proposes to furnish under any resulting contract. If requested by the 
Commonwealth, the Bidder shall provide supporting evidence from the manufacturer.  

 
6. FINANCIAL WARRANTY: Contractor shall ensure that the prices, discounts, incentives, and other financial 

terms (collectively, the “financial deal”) applicable to purchases under this Contract are always at least as 
favorable to the purchaser as the financial deal that the Contractor or its affiliates make available to any 
public body in Virginia for the same good(s)/service(s) outside this Contract.  Upon DGS’s request (and 
annually on August 1), Contractor shall submit to DGS an affidavit certifying full compliance with this 
Section.  The Contractor (and any affiliate) shall waive any contractual or other right that inhibits any 
public body in Virginia from disclosing to DGS or others the financial terms made available to the public 
body, and upon request from DGS, Contractor shall ensure that a signed confirmation of the waiver is 
provided to the public body and DGS.  As used in this Section, an affiliate is any entity that controls, is 
controlled by, or is under common control with, the contractor. 
 

7. ADDITIONAL USERS:  This procurement is being conducted on behalf of state agencies, institutions and 
other public bodies who may be added or deleted at any time during the period of the contract.  The 
addition or deletion of authorized users not specifically named in the solicitation shall be made only by 
written contract modification issued by this agency or institution and upon mutual agreement of the 
contractor.  Such modification shall name the specific agency added or deleted and the effective date.  
The contractor shall not honor an order citing the resulting contract unless the ordering entity has been 
added by written contract modification. 
 

8. BID ACCEPTANCE PERIOD: Any bid in response to this solicitation shall be valid for sixty (60) days. At the 
end of the days the bid may be withdrawn at the written request of the bidder.  If the bid is not withdrawn 
at that time it remains in effect until an award is made or the solicitation is canceled. 

 
9. ORDERS: Authorized Users must order goods and/or services available from the Contract by issuing an 

eVA purchase order through the Commonwealth’s electronic procurement website portal 
http://www.eva.virginia.gov. 

 
10. PERIOD FOR PERFORMANCE OF PURCHASE ORDERS: To be valid, a purchase order issued under this 

Contract must be issued during the term of the Contract. The period specified for performance of the 
purchase order may extend past the term of the Contract. If a notice terminating this Contract is issued, 
the notice shall be construed as applying only to the Contract and not to any existing purchase order, 
unless the notice expressly states the intent to terminate the purchase order.  

 
11. LOBBYING AND INTEGRITY: Bidders are cautioned that communications with individuals other that the 

DPS Contracting Officer may result in incorrect and/or insufficient information being provided. In addition, 
the Bidder shall not, in connection with this or any other agreement with the Commonwealth of Virginia, 
directly or indirectly (1) offer, confer, or agree to confer any pecuniary benefit on anyone as consideration 
for any state officer or employee’s decision, opinion, recommendation, vote, other exercise of discretion, 
or violation of a known legal duty, or (2) offer, give, or agree to give anyone any gratuity for the benefit 
of or at the direction or request of any state officer or employee. 

 
Upon request of the Commonwealth of Virginia’s, Department of General Services, the Bidder shall 
provide any type of information deemed relevant to the Bidder’s integrity or responsibility to provide 
the services or goods, described herein. 

12. EXCLUSIVITY OF TERMS AND CONDITIONS: No employee or agent of the Commonwealth or Authorized 
User shall be required to sign or execute any additional contract, license or other agreement containing 
contractual terms and conditions. No contractor shall be required to sign, from any employee or agent of 
the Commonwealth or Authorized Users, any additional agreements, contracts, or other documents that 
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were not part of the original contract. Any documents signed by persons other than the Director of DPS 
or their authorized designee shall have no validity or effect upon the Contract.   
 

13. QUANTITIES:  Quantities set forth in this solicitation are estimates only, and the contractor shall supply 
at bid prices actual quantities as ordered, regardless of whether such total quantities are more or less 
than those shown. 

 
14. CONTRACTUAL DISPUTES: In accordance with Code of Virginia § 2.2-4363, contractual claims, whether 

for money or other relief, shall be submitted in writing to the Authorized User no later than sixty (60) days 
after final payment; however, written notice of the Contractor’s intention to file such claim must be given 
to the Authorized User at the time of the occurrence or beginning of the work upon which the claim is 
based.  Pendency of claims shall not delay payment of amounts agreed due in the final payment. The 
Authorized User shall render a final decision in writing within thirty (30) days after its receipt of the 
Contractor’s written claim. 
a.   The Contractor may not invoke any available administrative procedure under Code of Virginia § 2.2-

4365 nor institute legal action prior to receipt of the Commonwealth’s decision on the claim, unless 
the Commonwealth fails to render its decision within thirty (30) days.  The decision of the 
Commonwealth shall be final and conclusive unless the Contractor, within six (6) months of the 
date of the final decision on the claim, invokes appropriate action under Code of Virginia § 2.2-4364 
or the administrative procedure authorized by Code of Virginia § 2.2-4365. 

b. The Commonwealth or any Authorized User, and their officers, agents and  employees, 
including without limitation, the contracting and Ordering Officers, are executing this Agreement 
and any Orders issued hereunder, solely in its or their statutory and regulatory capacities as agent 
of the Commonwealth agency  or Authorized User that is purchasing and receiving the goods 
or services in question and need not be joined as a party to any dispute that may arise there under. 

c. In the event of any breach by the Commonwealth or any Authorized User,  Contractor’s 
remedies shall be limited to claims for damages and Prompt Payment Act interest and, if available 
and warranted, equitable relief, all such  claims to be processed pursuant to this Section.  In 
no event shall Contractor’ remedies include the right to terminate any services hereunder. 

 
15. STATE CORPORATION COMMISSION IDENTIFICATION NUMBER:  Pursuant to Code of Virginia, §2.2-

4311.2 subsection B, a bidder organized or authorized to transact business in the Commonwealth 
pursuant to Title 13.1 or Title 50 is required to include in its bid the identification number issued to it by 
the State Corporation Commission (SCC). Any bidder that is not required to be authorized to transact 
business in the Commonwealth as a foreign business entity under Title 13.1 or Title 50 or as otherwise 
required by law is required to include in its bid  a statement describing why the bidder is not required to 
be so authorized.   Indicate the above information on the SCC Form provided.  Contractor agrees that the 
process by which compliance with Titles 13.1 and 50 is checked during the solicitation stage (including 
without limitation the SCC Form provided) is streamlined and not definitive, and the Commonwealth’s 
use and acceptance of such form, or its acceptance of Contractor’s statement describing why the bidder  
was not legally required to be authorized to transact business in the Commonwealth, shall not be 
conclusive of the issue and shall not be relied upon by the Contractor as demonstrating compliance.  
 

16. SUBCONTRACTS:  No portion of the work shall be subcontracted without prior written consent of the 
purchasing agency.  In the event that the contractor desires to subcontract some part of the work 
specified herein, the contractor shall furnish the purchasing 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. 

 
17. SUBMISSION OF SMALL BUSINESS SUBCONTRACTING PLAN, EVIDENCE OF COMPLIANCE WITH SMALL 

BUSINESS SUBCONTRACTING PLAN, AND SUBCONTRACTOR REPORTING :  
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A. Submission of Small Business Subcontracting Plan:  It is the statewide goal of the Commonwealth 
that 42% of its purchases be made from small businesses certified by DSBSD. This includes 
discretionary spending in prime contracts and subcontracts.  All bidders are required to submit a 
Small Business Subcontracting Plan.   The contractor is encouraged to offer such subcontracting 
opportunities to DSBSD-certified small businesses.  This shall include DSBSD-certified women-owned 
and minority-owned businesses and businesses with DSBSD service disabled veteran-owned status 
when they have also received DSBSD small business certification. Where it is not practicable for any 
portion of the goods/services to be subcontracted to other suppliers, the bidder shall note such on 
the Small Business Subcontracting Plan.  No bidder or subcontractor shall be considered a small 
business unless certified as such by the Department of Small Business and Supplier Diversity (DSBSD) 
by the due date for receipt of bids or proposals.   

 
B. Evidence of Compliance with Small Business Subcontracting Plan:  Each prime contractor who wins 

an award in which provision of a small business subcontracting plan is a condition of the award, shall 
deliver to the contracting agency or institution monthly reports substantiating compliance in 
accordance with the small business subcontracting plan.  If a variance exists, the contractor shall 
provide a written explanation.   A subcontractor shall be considered a Small Business for purposes of 
a contract if and only if the subcontractor holds a certification as such by the DSBSD.  Payment(s) 
may be withheld until the purchasing agency confirms that the contractor has certified compliance 
with the contractor’s submitted Small Business Subcontracting Plan or is in receipt of a written 
explanation of the variance.  The agency or institution reserves the right to pursue other appropriate 
remedies for non-compliance to include, but not be limited to, termination for default.  
 

C.   Prime Contractor Subcontractor Reporting:   
1.   Each prime contractor who wins an award greater than $100,000, shall deliver to the contracting 

agency or institution on a monthly basis, all applicable information for each subcontractor listed 
on the Small Business Subcontracting Plan that are DSBSD-certified businesses or Employment 
Services Organizations (ESOs).  The contractor shall furnish the applicable information to the 
purchasing office via the Subcontractor Payment Reporting tool accessible within the 
contractor’s eVA account. 

2.   In addition each prime contractor who wins an award greater than $200,000 shall deliver to the 
contracting agency or institution on a monthly basis, all applicable information on use of 
subcontractors that are not DSBSD-certified businesses or Employment Services Organizations.  
The contractor shall furnish the all applicable information to the purchasing office via the 
Subcontractor Payment Reporting tool accessible within the contractor’s eVA account.  

 
18. FEDERALLY IMPOSED TARIFFS:   In the event that the President of the United States, the United States 

Congress, Customs and Border Protection, or any other federal entity authorized by law, imposes an 
import duty or tariff (a “tariff”), on an imported good that results in an increase in contractor’s costs to a 
level that renders performance under the Agreement impracticable, the Commonwealth may agree to an 
increase to the purchase price for the affected good. No increase in purchase price may exceed 25% of 
the additional tariff imposed on the goods imported or purchased by the contractor that are provided to 
the Commonwealth under this Agreement. 

 
Prior to the Commonwealth agreeing to a price increase pursuant to this Section, the contractor must 
provide to the Commonwealth, the following documentation, all of which must be satisfactory to the 
Commonwealth: 
 
- evidence demonstrating: (i) the unit price paid by contractor as of the date of award for the 
good or raw material used to furnish the goods to the Commonwealth under this Agreement, (ii) 
the applicability of the tariff to the specific good or raw material, and (iii) contractor’s payment 
of the increased import duty or tariff (either directly or through an increase to the cost paid for 
the good or raw material). The evidence submitted shall be sufficient in detail and content to 
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allow the Commonwealth to verify that the tariff is the cause of the price change. 
 

- a certification signed by contractor that it has made all reasonable efforts to obtain the 
good or the raw materials comprising the good procured by the Commonwealth at a lower 
cost from a different source located outside of the country against which the tariff has been 
imposed. 
 
- a certification signed by contractor that the documentation, statements, and any other 
evidence it submits in support of its request for a price increase under this Section are true 
and correct, and that the contractor  would otherwise be unable to perform under this 
Agreement without such price increase. 
 
- as requested by the Commonwealth, written instructions authorizing the Commonwealth 
to request additional documentation from individuals or entities that provide the good or 
the raw materials to verify the information submitted by contractor. 

 
If the Commonwealth agrees to a price increase pursuant to this Section, the parties further agree to add 
the following terms to this Agreement: 
 

- During the Term and for five (5) years after the termination of this Agreement, contractor 
shall retain, and the Commonwealth and its authorized representatives shall have the right 
to audit, examine, and make copies of, all of contractors books, accounts, and other records 
related to this Agreement and contractor’s costs for providing goods to the Commonwealth, 
including, but not limited to those kept by the contractor’s agents, assigns, successors, and 
subcontractors.   
 
- Notwithstanding anything to the contrary in this Agreement, the Commonwealth shall have 
the right to terminate this Agreement for the Commonwealth’s convenience upon 15 days’ 
written notice to contractor. 

 
In the event the import duty or tariff is repealed or reduced prior to termination of this Agreement, the 
increase in the Commonwealth’s contract price shall be reduced by the same amount and adjusted 
accordingly. 
 

- Any material misrepresentation of fact by contractor relating in any way to the Commonwealth’s 
payment of additional sums due to tariffs shall be fraud against the taxpayer’s of the Commonwealth 
and subject contractor to treble damages pursuant to the Virginia Fraud Against Taxpayers Act. 

 
19. DELIVERY: Delivery of goods or performance of services shall be within the number of calendar days 

stated below after receipt of order (ARO) by the Bidder.   The Agency requires the Bidder to deliver within 
a reasonable time after ARO.  If the Bidder does not insert a stated delivery time in the blanks on 
Attachment G, the Bidder will be deemed to offer delivery in accordance with the Agency’s desired 
delivery time as stated below: 

Agency’s Desired Delivery Dates: 
 

In-stock vehicles (on the Contractor’s lot) ……  7 calendar days ARO. 
Vehicles not in-stock: …………………………..  30 calendar days ARO. 

 

$100 dollars per day shall be deducted from the final price on vehicles that are not delivered within 
the specified delivery time Per Vehicle Ordered. This deduction is not to be considered a factor 
when calculating whether the financial deal offered to another public body in Virginia is better than 
that offered to DGS pursuant to Section IX, paragraph 6 herein (titled “Financial Warranty”). This 
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deduction shall not apply to delivery delays initiated, authorized, or requested by the Authorized 
User.  
 
Failure to deliver in a timely matter may result in the termination of the contract. 

 
20.  DELIVERY/SERVICE TO CORRECTIONAL INSTITUTIONS: 

 
The Contractor shall be responsible for adherence to the following guidelines as they pertain to delivering 
goods and/or providing serves to correctional institutions, especially if the location is within the secured 
perimeter: 

 
a. The Contractor shall be responsible for ensuring that all personnel connected with the work comply with 

the rules and regulations of each ordering institution, which may reach beyond the scope of this 
specification. 

 
b. The Contractor shall maintain proper security and control over all personnel, equipment, tools, and 

materials at all times. The Contractor’s equipment and personnel shall be subject to security checks and 
associated delays therefrom.  

 
c. There shall be no verbal discussion or physical contact between the Contractor’s employees and 

offenders. 
 
d. Anyone bringing any offender any item, such as (but not limited to) weapons, tools, food, drink, clothing, 

cigarettes, matches, correspondence, printed or electronic media, or assisting offenders to escape is in 
violation of Commonwealth law and may be prosecuted to the fullest extent of the law. 

 
e. No weapons, alcohol, drugs, or medication of any type will be allowed on Commonwealth property. 
 
f. Keys shall be removed from all vehicles and other mobile equipment when not in operation. Vehicle 

doors and tool compartments shall be locked at all times when not in use. Ladders left on vehicles shall 
be chained and locked at all times. 

 
g. Any tools, especially cutting tools, if left unattended, will be confiscated. 
 
h. All security regulations shall be observed at all times. These will be made known to the Contractor and 

his representatives by the Institutional Security Chief, or his designee, at the point of entrance to the 
institution. 

 
i. All persons entering the prison complex are subject to search. 
 
j. Contractors and their representatives are limited to movement to and from, and within, the immediate 

area of their work. 
 
k. An institutional employee may be designated as a liaison between the Contractor and institution. Unless 

otherwise stated this person will be the Department Superintendent for whom the Contractor is 
performing the service or delivering the goods. 

 
l. Vehicles may not be permitted to leave the facility until after the daily or routine security check has been 

performed. 
 
m. All Contractor employees shall have valid identification with photograph at all times for identification. 

Validity of identification is determined solely at the discretion of the institution. A valid government-
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issued driver’s license is generally acceptable. No persons will be permitted to enter the institution 
without valid identification. 

 
n. The institution reserves the right to refuse entrance to anyone who appears, in the institution’s sole 

judgment, to be under the influence of drugs or alcohol, or otherwise impaired. 
 

21. VIRGINIA MOTOR VEHICLE DEALER LICENSE: In accordance with Code of Virginia § 46.2-1508, the motor 
vehicle manufacturer, distributor, or dealer (“bidder”) certifies that it is licensed by the Virginia 
Department of Motor Vehicles to conduct business in the Commonwealth of Virginia. Further, the bidder 
shall maintain the required license throughout the course of the contract. Additionally, the bidder shall 
comply with the requirements of the Code of Virginia § 46.2-1566 through 46.2-1573.02, including Code 
of Virginia § 46.2-1572. The bidder shall immediately notify the Commonwealth of Virginia’s Department 
of General Services, Division of Purchases and Supply in writing in the event its license is either not 
renewed, or revoked and/or it fails to comply with the other stated provisions in the Code of Virginia 
during the period in question. (Ref. Attacment F) 

 
22. SALES AND SUPPORT SERVICE: The contractor shall have a full time sales representative assigned to the 

Commonwealth to regularly assist authorized users, address problems, e-procurement concerns, and 
other matters. The contractor shall apprise the Commonwealth of any quality issues including recalls, 
upgrades, and product warnings that may affect product performance and safety. All service 
representatives, who are assigned to work the contract, shall have on-line access to information to 
provide immediate response to inquiries concerning the status of orders, delivery information, back-order 
information, statewide contract pricing, and general product information. Representatives shall be 
available by phone, fax or email. Such contact information shall be provided to the Commonwealth and 
any ordering entities. 

 
Contractor shall send authorized users an email confirmation of receipt of any purchase order they place 
against the contract. This confirmation shall include the options, color choices, etc. being placed. This 
requirement shall apply to all orders issued against this contract.  Confirmation shall be sent within 10 
days after receipt of an order and shall indicate the date the order was placed with the manufacturer.  
Confirmations shall be emailed to the authorized user’s address shown on the purchase order and to 
anyone else the authorized user has requested the confirmation to go to. 

 
23. TECHNICAL SERVICE SUPPORT: The bidder shall provide information on their ability to furnish technical 

assistance, including training and demonstration of operating procedures, for “used” equipment 
purchased under this contract. During the life of the contract, the contractor shall provide technical 
service on technical applications; furnish operating manuals and schematic design, when available, for all 
equipment. Contractor is responsible for ensuring repair facilities have sufficient spare parts and labor to 
support all stated manufacturer’s equipment sold to the Commonwealth. As an authorized distributor, a 
contractor shall guarantee and extend all manufacturers and/or dealer warrantees. Contractor shall be 
able to track historical service requests, maintenance, and repairs. 
 

24. WARRANTY (VEHICLE):  The contractor agrees that the goods or services furnished under any award 
resulting from this solicitation shall be covered by the most favorable commercial warranties the 
contractor gives any customer for such goods or services and that the rights and remedies provided 
therein are in addition to and do not limit those available to the Commonwealth by any other clause of 
this solicitation and rights and remedies permitted under applicable law.  A copy of this warranty should 
be furnished with the bid. 

 
During the life of the contract, the contractor shall provide all warranty service and shall have their own 
repair facilities (unless the vehicle manufacturer requires the work performed by them or another party) 
with sufficient parts and labor to support the vehicles sold under this contract. Contractor shall track all 
vehicles that receive warranty work under this contract and may be asked to produce that report during 
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the life of the contract. If available, contractor shall furnish operating manuals and schematic design for 
all vehicles.  

 
25. VEHICLE PREPARATION:  Vehicles shall be delivered clean and complete and ready for service including a 

current Virginia State Inspection. Vehicle service preparation must be performed by the dealer according 
to the manufacturer’s specifications. Each vehicle must be delivered with at least half (1/2) tank of fuel. 
Vehicles delivered without proper dealer preparation must be picked up, serviced, and re-delivered by 
the dealer at no additional cost to the ordering agency.  

 
The contractor shall deliver the vehicles ready to for use with all parts working correctly. Additionally 
the following shall apply 

 
a. Temporary License: A paper 30 Day license tag, unless a different format (e.g. electronic) is 

requested in writing by the “authorized user”, shall be furnished with each vehicle unless 
Authorized Users waive, in writing, the 30 Day tag . 

 
b. State Inspection Stickers and Decals: Vehicles furnished shall conform to all applicable Federal 

and Motor Vehicle Safety Standards and all equipment shall conform to Title 46.2, Chapter 10, 
of the Code of Virginia and shall include a valid State Inspection Sticker.  No dealer 
identifications such as sticker, decal, metal emblem and so forth will be accepted on 
automobiles furnished under this contract. 

 
c. Taxes: No Federal Taxes are to be included in the contract price at any time, including on tires. 

The Authorized Users as described herein shall furnish their Tax Exemption Registration 
number upon request.   

 
d. Vehicle Publications, Forms and Documents:  The contractor shall furnish one (1) paper copy 

each of the following per vehicle, unless a different format (e.g. electronic) is requested in 
writing by the “authorized user”: 

 
i. All ownership documents and papers required by VA DMV for titling and registration 

purposes; DMV Transfer of Ownership, Dealer’s Report of Sale, Bill of Sale, Odometer 
Statement (if applicable) and any other document required.  

ii. Vehicle Warranty Information Manual (Copy of warranty) 
iii. Vehicle Owner’s Manual 
iv. Emissions Certifications:  Stating the vehicle meets U.S. Government Standards for sale in 

the Commonwealth of Virginia. 

 
e. In addition to all other remedies available to the Commonwealth, should the Contractor fail 

to meet any requirement set forth in this Section 25 with respect to any delivered vehicle, 
one (1) per cent of that vehicle’s cost will be deducted from the applicable invoice in order 
to compensate the Commonwealth for the resulting inconvenience and business 
interruption.  
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IFB SUBMISSION INSTRUCTIONS 
 

A. BID SUBMISSION REQUIREMENTS: 

IFB #7629 is an invitation for an electronic sealed bid; therefore, bids submitted 
outside of the eVA system, such as via e-mail, mail, or fax WILL NOT be accepted. 
Electronic sealed bids will be received until the closing date and time provided in the 
solicitation. Any bid received after the closing date and time specified in the solicitation 
will not be considered and will be date and time stamped, marked “late” and retained 

unopened in the procurement file. 
 

Prior to the due date, Bidders should: 
 Check the status of the solicitation on eVA at www.eva.virginia.gov by clicking on 

Business Opportunities and then click on Virginia Business Opportunities (VBO) 
for any updates, changes, amendments, cancellations, etc.; 

 Check the “Reminders” section in VBO for all attachments and documents to be 
completed and submitted; and 

 Complete all attachments, amendments, exhibits, product information, etc. and 
attach electronically to the Bidder’s electronic submission. 

 
Bidders are solely responsible for reviewing, complying, and returning a complete and 
responsive bid. Failure to submit any of the required information may result in the bid 
being declared non-responsive. Changes to the solicitation’s forms or formats are 

prohibited except where clearly instructed and permitted. 
 

Bid Submission: 

Electronic bid submission with required documents attached is required. Bidder must 
be registered in eVA in order to submit an electronic bid. Bidders must submit one (1) 
complete copy of the bid and attachments. 

 
The following are instructions for submitting an electronic bid: 
a. Go to www.eva.virginia.gov; 
b. Click on “I Sell To Virginia”; 
c. Click on “eVA Vendor Training”; and 
d. Click on “Respond to IFBs - RFPs and more”. 

 
If a Bidder need assistance submitting an electronic response, the Bidder must contact 
eVA Customer Care at 866-289-7367 or email eVACustomerCare@dgs.virginia.gov. 

 

Bid Opening: 
A public bid opening will be held at 10:00 a.m. on June 22, 2022 via Google Hangouts: 

 
Link:    meet.google.com/xio-woqs-jcw  
Number: (US) +1 339-526-0819 

Pin #:  166 711 565# 
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VENDOR DATA SHEET 
 
The following information is required as part of the Bidder’s response to this solicitation. Failure to complete and 
provide this sheet may result in bid being declared nonresponsive. (In the case of a Combined Two-Step IFB, it 
may cause the Technical Proposal to be determined to be not acceptable.) 
 
1. Qualification: The Bidder must have the capability and capacity in all respects to satisfy fully all of the 

contractual requirements. 
 
2. Bidder’s Primary Contact: 
 

Name: _______________________________ Phone: ______________ Email: _____________________ 
 
3. Years in Business:  Indicate the length of time Bidder has been in business providing this type of good or 

service: 
 
             __________ Years ________ Months 
 
4. eVA Vendor ID or DUNS Number: ________________________________ 
 
5. Indicate below a listing of at least four (4) current or recent accounts, either commercial or governmental, 

that the Bidder is servicing, has serviced, or has provided similar goods/services.  Include the length of 
service and the name, address, and telephone number of the point of contact. 

 
A. Company:_________________________________ Contact: ____________________________________ 

Phone:(_____)______________________________ Email: 

___________________________________   

  Dates of Service: _________________________________$ Value: _______________________   

 

B. Company________________________________   Contact: ____________________________________ 

Phone:(_____)______________________________ Email: ___________________________________ 

Dates of Service: _________________________________$ Value: ________________________ 

 

C. Company:________________________________ Contact: ____________________________________ 

Phone:(_____)______________________________ Email: ___________________________________ 

Dates of Service: _________________________________$ Value: ________________________ 

 

D. Company:_________________________________ Contact: ____________________________________ 

Phone:(_____)______________________________ Email: ___________________________________

  

Dates of Service: _________________________________$ Value: _______________________ 

 
I certify the accuracy of this information. 
 
Signed: ___________________________________ Title: ______________________________   Date: _______ 
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SMALL BUSINESS SUBCONTRACTING PLAN 

It is the goal of the Commonwealth that over 42% of its purchases be made from small businesses.  All 
potential bidders are required to submit the subcontractor plan by one of the following methods in order 
to be considered responsive: 

A. Complete the subcontractor plan as specified in the electronic response; or 
B. Download the “paper response” form, complete the subcontractor plan section, and submit as 

an attachment with the bid response.  

Small Business:  "Small business (including micro)” means a business which holds a certification as 

such by the Virginia Department of Small Business and Supplier Diversity (DSBSD) on the due date for 
proposals.    This shall also include DSBSD-certified women- owned and minority-owned businesses 
and businesses with DSBSD service disabled veteran owned status  when they also hold a DSBSD 
certification as a small business on the proposal due date.  Currently, DSBSD offers small business 
certification and micro business designation to firms that qualify.  

 

Certification applications are available through DSBSD online at www.SBSD.virginia.gov (Customer 
Service). 
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  STATE CORPORATION COMMISSION FORM 
 

The following information is required as part of the Bidder’s response to this solicitation. Failure 

to complete and provide this form may result in bid being declared nonresponsive. (In the case 
of a Combined Two-Step IFB, it may cause the Technical Proposal to be determined to be not 
acceptable.) 
 

Virginia State Corporation Commission (“SCC”) registration information: The Bidder:  
 is a corporation or other business entity with the following SCC identification number: 

____________  

-OR- 

 is not a corporation, limited liability company, limited partnership, registered limited liability 
partnership, or business trust  

-OR- 

 is an out-of-state business entity that does not regularly and continuously maintain as part of 
its ordinary and customary business any employees, agents, offices, facilities, or inventories in 
Virginia (not counting any employees or agents in Virginia who merely solicit orders that require 
acceptance outside Virginia before they become contracts, and not counting any incidental 
presence of the Bidder 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 Bidder’s out-of-state location)  

-OR- 

 is an out-of-state business entity that is including with this bid an opinion of legal counsel 
which accurately and completely discloses the undersigned Bidder’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 bids (the Commonwealth reserves the right to 
determine in its sole discretion whether to allow such waiver):  

  
Signature: _______________________________________  Date: __________________ 
 
Name:  _____________________________________ 
                                  Print 
Title:  ______________________________________ 
 
Name of Firm:  ______________________________ 
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Virginia DMV Motor Vehicle Dealer Board Compliance Form 
 

Regarding compliance with Code of Virginia § 46.2 Chapter 15 broadly and § 46.2-1508, 
46.2-1566 through 46.2-1573.02, and 46.2-1572 specifically, the undersigned 
Bidder/Offeror:  

 

 is compliant with the provisions of this Code section and can provide their current certifications 
from the Virginia Department of Motor Vehicles. 

-OR- 

 is in the process of becoming compliant with the provisions of this Code section and shall be 
compliant prior to the closing date and time of the solicitation. 

-OR- 

 is exempt from the provisions of this Code section.  Bidder shall provide a justification or 
reasoning as to why the Code does not apply to the bid in response to this procurement. 

 

PLEASE NOTE: If supporting documentation is not provided with this form, the Contract 

Officer may request supporting documentation during the evaluation. Failure to provide 

this information, may result in your (For IFB: bid being declared non-responsive; For RFP: 

proposal being removed from further consideration.) 

 

Signature: _______________________________________  Date: __________________ 

 

Name:  _____________________________________ 

                                  Print 

 

Title:  ______________________________________ 

 

Name of Firm:  ______________________________ 
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ATTACHMENT G 
 

PRICING DISCOUNT SCHEDULE 
 

This scenario situation will be used based on a “Sell Price” using an estimated Black Book value of 
$20,000. Bidders shall enter a discount percentage off $20,000 for each quantity line indicated. 
Mileage cost will be added to determine the Grand Total.   

 
Following scenario is used to determine bidders discount and totals below:  

  
a) Black Book Value:  The National Auto Research, Black Book® , Used Car & Light Truck 

Value/Price Point; Virginia Weekly Wholesale Clean Value with the applicable adjustments 
made for mileage and optional equipment will be used to determine the “Black Book Value” 
of the vehicle.  The Contractor shall have and maintain an internet subscription to the above 
referenced Black Book edition at all times during the term of the contract.  The Contractor must 
provide the Ordering Agency with a printout of the Black Book Value that shows the value 
posted on the date of the Ordering Agency’s inquiry to purchase the vehicle and must be a true 
representation of the vehicle requested. The Contractor shall provide the Ordering Agency with 
an updated Black Book value to show any adjustments made for actual mileage, etc.  and the 
effective date of pricing for agency approval.   

 
b) + / - Discount: The discount shall be the bidder’s percentage bid that shall be added to or 

subtracted from the Black Book Value to determine the final contract Selling Price.  The bidder 
must clearly indicate if their Differential bid is a plus/positive (+) or minus/negative (-) 
percentage. Failure to indicate if you bid is a plus/positive (+) or minus/negative (-) WILL result 
in a bid luation as your bid being a plus/positive percentage.  

 
 The discount bid shall include all goods and services provided, including all fees, preparation, 

inspection and delivery up to 50 miles plus any delivery to Richmond Virginia.  Except for 
additional mileage rates for deliveries in excess of 50 miles, no extra charges will be permitted.   
The bidder shall indicate the Differentials bid in the Pricing Schedule for each quantity volume 
discount structure as requested. Failure to provide a Differential amount for each Price Level 
will result in your bid being deemed non-responsive. 

 
c) Selling Price:  The Selling Price shall be determined by applying (adding/subtracting) the 

discount percentage bid to the Black Book Value.    
 
 Example: Black Book Value is $20,000. Discount bid is -3.0% or $600   
 ($20,000 – 600 = $19,400 sale price)     
 
 The Contractor may sell vehicles for less than the pricing structure awarded; however, at no 

time shall vehicles be sold at higher costs.   
 

Additional Delivery Charges: Mileage - Distance equal to or more than 51 miles: The vendor 
may add an additional delivery charge of no more than $1.80 per mile 
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Bidders Worksheet 

 
Complete and submit with your bid 

 
A. State Delivery Times below: 

 
In-stock vehicles (on the Contractor’s lot) calendar days ARO: _________ 
Vehicles not in stock calendar days ARO: ___________ 

 
B. Scenario for completing form below: Black Book Value is $20,000. 

 

 
 
 
 
 
 
 
 
 
 
 

RETURN OF THIS PAGE IS REQUIRED 

 
Discount 

Prices Level   

 
Vehicle Sale 
Qtys / each    

+ / - Discount 
%  + / - Dollars  =  

Net Sell Price 

1 1-5    =  = $ _______________ 

2  
6 – 10   =  = $ _______________ 

3 11-15    =  = $ _______________ 

4 16-20    =  = $ _______________ 

5  
21 +     =  = $ _______________ 

   
 Scenario: Net Total Sell 

Price (add level 1- thru 5)   = $ _______________ 

 

Additional 
Mileage Rate 
(Scenario 300 

miles)   

$ 1.80/ mile x 
300 miles  

 
=   $ 540.00 

   
 

Scenario Grand Total 
(add net + $540)     = $ _______________ 
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Solicitation Print

Return to Solicitation   Send to Printer

Solicitation 7629

Procurement Folder: 102237 High-Risk: Yes
Solicitation: 7629
Solicitation Type: Invitation for Bids (IFB) Status: Open
Short Description: Vehicle: Used Vehicles Issued Date: 5/31/2022
Description: The purpose of this Invitation for Bid (IFB) is to solicit sealed
bids to establish a contract with one or more qualified suppliers to provide
Passenger Cars (All sizes, two and/or four door) Vans - Mini, passenger
and/or cargo Sport Utitlity Vehicles and Crossovers - all sized, AWD, 2WD
and/or 4WE Light Duty Trucks - all sizes; not to exceed one ton (Class 3)
External Solicitation ID: 
External Solicitation Version: 
External Solicitation Type: 
Closing Date: 6/21/2022

Closing Time: 1:00 PM
Requestor Office: E194 Phone: (804) 786-4068
Preparer Office: E194 Phone: (804) 786-4068
Work Location: Virginia-Statewide
Created By: pcopelan5 Modified By: pcopelan5
Created On: 4/29/2022 Modified On: 5/31/2022

Attachments
Attachment Name: IFB 7629 Vehicle Used Vehicles adv PC.pdf Description: IFB 7629 Vehicle Used Vehicles

Contact Information
Pamela Copeland Phone: (804) 786-4068
Email: pamela.copeland@dgs.virginia.gov Fax: 

Other Events
Information not provided

Commodity Information
Lot 1: Lot 1
Lot 1, Line 1 Line Type: Good
Commodity: 07104 Automobiles and Station Wagons Quantity: 1
Specifications: Unit: each
Description: Passenger Cars (All sizes, two and/or four door) Vans -
Mini, passenger and/or cargo Sport Utitlity Vehicles and Crossovers -
all sized, AWD, 2WD and/or 4WE Light Duty Trucks - all sizes; not to
exceed one ton (Class 3)

Requested Delivery Date: 

Manufacturer: Drawing: 
Part Number: Piece: 
Product/Category: Color: 
Serial Number: Size: 
Specification: Model: 

Detailed Instructions: Warranty:
Ship To
eVA-Shipping Exception
SEE COMMENTS
eVA,VA 99999-9999
US
Shipping Method: 
MSDS Required?: No
Hazardous Materials: 
Handling Instructions: 
Packing Instructions: 
Additional Instructions: 
Shipping Instructions: 

Bill To
eVA-Billing Exception
Same as Ship To Address
eVA,VA 99999-9999
US
Billing Instructions: 

External Lot Number: External Line Number: 
Build Commodity List

Line Commodity Description
1 07104 Automobiles and Station Wagons

Terms And Conditions
Section GEN
NOTE
This public body does not discriminate against faith-based organizations in accordance with the Code of Virginia, § 2.2-4343.1 or against a bidder
because of race, religion, color, sex, national origin, age, disability, sexual orientation, gender identity, political affiliation, or veteran status or any other
basis prohibited by state law relating to discrimination in employment. Faith-based organizations may request that the issuing agency not include

BOS 2023-07-05 p.205/412

javascript:window.print()
javascript:submitForm(document.fSOPrnt,'btnT2fSO=btnT2fSO&vsnavigation=T2fSO', 'Display');


5/31/22, 3:19 PM Solicitation Print

https://advantage.cgieva.com/webapp/ADVAPP/AdvantageB 2/5

subparagraph 1.f in General Terms and Condition C. Such a request shall be in writing and explain why an exception should be made in that invitation
for bid.
VENDORS MANUAL
This solicitation is subject to the provisions of the Commonwealth of Virginia Vendors Manual and any changes or revisions thereto, which are hereby
incorporated into this contract in their entirety. The process for filing a complaint about this solicitation is in section 7.13 of the Vendors Manual. (Note
section 7.13 does not apply to protests of awards or formal contractual claims.) The procedure for filing contractual claims is in section 7.19 of the
Vendors Manual. A copy of the manual is normally available for review at the purchasing office and is accessible on the Internet at
www.eva.virginia.gov under “I Sell To Virginia”.
APPLICABLE LAWS AND COURTS
This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia, without regard to its choice
of law provisions, and any litigation with respect thereto shall be brought in the circuit courts of the Commonwealth. The agency and the contractor are
encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using Alternative Dispute Resolution
(ADR) procedures (Code of Virginia, § 2.2-4366). ADR procedures are described in Chapter 9 of the Vendors Manual. The contractor shall comply
with all applicable federal, state and local laws, rules and regulations.
ANTI-DISCRIMINATION
By submitting their bids, bidders certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as
amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the
Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA). If the award is made to a faith-based organization, the
organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the
recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender sexual orientation, gender
identity, or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the
funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with
public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E). In every contract over $10,000 the provisions in 1. and 2.
below apply: 1. During the performance of this contract, the contractor agrees as follows: a. The contractor will not discriminate against any employee
or applicant for employment because of race, religion, color, sex, sexual orientation, gender identity, 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 the requirements of this section. d. 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. e. The requirements of these provisions 1. and 2. are a material part of the contract. If the Contractor violates one of
these provisions, the Commonwealth may terminate the affected part of this contract for breach, or at its option, the whole contract. Violation of one of
these provisions may also result in debarment from State contracting regardless of whether the specific contract is terminated. f. In accordance with
Executive Order 61 (2017), a prohibition on discrimination by the contractor, in its employment practices, subcontracting practices, and delivery of
goods or services, on the basis of race, sex, color, national origin, religion, sexual orientation, gender identity, age, political affiliation, disability, or
veteran status, is hereby incorporated in this contract. 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.
ETHICS IN PUBLIC CONTRACTING
By submitting their bids, bidders certify that their bids are made without collusion or fraud and that they have not offered or received any kickbacks or
inducements from any other bidder, supplier, manufacturer or subcontractor in connection with their bid, and that they have not conferred on any public
employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or
anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.
IMMIGRATION REFORM
Applicable for all contracts over $10,000: By entering into a written contract with the Commonwealth of Virginia, the Contractor certifies that the
Contractor does not, and shall not during the performance of the contract for goods and services in the Commonwealth, knowingly employ an
unauthorized alien as defined in the federal Immigration Reform and Control Act of 1986.
DEBARMENT STATUS
By participating in this procurement, the vendor certifies that they are not currently debarred by the Commonwealth of Virginia from submitting a
response for the type of goods and/or services covered by this solicitation. Vendor 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 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.
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.
MANDATORY USE OF STATE FORM
Failure to submit a bid on the official state form provided for that purpose shall be a cause for rejection of the bid. Modification of or additions to any
portion of the Invitation for Bids may be cause for rejection of the bid; however, the Commonwealth reserves the right to decide, on a case by case
basis, in its sole discretion, whether to reject such a bid as nonresponsive. As a precondition to its acceptance, the Commonwealth may, in its sole
discretion, request that the bidder withdraw or modify nonresponsive portions of a bid which do not affect quality, quantity, price, or delivery. No
modification of or addition to the provisions of the contract shall be effective unless reduced to writing and signed by the parties.
CLARIFICATION OF TERMS
If any prospective bidder has questions about the specifications or other solicitation documents, the prospective bidder should contact the buyer
whose name appears on the face of the solicitation no later than five working days before the due date. Any revisions to the solicitation will be made
only by addendum issued by the buyer.
PAYMENT
1. To Prime Contractor: a. Invoices for items ordered, delivered and accepted shall be submitted by the contractor directly to the payment address
shown on the purchase order/contract. All invoices shall show the state contract number and/or purchase order number; social security number (for
individual contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations). b. Any payment terms
requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last. This shall not
affect offers of discounts for payment in less than 30 days, however. c. All goods or services provided under this contract or purchase order, that are to
be paid for with public funds, shall be billed by the contractor at the contract price, regardless of which public agency is being billed. d. The following
shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or when offset proceedings have been
instituted as authorized under the Virginia Debt Collection Act. e. Unreasonable Charges. Under certain emergency procurements and for most time
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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 resolved in accordance with Code of Virginia, § 2.2-4363 and -4364. Upon determining that invoiced charges are not reasonable,
the Commonwealth shall notify the contractor of defects or improprieties in invoices within fifteen (15) days as required in Code of Virginia, § 2.2-
4351.,. 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. Within seven (7) days of the contractor's receipt of payment from the Commonwealth, a
contractor awarded a contract under this solicitation is hereby obligated: (1) To pay the subcontractor(s) for the proportionate share of the payment
received for work performed by the subcontractor(s) under the contract; or (2) To notify the agency and the subcontractor(s), in writing, of the
contractor's intention to withhold payment and the reason. b. The contractor is obligated to pay the subcontractor(s) interest at the rate of one percent
per month (unless otherwise provided under the terms of the contract) on all amounts owed by the contractor that remain unpaid seven (7) days
following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above. The date of mailing of any payment by U. S.
Mail is deemed to be payment to the addressee. These provisions apply to each sub-tier contractor performing under the primary contract. A
contractor's obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the Commonwealth. 3. Each prime
contractor who wins an award in which provision of a SWaM procurement plan is a condition to the award, shall deliver to the contracting agency or
institution, on or before request for final payment, evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls
arising from subcontractor default) with the SWaM procurement plan. Final payment under the contract in question may be withheld until such
certification is delivered and, if necessary, confirmed by the agency or institution, or other appropriate penalties may be assessed in lieu of withholding
such payment. 4. The Commonwealth of Virginia encourages contractors and subcontractors to accept electronic and credit card payments.
PRECEDENCE OF TERMS
The following General Terms and Conditions VENDORS MANUAL, APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN
PUBLIC CONTRACTING, IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, MANDATORY USE OF
STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF TERMS, 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 in this solicitation, the Special Terms and Conditions
shall apply.
QUALIFICATIONS OF BIDDERS
The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the bidder to perform the
services/furnish the goods and the bidder shall furnish to the Commonwealth all such information and data for this purpose as may be requested. The
Commonwealth reserves the right to inspect bidder's physical facilities prior to award to satisfy questions regarding the bidder's capabilities. The
Commonwealth further reserves the right to reject any bid if the evidence submitted by, or investigations of, such bidder fails to satisfy the
Commonwealth that such bidder is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods
contemplated therein.
TESTING AND INSPECTION
The Commonwealth reserves the right to conduct any test/inspection it may deem advisable to assure goods and services conform to the
specifications.
ASSIGNMENT OF CONTRACT
A contract shall not be assignable by the contractor in whole or in part without the written consent of the Commonwealth.
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 terms, conditions, or scope of the
contract. Any additional goods or services to be provided shall be of a sort that is ancillary to the contract goods or services, or within the same broad
product or service categories as were included in the contract award. Any increase or decrease in the price of the contract resulting from such
modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract. 2. The Purchasing Agency may
order changes within the general scope of the contract at any time by written notice to the contractor. Changes within the scope of the contract include,
but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation. The
contractor shall comply with the notice upon receipt, unless the contractor intends to claim an adjustment to compensation, schedule, or other
contractual impact that would be caused by complying with such notice, in which case the contractor shall, in writing, promptly notify the Purchasing
Agency of the adjustment to be sought, and before proceeding to comply with the notice, shall await the Purchasing Agency's written decision
affirming, modifying, or revoking the prior written notice. If the Purchasing Agency decides to issue a notice that requires an adjustment to
compensation, the contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency
a credit for any savings. Said compensation shall be determined by one of the following methods: a. By mutual agreement between the parties in
writing; or b. By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the
contractor accounts for the number of units of work performed, subject to the Purchasing Agency's right to audit the contractor's records and/or to
determine the correct number of units independently; or c. By ordering the contractor to proceed with the work and keep a record of all costs incurred
and savings realized. A markup for overhead and profit may be allowed if provided by the contract. The same markup shall be used for determining a
decrease in price as the result of savings realized. The contractor shall present the Purchasing Agency with all vouchers and records of expenses
incurred and savings realized. The Purchasing Agency shall have the right to audit the records of the contractor as it deems necessary to determine
costs or savings. Any claim for an adjustment in price under this provision must be asserted by written notice to the Purchasing Agency within thirty
(30) days from the date of receipt of the written order from the Purchasing Agency. If the parties fail to agree on an amount of adjustment, the question
of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes
provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia
Vendors Manual. Neither the existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the
contractor from promptly complying with the changes ordered by the Purchasing Agency or with the performance of the contract generally.
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.
TAXES
Sales to the Commonwealth of Virginia are normally exempt from State sales tax. State sales and use tax certificates of exemption, Form ST-12, will
be issued upon request. Deliveries against this contract shall usually be free of Federal excise and transportation taxes. The Commonwealth's excise
tax exemption registration number is 54-73-0076K. If sales or deliveries against the contract are not exempt, the contractor shall be responsible for the
payment of such taxes unless the tax law specifically imposes the tax upon the buying entity and prohibits the contractor from offering a tax-included
price.
USE OF BRAND NAMES
Unless otherwise provided in this solicitation, the name of a certain brand, make or manufacturer does not restrict bidders 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 is responsible to clearly and specifically identify the product being offered and to provide sufficient descriptive
literature, catalog cuts and technical detail to enable the Commonwealth 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 bidding only the information furnished
with the bid will be considered in the evaluation. Failure to furnish adequate data for evaluation purposes may result in declaring a bid nonresponsive.
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Unless the bidder clearly indicates in its bid that the product offered is an equivalent product, such bid will be considered to offer the brand name
product referenced in the solicitation.
TRANSPORTATION AND PACKAGING
By submitting their bids, all bidders 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.
INSURANCE
By signing and submitting a bid under this solicitation, the bidder certifies that if awarded the contract, it will have the following insurance coverage at
the time the contract is awarded. For construction contracts, if any subcontractors are involved, the subcontractor will have workers’ compensation
insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of Virginia. The bidder further certifies that the contractor and any
subcontractors will maintain these insurance coverages during the entire term of the contract and that all coverage will be provided by companies
authorized to sell insurance in Virginia by the Virginia State Corporation Commission. MINIMUM INSURANCE COVERAGES AND LIMITS: 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 shall be added as an additional insured to the policy by an endorsement. 4. Automobile Liability - $1,000,000 combined single limit. (Required
only if a motor vehicle not owned by the Commonwealth is to be used in the contract. Contractor must assure that the required coverage is maintained
by the Contractor (or third party owner of such motor vehicle.) Profession/Service Limits Accounting $1,000,000 per occurrence, $3,000,000 aggregate
Architecture $2,000,000 per occurrence, $6,000,000 aggregate Asbestos Design, Inspection or Abatement Contractors $1,000,000 per occurrence,
$3,000,000 aggregate Health Care Practitioner (to include Dentists, Licensed Dental Hygienists, Optometrists, Registered or Licensed Practical
Nurses, Pharmacists, Physicians, Podiatrists, Chiropractors, Physical Therapists, Physical Therapist Assistants, Clinical Psychologists, Clinical Social
Workers, Professional Counselors, Hospitals, or Health Maintenance Organizations.) Code of Virginia § 8.01-581.15
https://law.lis.virginia.gov/vacode/title8.01/chapter21.1/section8.01-581.15/ Insurance/Risk Management $1,000,000 per occurrence, $3,000,000
aggregate Landscape/Architecture $1,000,000 per occurrence, $1,000,000 aggregate Legal $1,000,000 per occurrence, $5,000,000 aggregate
Professional Engineer $2,000,000 per occurrence, $6,000,000 aggregate Surveying $1,000,000 per occurrence, $1,000,000 aggregate
ANNOUNCEMENT OF AWARD
Upon the award or the announcement of the decision to award a contract as a result of this solicitation, the purchasing agency will publicly post such
notice in eVA (www.eva.virginia.gov) for a minimum of 10 days.
DRUG-FREE WORKPLACE
Applicable for all contracts over $10,000: 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.
NONDISCRIMINATION
A bidder or contractor shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, sexual
orientation, gender identity, national origin, age, disability, faith-based organizational status, any other basis prohibited by state law relating to
discrimination in employment or because the bidder employs ex-offenders unless the state agency, department or institution has made a written
determination that employing ex-offenders on the specific contract is not in its best interest. If the award of this contract is made to a faith-based
organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious
character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body
shall offer the individual, within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from
an alternative provider.
eVA VENDOR REGISTRATION
The eVA Internet electronic procurement solution, web site portal www.eVA.virginia.gov, streamlines and automates government purchasing activities
in the Commonwealth. The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies. All vendors desiring to
provide goods and/or services to the Commonwealth shall participate in the eVA Internet e-procurement solution by completing the free eVA Vendor
Registration. All bidders must register in eVA and pay the Vendor Transaction Fees specified below; failure to register will result in the bid being
rejected. Vendor transaction fees are determined by the date the original purchase order is issued and the current fees are as follows: a. For orders
issued July 1, 2014, and after, the Vendor Transaction Fee is: (i) DSBSD-certified Small Businesses: 1%, capped at $500 per order. (ii) Businesses
that are not DSBSD-certified Small Businesses: 1%, capped at $1,500 per order. b. Refer to Special Term and Condition "eVA Orders and Contracts"
to identify the number of purchase orders that will be issued as a result of this solicitation with the eVA transaction fee specified above assessed for
each order. For orders issued prior to July 1, 2014, the vendor transaction fees can be found at www.eVA.virginia.gov. The specified vendor
transaction fee will be invoiced, by the Commonwealth of Virginia Department of General Services, typically within 60 days of the order issue date.
Any adjustments (increases/decreases) will be handled through purchase order changes.
AVAILABILITY OF FUNDS
It is understood and agreed between the parties herein that the agency shall be bound hereunder only to the extent that the legislature has
appropriated funds that are legally available or may hereafter become legally available for the purpose of this agreement.
SET-ASIDES AWARD PRIORITY
This solicitation is set-aside for award priority to DSBSD-certified micro businesses or small businesses when designated as "Micro Business Set-
Aside Award Priority" or "Small Business Set-Aside Award Priority" accordingly in the solicitation. DSBSD-certified micro businesses or small
businesses also includes DSBSD-certified women-owned and minority-owned businesses when they have received the DSBSD small business
certification. For purposes of award, bidders shall be deemed micro businesses or small businesses if and only if they are certified as such by DSBSD
on the due date for receipt of bids.
BID PRICE CURRENCY
Unless stated otherwise in the solicitation, bidders shall state bid prices in US dollars.
AUTHORIZATION TO CONDUCT BUS.
A contractor organized as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or registered as a registered
limited liability partnership shall be authorized to transact business in the Commonwealth as a domestic or foreign business entity if so required by
Title 13.1 or Title 50 of the Code of Virginia or as otherwise required by law. Any business entity described above that enters into a contract with a
public body pursuant to the Virginia Public Procurement Act shall not allow its existence to lapse or its certificate of authority or registration to transact
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business in the Commonwealth, if so required under Title 13.1 or Title 50, to be revoked or cancelled at any time during the term of the contract. A
public body may void any contract with a business entity if the business entity fails to remain in compliance with the provisions of this section.
CIVILITY IN STATE WORKPLACES
The contractor shall take all reasonable steps to ensure that no individual, while performing work on behalf of the contractor or any subcontractor in
connection with this agreement (each, a “Contract Worker”), shall engage in 1) harassment (including sexual harassment), bullying, cyber-bullying, or
threatening or violent conduct, or 2) discriminatory behavior on the basis of race, sex, color, national origin, religious belief, sexual orientation, gender
identity or expression, age, political affiliation, veteran status, or disability. The contractor shall provide each Contract Worker with a copy of this
Section and will require Contract Workers to participate in agency training on civility in the State workplace if contractor’s (and any subcontractor’s)
regular mandatory training programs do not already encompass equivalent or greater expectations. Upon request, the contractor shall provide
documentation that each Contract Worker has received such training. For purposes of this Section, “State workplace” includes any location,
permanent or temporary, where a Commonwealth employee performs any work-related duty or is representing his or her agency, as well as
surrounding perimeters, parking lots, outside meeting locations, and means of travel to and from these locations. Communications are deemed to
occur in a State workplace if the Contract Worker reasonably should know that the phone number, email, or other method of communication is
associated with a State workplace or is associated with a person who is a State employee. The Commonwealth of Virginia may require, at its sole
discretion, the removal and replacement of any Contract Worker who the Commonwealth reasonably believes to have violated this Section. This
Section creates obligations solely on the part of the contractor. Employees or other third parties may benefit incidentally from this Section and from
training materials or other communications distributed on this topic , but the Parties to this agreement intend this Section to be enforceable solely by
the Commonwealth and not by employees or other third parties.

Reminders
Information not provided

Vendor List
Information not provided

Free Form Vendor
Information not provided

Publishing Options
Pre-Bid Conference Type: 
Category: Equipment - Non-Technology
Pre-Bid Conference Date: Pre-Bid Conference Time: 
Publish Date: 5/31/2022 Publish Time: 3:15 PM
Close Date: 6/21/2022 Close Time: 1:00 PM
Open Responses Date: 6/22/2022 Open Responses Time: 10:00 AM
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Appendix I 
 

COUNTY OF FLUVANNA 
 

GENERAL TERMS, CONDITIONS AND 
INSTRUCTIONS TO BIDDERS AND 

CONTRACTORS 
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GENERAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS AND 
CONTRACTORS 

 
These General Terms, Conditions and Instructions to Bidders and Contractor (hereinafter 

referred to as the “General Conditions”) shall apply to all purchases and be incorporated into and 
be a part of each Solicitation (as defined below) and every Contract (as defined below) awarded 
by Fluvanna County, a political subdivision of the Commonwealth of Virginia (hereinafter 
referred to as the “County”) unless otherwise specified by the County in writing. Bidders, 
Offerors and Contractors or their authorized representatives are expected to inform themselves 
fully as to these General Conditions before submitting Bids or Proposals to and/or entering into 
any Contract with the County: failure to do so will be at the Bidder’s/Contractor’s own risk and 
except as provided by law, relief cannot be secured on the plea of error. 
 

Subject to all Federal, State and local laws, policies, resolutions, regulations, rules, 
limitations and legislation, including the County’s Procurement Policies and Procedures, Bids or 
Proposals on all Solicitations issued by County will bind Bidders or Offerors, as applicable, and 
Contracts will bind Contractors, to all applicable terms, conditions, instructions, rules and 
requirements herein set forth unless otherwise SPECIFICALLY set forth by the County in 
writing in the Solicitation or Contract.  All provisions of these General Conditions are material to 
any contract between the County and a Contractor. 
 
 

INTRODUCTION 

1. VIRGINIA PUBLIC PROCUREMENT ACT AND ETHICS IN PUBLIC 
CONTRACTING:  The Virginia Public Procurement Act of Virginia Code §§ 2.2-4300 
et seq. (hereinafter the “VPPA”) is incorporated herein by reference.  Nothing in these 
General Conditions is intended to conflict with the VPPA and in case of any conflict, the 
VPPA controls. Specifically, the provisions of Article 6 of the VPPA (Virginia Code §§ 
2.2-4367 through 2.2-4377) relating to ethics in contracting, shall be applicable to all 
Solicitations and Contracts solicited or entered into by the County.  By submitting their 
Bids or signing any Contract, all Bidders and Contractors certify that they have not 
violated any of the provisions of Article 6 of the VPPA, including, but not limited to, that  
their Bids are made without collusion or fraud and that they have not offered or received 
any kickbacks or inducements. 

2. DEFINITIONS:  The definitions of Virginia Code §§ 2.2-4301, 2.2-4302.1 and 2.2-
4302.2 are specifically incorporated herein by reference and as used in these General 
Conditions, whether capitalized or not, any of such defined terms have the same meaning 
as such terms have under the VPPA: such defined terms include: “Affiliate”, “Best 
Value”, “Business”, “Competitive Negotiation”, “Competitive Sealed Bidding”, 
“Construction”, “Construction Management Contract”, “Design-Build Contract”, 
“Employment Services Organization”, “Goods”, “Informality”, “Job Order Contracting”, 
“Multiphase Professional Services Contract”, “Nonprofessional Services”, “Potential 
Bidder or Offeror”, “Professional Services”, “Public Body”, “Public Contract”, 
“Responsible Bidder or Offeror”, “Responsive Bidder”, “Reverse Auctioning” and 
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“Services”.  Additionally, as used in these General Conditions, the following terms, 
whether capitalized or not, have the following meanings: 

a. Bid/Proposal:  The offer of a Bidder or Offeror to provide specific Goods or 
Services at specified prices and/or other conditions specified in the Solicitation. 
The term “Bid” is used throughout these General Conditions and where 
appropriate includes the term “Proposal” or any modifications or amendments to 
any Bid or Proposal. 

b. Bidder/Offeror/Vendor:  Any individual(s), company, firm, corporation, 
partnership or other organization bidding or offering on any Solicitation issued by 
the County and/or offering to enter into Contracts with the County.  The term 
“Bidder” is used throughout these General Conditions and where appropriate 
includes the term “Offeror” and/or “Vendor”. 

c. Contract:  Any contract to which the County will be a party.   

d. Contractor:  Any individual(s), company, firm, corporation, partnership, or other 
organization to whom an award is made by the County or whom enters into any 
contract to which the County is a party. 

e. County:  The County of Fluvanna, a political subdivision of the Commonwealth 
of Virginia, including where applicable all agencies and departments of the 
County. 

f. County Administrator:  The Fluvanna County Administrator. 

g. County Attorney:  The Fluvanna County Attorney. 

h. Purchasing Agent:  The County Administrator is the County’s Purchasing Agent 
and is responsible for the purchasing activity of Fluvanna County; and has 
signatory authority to bind the County to all contracts and purchases made 
lawfully under the Fluvanna County Small Purchasing Procedures.  The 
Purchasing Agent has signatory authority to bind the County to all other contracts 
and purchases only after the contracts or purchases have been approved by a vote 
of the Fluvanna County Board of Supervisors.  

i. General Terms, Conditions and Instructions to Bidders and Contractors (also 
referred to herein as the “General Conditions”): These General Terms, Conditions 
and Instructions to Bidders and Contractors shall be attached to and made a part 
of all Solicitations by the County and all Contracts to which the County is party. 

j. His:  Any references to “his” shall include his, her, their, or its as appropriate. 

k. Invitation to Bid (also referred to herein as an “IFB”):  A request which is made to 
prospective Bidders for their quotation on Goods or Services desired by the 
County.  The issuance of an IFB will contain or incorporate by reference the 
General Conditions and the other specifications and contractual terms and 
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conditions applicable to the procurement. 

l. Purchasing Officer:  The Purchasing Officer employed by the County and to 
whom Bidders/Contractors can submit questions relating to any Bid or Contract. 

m. Request for Proposal (also referred to herein as a “RFP”):  A request for an offer 
from prospective Offerors which shall indicate the general terms which are sought 
to be procured from Offerors.  The RFP will specify the evaluation factors to be 
used and will contain or incorporate by reference the General Conditions and 
other applicable contractual terms and conditions, including any unique 
capabilities or qualifications that will be required of the Contractor. 

n. Small Purchasing Procedures:  The County’s Small Purchasing Procedures, being 
Chapter 4 of the County’s Procurement Policies and Procedures, a method of 
purchasing not requiring competitive sealed bids or competitive negotiation for 
single or term contracts for goods and services other than professional services if 
the aggregate or the sum of all phases is not expected to exceed $50,000; and also 
allowing for single or term contracts for professional services without requiring 
competitive negotiation, provided the aggregate or the sum of all phases is not 
expected to exceed $50,000. 

o. Solicitation:  The process of notifying prospective Bidders or Offerors that the 
County wishes to receive Bids or Proposals on a set of requirements to provide 
Goods or Services.  “Solicitation” includes any notification of the County 
requirements may consist of public advertising (newspaper, County’s website, or 
other electronic notification), the mailing of notices of Solicitation, any Invitation 
for Quotes (“IFQ”), Initiations to Bid (“IFB”), or Requests for Proposal (“RFP”), 
the public posting of notices, issuance of an Open Market Procurement (“OMP”), 
or telephone calls to prospective Bidders or Offerors. 

p. State:  The Commonwealth of Virginia. 

3. AUTHORITY: The Purchasing Agent shall serve as the principal public purchasing 
official for the County, and shall be responsible for the procurement of goods, services, 
insurance and construction in accordance with the County’s Procurement Policies and 
Procedures.  The Purchasing Agent has responsibility and authority for negotiating, 
placing and when necessary modifying every Solicitation, Contract and purchase order 
issued by the County under the County’s Small Purchasing Procedures.  The Purchasing 
Agent has signatory authority to bind the County to all contracts and purchases made 
lawfully under the County’s Small Purchasing Procedures.  The Purchasing Agent has 
responsibility and authority for negotiating, placing and when necessary modifying every 
other Solicitation, Contract and purchase order issued by the County except that the 
Purchasing Agent has signatory authority to bind the County to all other contracts and 
purchases ONLY after the contracts or purchases have been adopted and approved by a 
vote of the Fluvanna County Board of Supervisors (the “Board”).   
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Unless specifically delegated by the Board or the Purchasing Agent, and consistent with 
the limited authority granted thereto, no other County officer or employee is authorized to 
order supplies or Services, enter into purchase negotiations or Contracts, or in any way 
obligate the County for any indebtedness.  Any purchase or contract made which is 
contrary to such authority shall be of no effect and void and the County shall not be 
bound thereby.   
 
For convenience, the County’s Purchasing Officer shall serve as an intermediary between 
the Purchasing Agent and the Bidder or Contractor and any Bidder or Contractor may 
direct communications regarding any purchase, Solicitation or Contract to the Purchasing 
Officer; however as stated supra only the Board or County’s Purchasing Agent can bind 
the County and only upon the conditions stated supra.  
 

CONDITIONS OF BIDDING 
 

4. COMPETITION INTENDED:  It is the County’s intent to encourage and permit open 
and competitive bidding in all Solicitations.  It shall be the Bidder’s responsibility to 
advise the County in writing if any language, requirement, specification, etc., or any 
combination thereof, stifles competition or inadvertently restricts or limits the 
requirements stated in a Solicitation to a single source.  The County must receive such 
notification not later than seven (7) business days prior to the deadline set for acceptance 
of the Bids.  In submitting a Bid, the Bidder guarantees that he or she has not been a party 
with other Bidders to an agreement to bid a fixed or uniform price.  Violation of this 
implied guarantee shall render the Bid of any Bidder involved void.   
 

5. DISCRIMINATION PROHIBITED:  Pursuant to Virginia Code § 2.2-4310, the 
County does not discriminate against Bidders, Offerors or Contractors because of race, 
religion, color, sex, national origin, age, disability, status as a service disabled veteran, or 
any other basis prohibited by state law relating to discrimination in employment.  
Whenever solicitations are made, the County shall include businesses selected from a list 
made available by the Department of Small Business and Supplier Diversity.  Pursuant to 
Virginia Code § 2.2-4343.1, the County does not discriminate against “faith-based 
organizations”, being a religious organization that is or applies to be a contractor to 
provide goods or services for programs funded by the block grant provided pursuant to 
the Personal Responsibility and Work Reconciliation Act of 1996, P.L. 104-193.   
 

6. CLARIFICATION OF TERMS: Pursuant to Virginia Code § 2.2-4316, if any Bidder 
has questions or comments about the specifications or other Solicitation documents, the 
prospective Bidder should contact the County no later than seven (7) business days prior 
to the date set for the opening of Bids or receipt of Proposals.  Any revisions to the 
Solicitation will be made only by written addendum issued by the County.  Notifications 
regarding specifications may not be considered if received in less than seven (7) business 
days of the date set for opening of Bids/receipt of Proposals. 
 

7. MANDATORY USE OF COUNTY FORM AND TERMS AND CONDITIONS: 
Unless otherwise specified in the Solicitation, all Bids must be submitted on the forms 
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provided by the County, including but not limited to, a Cover Sheet or Pricing Schedule, 
if applicable, properly signed in ink in the proper spaces and submitted in a sealed 
envelope or package.  Unauthorized modification of or additions to any portion of the 
Solicitation may be cause for rejection of the Bid.  However, the County reserves the 
right to decide, on a case by case basis, in its sole discretion, whether to reject any Bid or 
Proposal which has been modified.  These General Conditions are mandatory provisions 
of all Solicitations and all Contracts of the County. 
 

8. LATE BIDS & MODIFICATION OF BIDS:   Any Bid or modification thereto 
received at the office designated in the Solicitation after the exact time specified for 
receipt of the Bid is considered a late Bid or modification thereof.  The County is not 
responsible for delays in the delivery of the mail by the U.S. Postal Service, private 
carriers or the inter-office mail system.  It is the sole responsibility of the Bidder to 
ensure their Bid reaches County by the designated date and hour. The following rules 
apply to all Bids submitted to the County:  
 

a. The official time used in the receipt of Bids/Proposals is that time on the 
automatic time stamp machine in the Finance Department; 

b. Late Bids or modifications thereof will be returned to the Bidder UNOPENED, if 
Solicitation number, due date and Bidder’s return address is shown on the 
container; 

c. If a Bid is submitted on time, however a modification thereto is submitted after 
the due date and time, then the County in its sole discretion may choose to 
consider the original Bid except that the County may not consider such original 
Bid if the Bid is withdrawn by the Bidder pursuant to Section 9 below; and 

d. If an emergency or unanticipated event or closing interrupts or suspends the 
County’s normal business operations so that Bids cannot be received by the exact 
time specified in the Solicitation, then the due date/time specified for receipt of 
Bids will be deemed to be extended to the same time of day specified in the 
Solicitation on the first work day on which normal County business operations 
resume.   
 

9. WITHDRAWAL OF BIDS: 
 

a. Pursuant to Virginia Code § 2.2-4330, a Bidder for a public construction contract, 
other than a contract for construction or maintenance of public highways, may 
withdraw his Bid from consideration if the price bid was substantially lower than 
the other Bids due solely to a mistake in the Bid, provided the Bid was submitted 
in good faith, and the mistake was a clerical mistake as opposed to a judgment 
mistake, and was actually due to an unintentional arithmetic error or an 
unintentional omission of a quantity of work, labor or material made directly in 
the compilation of a Bid, which unintentional arithmetic error or unintentional 
omission can be clearly shown by objective evidence drawn from inspection of 
original work papers, documents and materials used in the preparation of the Bid 
sought to be withdrawn.  
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If a Bid contains both clerical and judgment mistakes, a Bidder may withdraw his 
Bid from consideration if the price bid would have been substantially lower than 
the other Bids due solely to the clerical mistake, that was an unintentional 
arithmetic error or an unintentional omission of a quantity of work, labor or 
material made directly in the compilation of a Bid that shall be clearly shown by 
objective evidence drawn from inspection of original work papers, documents and 
materials used in the preparation of the Bid sought to be withdrawn.  The Bidder 
shall give notice in writing to the County of his or her claim of right to withdraw 
his or her Bid within two (2) business days after the conclusion of the Bid 
opening procedure and shall submit original work papers with such notice. 
 

b. A Bidder for a Contract other than for public construction may request withdrawal 
of his or her Bid under the following circumstances: 
 

i. Bids may be withdrawn on written request from the Bidder received at the 
address shown in the Solicitation prior to the time of opening. 

ii. Requests for withdrawal of Bids after opening of such Bids but prior to 
award shall be transmitted to the County, in writing, accompanied by full 
documentation supporting the request.  If the request is based on a claim 
of error, documentation must show the basis of the error.  Such 
documentation may take the form of supplier quotations, Bidder work 
sheets, etc.  If Bid bonds were tendered with the Bid, the County may 
exercise its right of collection. 
 

c. No Bid may be withdrawn under this Section 9 when the result would be the 
awarding of the Contract on another Bid of the same Bidder or of another Bidder 
in which the ownership of the withdrawing Bidder is more than five percent (5%).   
 

d. If a Bid is withdrawn under the authority of this Section 9 the lowest remaining 
Bid shall be deemed to be the low Bid.   

 
e. No Bidder who, is permitted to withdraw a Bid shall, for compensation, supply 

any material or labor to or perform any subcontract or other work agreement for 
the person or firm to whom the Contract is awarded or otherwise benefit, directly 
or indirectly, from the performance of the project for which the withdrawn Bid 
was submitted.  

 
f. The County shall notify the Bidder in writing within five (5) business days of its 

decision regarding the Bidder's request to withdraw its Bid. If the County denies 
the withdrawal of a Bid under the provisions of this Section 9, it shall State in 
such notice the reasons for its decision and award the Contract to such Bidder at 
the Bid price, provided such Bidder is a responsible and responsive Bidder. At the 
same time that the notice is provided, the County shall return all work papers and 
copies thereof that have been submitted by the Bidder.  
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g. Under these procedures, a mistake shall be proved only from the original work 
papers, documents and materials delivered as required herein. The work papers, 
documents and materials submitted by the bidder shall, at the bidder's request, be 
considered trade secrets or proprietary information subject to the conditions of 
subsection F of Virginia Code § 2.2-4342. 

 
10. ERRORS IN BIDS: When an error is made in extending total prices, the unit Bid price 

will govern.  Erasures in Bids must be initialed by the Bidder.  Carelessness in quoting 
prices, or otherwise in preparation of the Bid, will not relieve the Bidder.  
Bidders/Offerors are cautioned to recheck their Bids for possible error.  Errors discovered 
after public opening cannot be corrected and the Bidder will be required to perform if his 
or her Bid is accepted. 

 
11. IDENTIFICATION ON BID ENVELOPE:  All Bids, Proposals and requested copies 

thereof submitted to the County shall be in a separate envelope or package, sealed and 
identified with the following information clearly marked on the outside of the envelope 
or package: 
 

a. Addressed as indicated on page 1 of the solicitation; 
b. Solicitation number; 
c. Title; 
d. Bid due date and time; 
e. Bidder’s name and complete mailing address (return address); and 
f. Pursuant to Virginia Code § 2.2-4311.2, the Bidder’s identification number issued 

by the State Corporation Commission, or if the bidder is not required to be 
authorized to transact business in the Commonwealth as a foreign business entity 
under Title 13.1 or Title 50 or as otherwise required by law shall include in its 
bids or proposal a statement describing why the bidder or offeror is not required 
to be so authorized.  
 

If a Bid is not addressed with the information as shown above, the Bidder takes the risk 
that the envelope may be inadvertently opened and the information compromised, which 
may cause the Bid to be disqualified.  Bids may be hand delivered to the designated 
location in the County’s offices.  No other correspondence or other Proposals/Bids should 
be placed in the envelope.  Any Bidder or Offeror that fails to provide the information 
required in (f) above shall not receive an award unless a waiver is specifically granted by 
the County Administrator. 
 

12. ACCEPTANCE OF BIDS: Unless otherwise specified, all formal Bids or Proposals 
submitted shall be valid for a minimum period of one hundred twenty (120) calendar days 
following the date established for opening or receipt, respectively, unless extend by 
mutual agreement of the parties.  At the end of the one hundred twenty (120) calendar 
days the Bid/Proposal may be withdrawn at the written request of the Bidder.  Thereafter, 
unless and until the Proposal is withdrawn, it remains in effect until an award is made or 
the Solicitation is canceled by the County.  The County may cancel any Solicitation at 
any time by notice of such cancelation to the Bidders. 
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13. COMPLETENESS:  To be responsive, a Bid must include all information required by 

the Solicitation.   
 

14. CONDITIONAL BIDS: Conditional Bids are subject to rejection in whole or in part. 
 
15. RESPONSE TO SOLICITATIONS: In the event a Bidder cannot submit a Bid on a 

Solicitation, the Bidder is requested to return the Solicitation cover sheet with an 
explanation as to why the Bidder is unable to Bid on these requirements, or if there be no 
cover sheet for the Solicitation a letter to the County explaining the same.   

 
16. BIDDER INTERESTED IN MORE THAN ONE BID AND COLLUSION: More 

than one bid from an individual, firm, partnership, corporation or association under the 
same or different name will be rejected. Reasonable grounds for believing that a bidder is 
interested in more than one bid for the work contemplated will cause rejection of all bids 
in which the bidder is interested. Any or all bids may be rejected if there is any reason 
for believing that collusion exists among the bidders. Participants in such collusion may 
not be considered in future bids for the same work. Each bidder, as a condition of 
submitting a bid, shall certify that he is not a party to any collusive action as herein 
defined. However, a party who has quoted prices on work, materials, or supplies to a 
Bidder is not thereby disqualified from quoting prices to other Bidders or firms 
submitting a Bid directly for the work, materials or supplies. 

 
17. BID OPENING: Pursuant to Virginia Code § 2.2-4301, all Bids received in response to 

an IFB will be opened at the date, time and place specified, and announced publicly, and 
made available for inspection as provided in Section 21 of these General Conditions.   
Proposals received in response to an RFP will be made available for inspection as 
provided in Section 21 of these General Conditions. 

 
18. TAX EXEMPTION: The County is exempt from the payment of any federal excise or 

any Virginia sales tax.  The price bid must be net, exclusive of taxes. Tax exemption 
certificates will be furnished if requested by the Bidder.  
 

19. DEBARMENT STATUS: By submitting their Bids, Bidders certify that they are not 
currently debarred from submitting Bids on Contracts by the County, nor are they an 
agent of any person or entity that is currently debarred from submitting Bids or Proposals 
on Contracts by the County or any agency, public entity/locality or authority of the State.   
 

20. NO CONTACT POLICY: No Bidder shall initiate or otherwise have contact related to 
the Solicitation with any County representative or employee, other than the Purchasing 
Officer or Purchasing Agent, after the date and time established for receipt of Bids.  Any 
contact initiated by a Bidder with any County representative, other than the Purchasing 
Officer or Purchasing Agent, concerning this Solicitation is prohibited and may cause the 
disqualification of the Bidder. 
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21. VIRGINIA FREEDOM OF INFORMATION ACT: As provided under Virginia Code 
§ 2.2-4342, all proceedings, records, Contracts and other public records relating to 
procurement transactions shall be open to the inspection of any citizen, or any interested 
person, firm or corporation, in accordance with the Virginia Freedom of Information Act 
of Virginia Code §§ 2.2-3700 et seq., except: 
 

a. Cost estimates relating to a proposed procurement transaction prepared by or for 
the County shall not be open to public inspection; 

b. Any competitive sealed bidding Bidder, upon request, shall be afforded the 
opportunity to inspect Bid records within a reasonable time after the opening of 
Bids but prior to award, except in the event that the County decides not to accept 
any of the Bids and to reopen the Contract. Otherwise, Bid records shall be open 
to public inspection only after award of the Contract; 

c. Any competitive negotiation Offeror, upon request, shall be afforded the 
opportunity to inspect Proposal records within a reasonable time after the 
evaluation and negotiations of Proposals are completed but prior to award except 
in the event that the County decides not to accept any of the Proposals and to 
reopen the Contract. Otherwise, Proposal records shall be open to the public 
inspection only after award of the Contract; 

d. Any inspection of procurement transaction records under this Section 21 shall be 
subject to reasonable restrictions to ensure the security and integrity of the 
records; 

e. Trade secrets or proprietary information submitted by a Bidder, Offeror or 
Contractor in connection with a procurement transaction shall not be subject to 
public disclosure under the Virginia Freedom of Information Act; however, the 
Bidder, Offeror or Contractor must invoke the protections of this Section 21 prior 
to or upon submission of the data or other materials, and must identify the data or 
other materials to be protected and State the reasons why protection is necessary; 
and 

f. Nothing contained in this Section 21 shall be construed to require the County, 
when procuring by “competitive negotiation” (RFP), to furnish a Statement of 
reasons why a particular Proposal was not deemed to be the most advantageous to 
the County.  
 

22. CONFLICT OF INTEREST: Bidder/Contractor certifies by signing any Bid/Contract 
to/with the County that no conflict of interest exists between Bidder/Contractor and 
County that interferes with fair competition and no conflict of interest exists between 
Bidder/Contractor and any other person or organization that constitutes a conflict of 
interest with respect to the Bid/Contract with the County. 

 
SPECIFICATIONS 

 
23. OMISSIONS OR DISCREPANCIES:  Any items or parts of any equipment listed in a 

Solicitation which are not fully described or are omitted from such specification, and 
which are clearly necessary for the completion of such equipment and its appurtenances, 
shall be considered a part of such equipment although not directly specified or called for 
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in the specifications.  Should a Bidder find a discrepancy or ambiguity in, or an omission 
from, the Solicitation, including the drawings and/or specifications, he or she shall so 
notify the County within twenty-four (24) hours of noting the discrepancy, ambiguity or 
omission and in any event no less than five (5) days prior to the date set for the opening 
of Bids.  If necessary, the County will send a written addendum for clarification to all 
Bidders no later than three (3) days before the date set for opening of Bids.  Any 
notification regarding specifications received less than five (5) days prior to the date set 
for the opening of Bids may or may not be considered by the County in its sole 
discretion.  The Bidder shall abide by and comply with the true intent of the 
specifications and not take advantage of any unintentional error or omission, but shall 
fully complete every part as the true intent and meaning of the specifications and 
drawings.  Whenever the mention is made of any articles, material or workmanship to be 
in accordance with laws, ordinances, building codes, underwriter’s codes, A.S.T.M. 
regulations or similar expressions, the requirements of these laws, ordinances, etc., shall 
be construed as to the minimum requirements of these specifications. 
 

24. BRAND NAME OR EQUAL ITEMS: Pursuant to Virginia Code § 2.2-4315, unless 
otherwise provided in the Solicitation, the name of a certain brand, make or manufacturer 
does not restrict Bidders to the specific brand, make or manufacturer named; it conveys 
the general style, type, character, and quality of the article desired, and any article which 
the County in its sole discretion determines to be the equal of that specified, considering 
quality, workmanship, economy of operation, and suitability for the purpose intended, 
shall be accepted. The Bidder is responsible to clearly and specifically indicate the 
product being offered and to provide sufficient descriptive literature, catalog cuts and 
technical detail to enable the County 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 bidding, only the information 
furnished with the Bid will be considered in the evaluation.  Failure to furnish adequate 
data for evaluation purposes may result in declaring a Bid non-responsive.  Unless the 
Bidder clearly indicates in its Bid that the product offered is "equal" product, such Bid 
will be considered to offer the brand name product referenced in the Solicitation. 
 

25. FORMAL SPECIFICATIONS: When a Solicitation contains a specification which 
states no substitutes, no deviation therefrom will be permitted and the Bidder will be 
required to furnish articles in conformity with that specification. 
 

26. CONDITION OF ITEMS: Unless otherwise specified in the Solicitation, all items shall 
be new, in first class condition. 
 

AWARD 
 
27. RESPONSIBLE BIDDERS:  In determining whether a Bidder is a responsible Bidder 

as defined herein, at minimum, the following criteria will be considered: 
 

a. The ability, capacity and skill of the Bidder to perform the Contract or provide the 
service required under the Solicitation; 
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b. Whether the Bidder can perform the Contract or provide the service promptly, or 
within the time specified, without delay or interference; 

c. The character, integrity, reputation, judgment, experience and efficiency of the 
Bidder; 

d. The quality of performance of previous Contracts or Services; 
e. The previous and existing compliance by the Bidder with laws and ordinances 

relating to the Contract or Services; 
f. The sufficiency of the financial resources and ability of the Bidder to perform the 

Contract or provide the service; 
g. The quality, availability and adaptability of the Goods or Services to the particular 

use required; 
h. The ability of the Bidder to provide future maintenance and service for the use of 

the subject of the Contract; 
i. The number and scope of the conditions attached to the Bid; 
j. Whether the Bidder is in arrears to the County on debt or Contract or is a defaulter 

on surety to the County or whether the Bidder's County taxes or assessments are 
delinquent; and 

k. Such other information as may be secured by the County, the Purchasing Agent or 
the Purchasing Officer having a bearing on the decision to award the Contract. If 
an apparent low Bidder is not awarded a Contract for reasons of 
nonresponsibility, the County shall so notify that Bidder and shall have recorded 
the reasons in the Solicitation or Contract file. 
 

28. AWARD OR REJECTION OF BIDS; WAIVER OF INFORMALITIES: The 
County shall award the Contract to the lowest responsive and responsible Bidder 
complying with all provisions of the IFB, provided the Bid price is reasonable and it is in 
the best interest of the County to accept it.  Awards made in response to a RFP will be 
made to the highest qualified Offeror whose Proposal is determined, in writing, to be the 
most advantageous to the County taking into consideration the evaluation factors set forth 
in the RFP.  The County reserves the right to award a Contract by individual items, in the 
aggregate, or in combination thereof, or to reject any or all Bids and to waive any 
informality in Bids received whenever such rejection or waiver is in the best interest of 
the County.  Award may be made to as many Bidders/Offerors as deemed necessary to 
fulfill the anticipated requirements of the County.  The County also reserves the right to 
reject the Bid if a Bidder is deemed to be a non-responsible Bidder.  Pursuant to Virginia 
Code § 2.2-4319, an IFB, a RFP, any other solicitation, or any and all bids or proposals, 
may be canceled or rejected by the County at any time. The reasons for cancellation or 
rejection shall be made part of the contract file. The County shall not cancel or reject an 
IFB, a RFP, any other solicitation, bid or proposal solely to avoid awarding a contract to 
a particular responsive and responsible bidder or offeror. 

29. EXCLUSION OF INSURANCE BIDS PROHIBITED:  Pursuant to Virginia Code § 
2.2-4320, notwithstanding any other provision of law or these General Conditions, no 
insurer licensed to transact the business of insurance in the State or approved to issue 
surplus lines insurance in the State shall be excluded from presenting an insurance bid 
proposal to the County in response to a RFP or an IFB; excepting that the County may 
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debar a prospective insurer pursuant to its Debarment Policy, see Chapter 2 of the 
County’s Procurement Policies and Procedures. 

30. ANNOUNCEMENT OF AWARD: Upon the award or announcement of the decision to 
award a Contract as a result of this Solicitation, the County will publicly post such notice 
on the County’s bulletin board located at 72 Main Street, 2nd Floor, Palmyra, Virginia 
22963.  Award results may also be viewed on the County’s website. 

31. QUALIFICATIONS OF BIDDERS OR OFFERORS: The County may make such 
reasonable investigations as deemed proper and necessary to determine the ability of the 
Bidder to perform the work/furnish the item(s) and the Bidder shall furnish to the County 
all such information and data for this purpose as may be requested.  The County reserves 
the right to inspect Bidder’s physical facilities prior to award to satisfy questions 
regarding the Bidder’s capabilities.  The County further reserves the right to reject any 
Bid or Proposal if the evidence submitted by or investigations of, such Bidder fails to 
satisfy the County that such Bidder is properly qualified to carry out the obligations of 
the Contract and to complete the work/furnish the item(s) contemplated therein. 

32. TIE BIDS AND PREFERENCE FOR VIRGINIA PRODUCTS WITH RECYCLED 
CONTENT AND FOR VIRGINIA FIRMS:  
 

a. Pursuant to Virginia Code § 2.2-4328, in the case of a tie bid on an IFB only, the 
County may give preference to Goods, Services and construction produced in 
Fluvanna County or provided by persons, firms or corporations having principal 
places of business in Fluvanna County.  If such choice is not available, preference 
shall then be given to Goods produced in Virginia, or for goods, services or 
construction provided by Virginia persons, firms, corporations, pursuant Virginia 
Code § 2.2-4324.  If no County or State choice is available, the tie shall be 
decided publicly by lot.  The decision by the County to make award to one or 
more such Bidders shall be final. 

b. Whenever the lowest responsive and responsible bidder is a resident of any other 
state and such state under its laws allows a resident contractor of that state a 
percentage preference, a like preference shall be allowed to the lowest responsive 
and responsible bidder who is a resident of Virginia and is the next lowest bidder. 
If the lowest responsive and responsible bidder is a resident of any other state and 
such state under its laws allows a resident contractor of that state a price-matching 
preference, a like preference shall be allowed to responsive and responsible 
bidders who are residents of Virginia. If the lowest bidder is a resident contractor 
of a state with an absolute preference, the bid shall not be considered. The 
Department of General Services shall post and maintain an updated list on its 
website of all states with an absolute preference for their resident contractors and 
those states that allow their resident contractors a percentage preference, 
including the respective percentage amounts. For purposes of compliance with 
this Section 32, the County may rely upon the accuracy of the information posted 
on this website. 

c. Notwithstanding the provisions of subsections a and b, in the case of a tie bid in 
instances where goods are being offered, and existing price preferences have 
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already been taken into account, preference shall be given to the bidder whose 
goods contain the greatest amount of recycled content. 

d. For the purposes of this Section 32, a Virginia person, firm or corporation shall be 
deemed to be a resident of Virginia if such person, firm or corporation has been 
organized pursuant to Virginia law or maintains a principal place of business 
within Virginia. 

 
33. NEGOTIATION WITH LOWEST RESPONSIBLE BIDDER: Pursuant to Virginia 

Code § 2.2-4318, unless cancelled or rejected, a responsive Bid from the lowest 
responsible Bidder shall be accepted as submitted, except that if the Bid from the lowest 
responsible Bidder exceeds available funds, the County may negotiate with the apparent 
low Bidder to obtain a Contract price within available funds. However, the negotiation 
may be undertaken only under conditions and procedures described in writing and 
approved by the County prior to issuance of the IFB and summarized therein. 

 
CONTRACT PROVISIONS 

 
34. APPLICABLE LAW AND COURTS:  Any Bid or Contract resulting from a 

Solicitation and its terms, including, but not limited to, the parties’ obligations under it, 
and the remedies available to each party for breach of it, shall be governed by, construed 
and interpreted in accordance with the laws of the Commonwealth of Virginia, and 
exclusive jurisdiction and venue of any dispute or matters involving litigation between 
the parties hereto shall be in the courts of Fluvanna County, Virginia. Any jurisdiction’s 
choice of law, conflict of laws, rules, or provisions, including those of the 
Commonwealth of Virginia, that would cause the application of any laws other than those 
of the Commonwealth of Virginia, shall not apply.  The Contractor shall comply with 
applicable federal, State and local laws, ordinances, rules and regulations in performance 
of the Contract. 
 

35. PROVISION AND OWNERSHIP OF INFORMATION:  The County shall make a 
good faith effort to identify and make available to the Contractor all non-confidential 
technical and administrative data in the County’s possession which the County may 
lawfully release including, but not limited to Contract specifications, drawings, 
correspondence, and other information specified and required by the Contractor and 
relating to its work under any Contract.  The County reserves its rights of ownership to 
all material given to the Contractor by the County and to all background information 
documents, and computer software and documentation developed by the Contractor in 
performing any Contract. 
 

36. DOCUMENTS:  All documents, including but not limited to data compilations, 
drawings, reports and other material, whether in hard copy or electronic format, prepared, 
developed or furnished by the Contractor pursuant to any Contract shall be the sole 
property of the County.  At the direction of the County, the Contractor shall have the 
right to make copies of the documents produced available to other parties.  The County 
shall be entitled to delivery of possession of all documents, upon payment in accordance 
with the terms of any Contract for the service incurred to produce such documents. 
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37. CONFIDENTIALITY:  Contractor shall not publish, copyright or otherwise disclose or 

permit to be disclosed or published, the results of any work performed pursuant to this 
contract, or any particulars thereof, including forms or other materials developed for the 
County  in connection with the performance by Contractor of its services hereunder, 
without prior written approval of the County.  Contractor, cognizant of the sensitive 
nature of much of the data supplied by the County, shall not disclose any information 
(other than information which is readily available from sources available to the general 
public) obtained by it in the course of providing services hereunder without the prior 
written approval of the County, unless disclosure of such information by it is required by 
law, rule or regulation or the valid order of a court or administrative agency. 
 

38. INDEPENDENT CONTRACTOR:  The Contractor and any agents, or employees of 
the Contractor, in the performance of any Contract shall act as an independent contractor 
and not as officers, employees or agents of the County. 
 

39. INSURANCE: The Contractor agrees that, during the period of time it renders services 
to the County pursuant to any Contract, it shall carry (and provide the County with 
evidence of coverage) the following minimum amounts of  insurance: 

 
  Automobile   $500,000 Liability 
        Medical Payment 
        Comprehensive 
        Collision 
  Public Liability  $1,000,000 
 
  Professional Liability  $1,000,000 
 
  Excess Liability  $2,000,000  Aggregate Over 
        Above Policy Limits 
        (Excluding Professional Liability) 
 
  Worker’s Compensation Amount required by Virginia law 
 

The Contract may specifically require the Contractor to carry higher minimum amounts 
of insurance.   

 
In addition, the Contractor shall require, and shall include in every subcontract, that any 
subcontractor providing any goods or services related to such Contract obtain, and 
continue to maintain for the duration of the work, workers’ compensation coverage in the 
amount required by Virginia law. 
 

40. KEY PERSONNEL:  For the duration of any Contract, the Contractor shall make no 
substitutions of key personnel unless the substitution is necessitated by illness, death, or 
termination of employment, or as expressly approved by the County.  The Contractor 
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shall notify the County within five (5) calendar days after the occurrence of any of these 
events and provide the information required by the paragraph below. 
 
The Contractor shall provide a detailed explanation of the circumstances necessitating 
any proposed substitution, complete resumes for the proposed substitute, and any 
additional information requested by the County.  The proposed substitute should have 
comparable qualifications to those of the person being replaced.  The County will notify 
the Contractor within fifteen (15) calendar days after receipt of all required information 
of its approval or disapproval of the proposed substitution. 
 

41. SEVERABILITY:  If any term, covenant or provision of these General Conditions or 
any Contract shall be held to be invalid, illegal or unenforceable in any respect, these 
General Conditions and any Contract shall remain in effect and be construed without 
regard to such provision. 

 
42. TITLES:  The titles and section headings herein and in any Contract are inserted solely 

for convenience and are not to be construed as a limitation on the scope of the provisions 
to which they refer. 
 

43. ATTORNEYS’ FEES:  In the event of a dispute between the County and Contractor 
under any Contract which cannot be amicably resolved, in addition to all other remedies, 
the party substantially prevailing in any litigation shall be entitled to recover its 
reasonable expenses, including, but not limited to, reasonable attorneys' fees. 
 

44. NO WAIVER:  Neither any payment for, nor acceptance of, the whole or any part of the 
services by the County, nor any extension of time, shall operate as a waiver of any 
provision of any Contract, nor of any power herein reserved to the County, or any right to 
damages herein provided, nor shall any waiver of any breach of any Contract be held to 
be a waiver of any other or subsequent breach.  Failure of the County to require 
compliance with any term or condition of any Contract shall not be deemed a waiver of 
such term or condition or a waiver of the subsequent enforcement thereof. 

 
45. NO FINANCE CHARGES:  No finance charges shall be paid by the County. 
 
46. ANTITRUST: By entering into a Contract, the Contractor conveys, sells, assigns, and 

transfers to the County all rights, title and interest in and to all causes of the action it may 
now have or hereafter acquire under the antitrust law of the United States or the State, 
relating to the particular Goods or Services purchased or acquired by the County under 
said Contract.   Consistent and continued tie bidding could cause rejection of Bids by the 
County and/or investigation for antitrust violations. 
 

47. PAYMENT:  Pursuant to Virginia Code § 2.2-4352, unless more time is provided in the 
Solicitation or Contract, payment will be made forty-five (45) days after receipt by the 
County of a proper invoice, or forty-five (45) days after receipt of all Goods or 
acceptance of work, whichever is later.  The County reserves the right to withhold any or 
all payments or portions thereof for Contractor's failure to perform in accordance with the 
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provision of the Contract or any modifications thereto.  Within twenty (20) days of 
receipt of proper invoice or of goods or services, the County shall notify the Contractor if 
any defect or impropriety that would prevent payment by the payment date.  The 
following provisions apply to such payments: 
 

a. Invoices for items/Services ordered, delivered/performed and accepted shall be 
submitted by the Contractor in duplicate directly to the payment address shown on 
the purchase order, Solicitation or Contract, as applicable.  All invoices shall 
show the Contract number, purchase order number, or Solicitation number, as 
applicable, and as required under Virginia Code § 2.2-4354, either the individual 
Contractor’s social security number or the Contractor’s federal employer 
identification number, whichever is applicable.   
 

b. Any payment terms requiring payment in less than forty-five (45) days will be 
regarded as requiring payment forty-five (45) days after receipt of proper invoice 
or receipt of all Goods or acceptance of work, whichever occurs later.  
Notwithstanding the foregoing, offers of discounts for payment in less than forty-
five (45) days are valid and enforceable. 

 
c.  Pursuant to Virginia Code § 2.2-4353, the date any payment shall be deemed the 

date of postmark in all cases where payment is made by mail. 
 

d. The County's fiscal year is July 1 to June 30. Contractors are advised to submit 
invoices, especially for Goods and/or Services provided in the month of June, for 
the entire month (i.e. June 1 - June 30), so that expenses are recognized in the 
appropriate fiscal year. 

 
e. Any payment made by the Contractor to the County shall only be made in U.S. 

Dollars. If payment is received in foreign currency the County may, in its sole 
discretion, reject such payment and require immediate compensation in U.S. 
Dollars.  
 

48. SUBCONTRACTORS:  Pursuant to Virginia Code § 2.2-4354, in the event that any 
subcontractors are used by Contractor in connection with the work, Contractor shall: 
 

a. Within seven (7) days after receipt of amounts paid to the Contractor for work 
performed by a subcontractor, either: 

i. Pay the subcontractor for the proportionate share of the total payment 
received attributable to the work performed by the subcontractor under 
any Contract; or 

ii. Notify the County and subcontractor, in writing, of his intention to 
withhold all or a part of the subcontractor's payment with the reason for 
nonpayment.  
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b. Contractor shall require each subcontractor to provide either (i) for an individual, 
their social security numbers, or (ii) for proprietorships, partnerships, and 
corporations to provide their federal employer identification numbers.   
 

c. The Contractor shall pay interest to any subcontractor on all amounts owed by the 
Contractor that remain unpaid after seven days following receipt by the 
Contractor of payment from the County for work performed by the subcontractor 
under any Contract, except for amounts withheld as allowed in subdivision (a)(II) 
above.  Unless otherwise provided under the terms of any Contract, interest shall 
accrue at the rate of one percent (1%) per month. 

 
d. The Contractor shall include in each of its subcontracts under any Contract a 

provision requiring each subcontractor to include or otherwise be subject to the 
above payment and interest requirements (a), (b) and (c) with respect to each 
lower tier subcontractor. 
 

e. The Contractor's obligation to pay an interest charge to a subcontractor pursuant 
to the payment clause in this Section 48 shall not be construed to be an obligation 
of the County.  No Contract modification may be made for the purpose of 
providing reimbursement for such interest charge.  No cost reimbursement claim 
may include any amount for reimbursement for such interest charge. 

49. RETAINAGE ON CONSTRUCTION CONTRACTS:  Pursuant to Virginia Code 2§ 
2.2-4333, if a Contract for construction provides for progress payments in installments 
based upon an estimated percentage of completion, then the contractor shall be paid at 
least ninety-five percent (95%) of the earned sum when payment is due, with no more 
than five percent (5%) being retained to ensure faithful performance of the contract. All 
amounts withheld may be included in the final payment.  Any subcontract related to work 
on a Contract that provides for similar progress payments shall be subject to the 
provisions above and the Contractor agrees to include such provisions in every 
subcontract. 

50. SUCCESSORS AND ASSIGNS:  The County and the Contractor bind themselves and 
their respective successors and assigns to any Contract.  The foregoing notwithstanding, 
the Contractor shall not assign, sublet or transfer its interest in any Contract without the 
prior written consent of the County, which may be granted or withheld in the County’s 
sole discretion.  Nothing hereinafter mentioned shall be construed as creating any 
personal liability on the part of any officer, agent or employee of the County, nor shall it 
be construed as giving any benefits hereunder to anyone other than the County and the 
Contractor. 
 

51. DEFAULT:    Failure of a Contractor to deliver Goods or Services in accordance with 
Contract terms and conditions and/or within the time specified, or within reasonable time 
as interpreted by the County in its sole discretion, or failure to make 
replacements/corrections of rejected articles/services when so requested, immediately or 
as directed by the County, or failure of the Contractor to act in accordance with the 
Contract in any material respect, as reasonably determined by the County, shall constitute 
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a “default” by the Contractor and shall further authority for the County to purchase in the 
open market articles/services of comparable grade/quality to replace the services, articles 
rejected, and/or not delivered.  On all such purchases, the Contractor shall reimburse the 
County, within a reasonable time specified by the County, for any expense incurred in 
excess of Contract prices including, but not limited to, any purchase and administrative 
costs.  Such purchases shall be deducted from the Contract quantities, if applicable.  
Should public necessity demand it, the County reserves the right to use or consume 
articles delivered or services performed which are substandard in quality, subject to an 
adjustment in price to be determined by the County.  In case of any default, the County, 
after due oral or written notice if required in accordance with the Contract, may terminate 
the Contract at its option in its sole discretion effective immediately.  These remedies 
shall be in addition to any other remedies which the County may have, including but not 
limited to, any remedies at law, under the Contract or in equity.   
 
Notwithstanding the foregoing, the Contractor shall not be liable for damages for delay in 
shipment or failure to deliver when such delay or failure is the result of fire, flood, strike, 
act of God, act of Government, act of an alien enemy or by any other circumstances 
which, in the County's opinion, are beyond the control of the Contractor.  Under such 
circumstances, however, the County may, at its sole discretion, terminate or cancel the 
Contract effective immediately. 
 

52. NON-DISCRIMINATION ASSURANCES:  The Contractor shall conform to the 
provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia 
Fair Employment Act of 1975, as amended, where applicable, and § 2.2-4311 of the 
Virginia Procurement Act: 
 

a. During the performance of any Contract, the Contractor agrees as follows:  the 
Contractor will not discriminate against any employee or applicant for 
employment because of race, religion, color, sex, national origin, age, disability, 
or other basis prohibited by state law relating to discrimination in employment, 
except where there is a bona fide occupational qualification reasonably necessary 
to the normal operation of the Contractor. The Contractor agrees to post in 
conspicuous places, available to employees and applicants for employment, 
notices setting forth the provisions of this nondiscrimination clause.  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.  Notices, advertisements and Solicitations placed in accordance with 
federal law, rule or regulation shall be deemed sufficient for the purpose of 
meeting the requirements of this Section 52. 
 

b. The Contractor shall include the provisions of paragraph (a) above in every 
subcontract or purchase over $10,000.00 so that the provisions will be binding 
upon each subcontractor or Vendor. 
 

53. MODIFICATION:   
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a. Pursuant to Virginia Code § 2.2-4309, these General Conditions and any Contract 
entered into by the County and any Contractor shall not be subject to change, 
modification, or discharge except by written instrument signed by the County and 
Contractor, but no fixed-price contract may be increased by more than twenty-five 
percent (25%) of the amount of the contract or $50,000, whichever is greater, 
without the advance written approval of the County’s Board. In no event may the 
amount of any contract, without adequate consideration, be increased for any 
purpose, including, but not limited to, relief of an offeror from the consequences 
of an error in its bid or offer. 

b. The County may, but is not obligated to, extend the term of an existing contract 
for services to allow completion of any work undertaken but not completed during 
the original term of the contract. 

c. Nothing in this Section 53 shall prevent the County from placing greater 
restrictions on contract modifications. 

 
54. INDEMNIFICATION:  Contractor agrees to indemnify, keep and save harmless the 

County, its officers, agents, officials, employees and volunteers against any and all 
claims, claims of injuries, death, damage to property, patent claims, suits, liabilities, 
judgments, losses, costs and expenses, including but not limited to costs of investigation, 
all reasonable attorneys' fees (whether or not litigation results), and the cost of any 
appeal, occurring or arising in connection with the Contractor’s, its agents’, 
subcontractors’, employees’, or volunteers’ negligence or wrongful acts or omissions in 
connection with its performance of any Contract.  The Contractor shall, at his or her own 
expense, appear, defend and pay all charges of attorneys and all costs and other expenses 
arising therefrom or incurred in connection therewith; and if any judgment shall be 
rendered against the County in any such action, the Contractor shall, at his or her own 
expenses, satisfy and discharge the same.  Contractor expressly understands and agrees 
that any performance bond or insurance protection required by any Contract, or otherwise 
provided by the Contractor, shall in no way limit the responsibility to indemnify, keep 
and save harmless and defend the County as herein provided.  Nothing contained in this 
Solicitation or the Contract shall be deemed to be a waiver of the County’s sovereign 
immunity. 
 

55. DRUG-FREE WORKPLACE: Pursuant to Virginia Code § 2.2-4312, in every 
Contract over $10,000.00 the following provisions apply:  During the performance of any 
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 
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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 in 
accordance with this the VPPA and the County’s Procurement Procedures, 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.  

 
56. TERMINATION:  Contracts will remain in force for full periods specified and/or until 

all articles ordered before date of termination shall have been satisfactorily delivered and 
accepted and thereafter until all requirements and conditions shall have been met, unless: 
 

a. Terminated prior to expiration date by satisfactory deliveries of entire Contract 
requirements; 
 

b. Terminated by the County upon thirty (30) days written notice to the Contractor 
at the County’s convenience in the County’s sole discretion (“termination for 
convenience”), unless a termination for convenience is specifically and expressly 
prohibited by the Contract.  Any Contract cancellation notice shall not relieve the 
Contractor of the obligation to deliver and/or perform on all outstanding orders 
issued prior to the effective date of the termination; 

 
c. Terminated by the County for cause, default or negligence on the part of the 

Contractor. However, pursuant to Section 51 of these General Conditions, the 
County may hold the Contractor responsible for any resulting additional purchase 
and administrative costs.  There is no advance notice requirement in the event of 
Termination for Cause and termination is effective immediately upon notice to 
Contractor of the termination for cause; 

 
d. Extended upon written authorization of County and accepted by Contractor, to 

permit ordering of unordered balances or additional quantities at Contract prices 
and in accordance with Contract terms. 
 

57. APPROPRIATIONS:  Notwithstanding any other provision of any Contract, the 
payment of the County's obligations under any Contract shall be subject to annual 
appropriations by the Board of Supervisors of the County in each fiscal year of monies 
sufficient to satisfy the same. 
 

58. REFERENCES TO VIRGINIA LAW:  Any reference in these General Conditions to 
the Code of Virginia or other relevant Federal, State or local law is incorporated in whole 
herein by reference as in effect at the time of the Solicitation or Contract as such statutory 
provisions may be amended or replaced by any statute dealing with the same or similar 
subject matter. 
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59. COOPERATIVE PROCUREMENT: Except as prohibited by the current Code of 
Virginia, all resultant Contracts will be extended to other Public Bodies of the 
Commonwealth of Virginia, to permit their ordering of Goods, supplies and/or Services 
at the prices and terms of the resulting Contract (“cooperative procurement”). By 
submitting any Bid or entering into any Contract with the County a Bidder/Contractor 
expressly authorizes cooperative procurement under Virginia Code § 2.2-4304 to the full 
extent permitted by law.  If any other public body decides to use any Contract, the 
Contractor must deal directly with that public body concerning all matters relating 
thereto, including but not limited to, the placement or orders, issuance of the purchase 
order, contractual disputes, invoicing and payment. The County acts only as the 
“Contracting Agent” for these public bodies. Any resulting contract with other public 
bodies shall be governed by the laws of that specific entity.  It is the Contractor’s 
responsibility to notify the public bodies of the availability of the Contract.  Fluvanna 
County shall not be held liable for any direct or indirect costs, damages or other claim of 
any kind incurred by another public body or any Contractor as a result of any cooperative 
procurement. 
 

60. AUDIT: The Contractor hereby agrees to retain all books, records and other documents 
relative to any Contract for five (5) years after final payment, or until audited by the 
County, whichever is sooner. The County, its authorized agents, and/or County auditors 
shall have full access to and right to examine any of said materials during said period. 
 

61. GUARANTIES AND WARRANTIES:  All guarantees, representations and warranties 
required shall be furnished by the Contractor and shall be delivered to the Purchasing 
Agent before final payment on any Contract is made.  In addition to any guarantees, 
representations and warranties required under the Contract, the Contractor agrees to: 
 

a. Save the County, its agents and employees harmless from liability of any nature 
or kind for the use of any copyrighted or un-copyrighted composition; secret 
process, patented or unpatented; invention; article or appliance furnished or used 
in the performance of a Contract for which the Contractor is not the patentee, 
assignee, licensee or owner; 
 

b. Protect the County against latent defective material or workmanship and to repair 
or replace any damages or marring occasioned in transit or delivery; 

 
c. Furnish adequate protection against damage to all work and to repair damages of 

any kind to the building or equipment, to the Contractor’s own work or to the 
work of other contractors, for which the Contractor’s workers are responsible; 

 
d. Pay for all permits, licenses and fees and give all notices and comply with all 

laws, ordinances, rules and regulations of the County; and 
 

e. Protect the County from loss or damage to County owned property while it is in 
the custody of the Contractor; 
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f. At minimum supply all Goods or Services with the manufacturer's standard 
warranty, if applicable; and 

 
g. For any Contract involving Services of any nature, the Contractor further agrees 

to: 
 

i. Enter upon the performance of Services with all due diligence and 
dispatch, assiduously press to its complete performance, and exercise 
therein the highest degree of skill and competence; 

ii. Allow Services to be inspected or reviewed by an employee of the County 
at any reasonable time and place selected by the County; 

iii. Acknowledges that the County shall be under no obligation to compensate 
Contractor for any Services not rendered in strict conformity with the 
Contract; and 

iv. Stipulates that the presence of a County Inspector shall not lessen the 
obligation of the Contractor for performance in accordance with the 
Contract requirements, or be deemed a defense on the part of the 
Contractor for infraction thereof.  The Inspector is not authorized to 
revoke, alter, enlarge, relax, or release any of the requirements of any 
Contract  Any omission or failure on the part of the Inspector to 
disapprove or reject any work or material shall not be construed to be an 
acceptance of any such defective work or material.  

 
62. PRICE REDUCTIONS:  If at any time after the date of the Bid/Contract the Contractor 

makes a general price reduction in the comparable price of any material covered by the 
Contract to customers generally, an equivalent price reduction based on similar quantities 
and/or considerations shall apply to any Contract for the duration of the Contract period 
(or until the price is further reduced).  Such price reduction shall be effective at the same 
time and in the same manner as the reduction in the price to customers generally.  For 
purpose of this provision, a "general price reduction" shall mean any horizontal reduction 
in the price of an article or service offered (1) to Contractor's customers generally, or (2) 
in the Contractor's price schedule for the class of customers, i.e., wholesalers, jobbers, 
retailers, etc., which was used as the basis for bidding on this Solicitation.  An occasional 
sale at a lower price, or sale of distressed merchandise at a lower price, would not be 
considered a "general price reduction" under this provision.  The Contractor shall submit 
his or her invoice at such reduced prices indicating on the invoice that the reduction is 
pursuant to the "Price Reduction" provision of the Contract documents.  The Contractor 
in addition will within ten (10) days of any general price reduction notify the County of 
such reduction by letter.  FAILURE TO DO SO IS A DEFAULT UNDER THE 
CONTRACT AND MAY RESULT IN TERMINATION OF THE CONTRACT IN THE 
COUNTY’S DISCRETION.  The Contractor, if requested, shall furnish, within ten (10) 
days after the end of the Contract period, a statement certifying either (1) that no general 
price reduction, as defined above, was made after the date of the Bid or Contract, or (2) if 
any such general price reductions were made, that as provided above, they were reported 
to the County within ten (10) days and the County was billed at the reduced prices. 
Where one or more such general price reductions were made, the statement furnished by 
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the Contractor shall include with respect to each price reduction (1) the date when notice 
of any such reduction was issued, (2) the effective date of the reduction, and (3) the date 
when the County was notified of any such reduction. 
 

63. COMPLIANCE WITH IMMIGRATION LAW: Pursuant to Virginia Code § 2.2-
4311.1, in every Contract the following provision applies: the Contractor does not, and 
shall not during the performance of the Contract, knowingly employ an unauthorized 
alien as defined in the federal Immigration Reform and Control Act of 1986.  
 

64. VIRGINIA STATE CORPORATION COMMISSION: Pursuant to Virginia Code § 
2.2-4311.2, Any Bidder or Contractor organized as a stock or non-stock corporation, 
limited liability company, business trust, or limited partnership or registered as a 
registered limited liability partnership shall be authorized to transact business in the 
Commonwealth as a domestic or foreign business entity if so  required by Title 13.1 or 
Title 50 of the Code of Virginia, or as otherwise required by law, at the time of the Bid, 
Proposal or any response to Solicitation and during the term of the Contract and any 
Contract renewal. The Contractor shall not allow its existence to lapse or its certificate of 
authority or registration to transact business in the Commonwealth, if so required, to be 
revoked or cancelled at any time during the term or any renewal of the Contract. If the 
Contractor fails to remain in compliance with the provisions of this Section 64, the 
Contract may become void at the option of the County.  
 

65. CLAIMS PROCEDURE:   
 

a. The procedure for consideration by the County of contractual claims for any 
Contract shall be that set forth in Virginia Code § 15.2-1243, et seq.   
 

b. In addition, pursuant to Virginia Code § 2.2-4364, contractual claims, whether for 
money or other relief, shall be submitted in writing to the County Administrator 
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.  Pendency of claims shall not delay payment of amount 
agreed due in the final payment.  
   

c. No written decision denying a claim or addressing issues related to the claim shall 
be considered a denial of the claim unless the written decision is signed by the 
Board or the County Administrator. The contractor may not institute legal action 
prior to receipt of the final written decision on the claim unless the County fails to 
render a decision within ninety (90) days of submission of the claim. Failure of 
the County to render a decision within ninety (90) days shall not result in the 
contractor being awarded the relief claimed or in any other relief or penalty. The 
sole remedy for the County's failure to render a decision within 90 days shall be 
the contractor's right to institute immediate legal action. 
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d. A Contractor may not institute legal action, prior to receipt of the County's 

decision on the claim, unless the County fails to render such decision within the 
time specified by law.  A failure by the County to render a decision within the 
time provided by law shall be deemed a final decision denying the claim by the 
County. 
 

e. The decision of the Board or the County Administrator shall be final and 
conclusive unless the Contractor appeals within six (6) months of the date of the 
final written decision by instituting legal action as provided in Virginia Code § 
2.2-4364.  

 
f. No administrative appeals procedure pursuant to Virginia Code § 2.2-4365 has 

been adopted for contractual claims by the County. 
 

g. Nothing herein shall be construed to prevent the County from instituting legal 
action against any Contractor or Bidder. 

 
66. NOTICES:  All written notices required or permitted under any Solicitation, Bid or 

Contract shall be deemed sufficient if delivered in person to the County Purchasing 
Agent or Bidder/Contractor, as applicable, or sent by first class mail to the County or 
Bidder/Contractor at the addresses set forth in the Solicitation, Bid or Contract or at such 
other address as a party may designate from time to time by notice given in accordance 
with the terms of this Section 66; except that where a Solicitation, Bid or Contract 
expressly requires notice to a specific individual or at a specific location, such shall 
control.  Such notices are deemed received when actually delivered to the party or its 
representative or agent if hand delivered, or one (1) business day after deposited into the 
United States mail, if mailed.  
 

DELIVERY 
 

67. SHIPPING INSTRUCTIONS-CONSIGNMENT:  Unless otherwise specified in the 
Solicitation or Contract, as applicable, each case, crate, barrel, package, etc., delivered 
under the Contract must be plainly  stenciled or securely tagged, stating the Contractor’s 
name, purchase order number, and delivery address as indicated in the order.  Where 
shipping containers are to be used, each container must be marked with the purchase 
order number, name of the Contractor, the name of the item, the item number, and the 
quantity contained therein.  Deliveries must be made within the hours of 8:00 a.m. – 3:00 
p.m.  Deliveries at any other time will not be accepted unless specific arrangements have 
been previously made with the designated individual at the delivery point.  No deliveries 
will be accepted on Saturdays, Sundays and holidays unless previous arrangements have 
been made.  It shall be the responsibility of the Contractor to insure compliance with 
these instructions for items that are drop-shipped. 
 

68. RESPONSIBILITY FOR SUPPLIES TENDERED: The Contractor shall be 
responsible for the materials or supplies covered by the Contract until they are delivered 
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at the designated point.  The Contractor shall additionally bear all risk on rejected 
materials or supplies after notice of rejection is tendered by the County.  Rejected 
materials or supplies must be removed by and at the expense of the Contractor promptly 
after notification of rejection, unless public health and safety require immediate 
destruction or other disposal of rejected delivery.  If rejected materials are not removed 
by the Contractor within ten (10) days after date of notification, the County may return 
the rejected materials or supplies to the Contractor at the Contractor’s risk and expense or 
dispose of them as abandoned property. 
 

69. INSPECTIONS: The County reserves the right to conduct any test/inspection it may 
deem advisable to assure supplies and Services conform to the specification in the 
Solicitation, Bid or Contract, as applicable.  Inspection and acceptance of materials or 
supplies will be made after delivery at destinations herein specified unless otherwise 
stated.  Unless otherwise specified in the Contract, if inspection is made after delivery at 
the destination specified, the County will bear the expense of inspection except for the 
value of samples used in case of rejection.  Final inspection shall be conclusive except in 
regard to latent defects, fraud or such gross mistakes as to amount to fraud.  Final 
inspection and acceptance or rejection of the materials or supplies will be made as 
promptly as practicable, but failure to inspect and accept or reject materials or supplies 
shall not impose liability on the County for such materials or supplies as are not in 
accordance with the specifications. 
 

70. COMPLIANCE: Delivery must be made as ordered and in accordance with the 
Solicitation, Bid or Contract, as applicable, or as directed by the County when not in 
conflict with the Bid/Contract.  The decision as to reasonable compliance with delivery 
terms shall be final.  Burden of proof of delay in receipt of Goods by the purchaser shall 
rest with the Contractor.  Any request for extension of time of delivery from that 
specified must be approved by the County, such extension applying only to the particular 
item or shipment affected.  Unless otherwise specified in the Contract, should the 
Contractor be unreasonably delayed by the County, there shall be added to the time of 
completion a time equal to the period of such delay caused by the County.  However, the 
Contractor shall not be entitled to claim damages or extra compensation for such delay or 
suspension.  These conditions may vary for construction Contracts.    
 

71. POINT OF DESTINATION: All materials shipped to the County must be shipped 
F.O.B. DESTINATION unless otherwise stated specifically in the Solicitation, Bid or 
Contract, as applicable.  The materials must be delivered to the “Ship To” address 
indicated on the purchase order or Solicitation, as applicable. 
 

72. REPLACEMENT: Materials or components that have been rejected by the County, in 
accordance with the terms of the Contract, shall be replaced by the Contractor at no cost 
to the County. 
 

73. DAMAGES: Any and all damages to property of the “County” that is the direct result of 
the Contractor, the employees of the Contractor and/or its subcontractors, agents, 
licensees, successors, or assigns, shall be the sole responsibility of the Contractor. The 
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property shall be repaired to its last known condition prior to the damages and/or replaced 
at no cost to the County. The County shall approve any and all repairs/replacements prior 
to acceptance of the repairs/replacement. 
 

74. PACKING SLIPS OR DELIVERY TICKETS: All shipments shall be accompanied 
by Packing Slips or Delivery Tickets and shall contain the following information for each 
item delivered: 
 

a. Purchase Order Number; 
 

b. Name of Article and Stock Number; 
 

c. Quantity Ordered; 
 

d. Quantity Shipped; 
 

e. Quantity Back Ordered; and 
 

f. The Name of the Contractor. 
 

Contractors are cautioned that failure to comply with these conditions shall be considered 
sufficient reason for refusal to accept the Goods. 

 
75. ADDITIONAL CHARGES:  No delivery charges of any kind shall be added to any 

invoice; except that (i) if Goods are expressly bought F.O.B. "shipping point" under the 
Contract and the Contractor prepays transportation, then delivery charges shall be added 
to invoices; and (ii) if express delivery is authorized and substituted by the County on 
orders for the method specified in the Contract, then the difference between freight or 
mail and express charges may be added to invoice. 

76. METHOD AND CONTAINERS:  Unless otherwise specified, Goods shall be delivered 
in commercial packages in standard commercial containers, so constructed as to ensure 
acceptance by common or other carrier for safe transportation to the point of delivery.  
Containers become the property of the County unless otherwise specified by bidder. 
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Exhibit 5 
VENDOR DATA SHEET 

 
Note: The following information is required as part of your response to this solicitation. Failure to 
complete and provide this sheet may result in finding your bid nonresponsive.  
 
1. Qualification: The vendor must have the capability and capacity in all respects to satisfy fully all 
of the contractual requirements.  
 
2. Vendor’s Primary Contact:  
Name: __________________________________ Phone: _________________________  
 
3. Years in Business: Indicate the length of time you have been in business providing this type of 
good or service:  
__________ Years ________ Months  
 
4. Vendor Information:  
 
FIN or FEI Number: ___________________________________ If Company, Corporation, or 
Partnership  
 
5. Indicate below a listing of at least four (4) current or recent accounts, either commercial or 
governmental, that your company is servicing, has serviced, or has provided similar goods. Include 
the length of service and the name, address, and telephone number of the point of contact.  
 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 
  

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
I certify the accuracy of this information.  
 
Signed: ____________________________________Title:_______________________________  
 
Date: _______________ 
 

PLEASE RETURN THIS PAGE  
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PROOF OF AUTHORITY TO TRANSACT BUSINESS IN VIRGINIA 
 

THIS FORM MUST BE SUBMITTED WITH YOUR PROPOSAL/BID. FAILURE TO INCLUDE 
THIS FORM MAY RESULT IN REJECTION OF YOUR PROPOSAL/BID 

 
Pursuant to Virginia Code §2.2-4311.2, an Offeror/Bidder organized or authorized to transact 
business in The Commonwealth pursuant to Title 13.1 or Title 50 of the Code of Virginia shall include 
in its proposal/bid the identification number issued to it by the State Corporation Commission 
(“SCC”). Any Offeror/Bidder that is not required to be authorized to transact business in the 
Commonwealth as a foreign business entity under Title 13.1 or Title 50 of the Code of Virginia or as 
otherwise required by law shall include in its proposal/bid a statement describing why the 
Offeror/Bidder is not required to be so authorized. Any Offeror/Bidder described herein that fails to 
provide the required information shall not receive an award unless a waiver of this requirement and 
the administrative policies and procedures established to implement this section is granted by the 
County Administrator, as applicable. If this quote for goods or services is accepted by the County of 
Fluvanna, Virginia, the undersigned agrees that the requirements of the Code of Virginia Section 2.2-
4311.2 have been met.  
Please complete the following by checking the appropriate line that applies and providing the 
requested information.  PLEASE NOTE: The SCC number is NOT your federal ID number or 
business license number. 
 
A._____ Offeror/Bidder is a Virginia business entity organized and authorized to transact business in 
Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
B._____ Offeror/Bidder is an out-of-state (foreign) business entity that is authorized to transact 
business in Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
C._____ Offeror/Bidder does not have an Identification Number issued to it by the SCC and such 
vendor is not required to be authorized to transact business in Virginia by the SCC for the following 
reason(s): 
 
Please attach additional sheets if you need to explain why such Offeror/Bidder is not required 
to be authorized to transact business in Virginia. 
 
Legal Name of Company (as listed on W-9) _________________________________________ 

Legal Name of Offeror/Bidder _____________________________________________________ 

Date __________________ 

Authorized Signature ______________________________________________________ 

Print or Type Name and Title ______________________________________________________ 

 
PLEASE RETURN THIS PAGE  
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CERTIFICATION OF NO COLLUSION 
 
The undersigned, acting on behalf of ___________________________, does hereby certify in 
connection with the procurement and proposal to which this Certificate of No Collusion is attached 
that: 
 
This bid is not the result of, or affected by, any act of collusion with another person engaged in the 
same line of business or commerce; nor is this bid the result of, or affected by, any act of fraud 
punishable under Article 1.1 of Chapter 12 of Title 18.1 of the Code of Virginia, 1950, as amended 
(18.2-498.1 et seq.).   
 
Respectfully submitted this _________ day of _____________________, 20____. 
 
Complete if Bidder is an Entity: 

WITNESS the following duly authorized signature and seal: 
 

Name of Entity:____________________________ 
By:______________________________________(SEAL) 
   Signature 
Print Name:_______________________________ 
Print Title:________________________________ 
 
STATE OF ____________________________ 
COUNTY/CITY OF _______________________________, to-wit: 
 

The foregoing instrument was acknowledged before me this   day of ___________ 
(month), __________(year) by _________________________________________(Print Name), 
____________________(Print Title) on behalf of _____________________________________ 
(Name of Entity). 
                                                                           [SEAL]  
       Notary Public 
My commission expires:________________         
Notary registration number: ______________ 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Magic City Vehicle Purchase Agreement 

MOTION(s): 

I move the Board of Supervisors approve the Vehicle Purchase Agreement 
between Magic City CDJR Bedford, LLC and Fluvanna County for eight 2023 Dodge 
Chargers RWD at a total cost of $301,008 for the Sheriff’s Department, and 
authorize the County Administrator to execute the Agreement, subject to approval 
as to form by the County Attorney. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Tori Melton, Director of Finance 

PRESENTER(S): Tori Melton, Director of Finance 

RECOMMENDATION: Approve 

TIMING: Routine 

DISCUSSION: 

Contract Terms the County should be aware of (highlights only, see contract for 
details): 

• Pursuant to the Virginia Public Procurement Act, this a cooperatively
procured contract off of the Cooperative Agreement.

• Magic City promises and agrees that County shall receive the benefits of the
Cooperative Agreement. Specifically, the cooperative agreement requires a
6% discount on all options.

• Delivery will take place within 10 days after submittal to Magic City

FISCAL IMPACT: No additional funding is required; the $301,008 was budgeted in the FY24 CIP for 
County vehicle purchases. 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

• Contract between Fluvanna County and Magic City CDJR Bedford, LLC
• Exhibit 1 part 1 Bid-22-05-0917-Contract Award Agreement Dominion of

Beford
• Exhibit 1 part 2 Bid-22-05-0917R-ROA-Magic-City
• Exhibit 2 - Fluvanna Co – 2023 Charger Pursuit V6 AWD Stock Quote
• Exhibit 3 – County General Terms and Conditions
• Exhibit 4 – Vendor Forms

REVIEWS COMPLETED: Legal Finance Purchasing HR Other 

TAB J
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X X X   
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Vehicle Purchase Agreement – Eight (8) 2023 Dodge Chargers 
AWD 

 

1 
 

This Vehicle Purchase Agreement (together with all attachments and exhibits referenced herein, the 
“Agreement”), dated this ___ day of ___________________, 2023, made and entered into by and between 
Magic City CDJR Bedford, LLC, a Delaware corporation authorized to transact business in Virginia 
(“Magic City”), and Fluvanna County, a political subdivision of the Commonwealth of Virginia, together 
with the Fluvanna County Sheriff’s Office (together “County”) is effective as of the date this Agreement 
has been signed by all parties hereto (the “Effective Date”). The County of Fluvanna’s FEIN is 54-
6001282; and the County of Fluvanna is a tax-exempt public body.  Magic City acquired Dominion 
of Bedford, Inc. and assumed all terms and conditions of the Cooperative Agreement, as defined 
in Section 2 below. 
  
1. Definitions.  The words below when used in this Agreement are defined as follows: 

a. “Magic City Proposal” means collectively the Cooperative Agreement, Quote, and Warranty, 
each defined below. 

b. “Options” means all those options and additional features and items set forth in the Quote. 
c. “Specifications” means all of the general and particular specifications, warranties, and other 

requirements for and relating to the Vehicles contained in the Magic City Proposal being provided 
to County or required by this Agreement or the County’s General Terms (as defined in Section 2). 

d.  “Vehicles” means the Vehicles and any associated options and equipment sold to County by Magic 
City pursuant to the Magic City Proposal and consistent with all requirements of the Magic City 
Proposal and the Specifications, and specifically including all Options, and Delivery of Vehicles to 
the County. 

e.  “Delivery” means the date Magic City delivers the Vehicles and makes available to the County in 
Fluvanna County, Virginia at the following address:  Fluvanna County Sheriff, c/o: East Cost 
Emergency Vehicles LLC 2755 Richmond Road, Troy, VA 22974. 

f. “Warranty” means any and all warranties under this Agreement including without limitation any 
warranties under the Magic City Proposal and the County’s General Terms. 

 
2. Exhibits:  The following exhibits are attached hereto and incorporated herein as material provisions of 

this Agreement: 
a. Exhibit 1:  Vehicle & Motorcycle Procurement Program Contract Award Agreement Bid 22-05-

0917 between the Virginia Sheriffs’ Association (“VSA”) and Dominion of Bedford, Inc. dated 
October 12, 2021, as modified by that rollover agreement Vehicle & Motorcycle Procurement 
Program Contract Award Agreement Bid 22-05-0917R between the VSA and Magic City dated 
October 9, 2022 (together with all documents incorporated by reference including without 
limitation the VSA Solicitation and Contract Terms and Conditions referred to herein as the 
“Cooperative Agreement”); and 

b. Exhibit 2: Quote dated June 22, 2023 together with the specifications (the “Quote”); and 
c. Exhibit 3:  Fluvanna County’s General Terms, Conditions and Instructions to Bidders and 

Contractors (the “County’s General Terms”); and 
d. Exhibit 4: Vendor forms.  

 
3. Cooperative Procurement.  Pursuant to the Virginia Public Procurement Act, this a cooperatively 

procured contract off of the Cooperative Agreement.  Magic City related to the sale of the Vehicles and 
the Vehicles must meet or exceed all terms, provisions and requirements of the Cooperative Agreement, 
the Magic City Proposal and this Agreement.  Magic City promises and agrees that County shall receive 
the benefits of the Cooperative Agreement and the County shall have all rights and remedies under the 
Cooperative Agreement.  Notwithstanding any other provisions hereof, Magic City represents and 
warrants that all pricing in this Agreement for the Vehicles is consistent with or lower than the pricing 
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set forth in the Cooperative Agreement and all Vehicles purchased hereunder are available under the 
Cooperative Agreement.  SPECIFICALLY, THE COOPERATIVE AGREEMENT REQUIRES A 
6% DISCOUNT ON ALL OPTIONS AND CONTRACTOR REPRESENTS AND WARRANTS 
TO THE COUNTY THAT ITS QUOTE INCLUDES A 6% DISCOUNT OR MORE ON EVERY 
OPTION AS REQUIRED BY THE COOPERATIVE AGREEMENT.  The County is materially 
relying on such representations and warranties in executing this Agreement as a cooperative procurement 
pursuant to Virginia law.   

 
4. Purchase and Payment.  For the promises contained herein and the Vehicles the County agrees to pay a 

total purchase price for both Vehicles of THREE HUNDRED AND ONE THOUSAND EIGHT 
HUNDRED NO/100 DOLLARS ($301,800.00) (“Purchase Price”) (note: per the Quote each vehicle 
is $37,626.00). The Purchase Price which includes Delivery of the Vehicles and all warranties, manuals, 
keys and associated tags and inspections if any kind, may be invoiced by Magic City to the County only 
after the Completion Date, as defined below, and the County shall have forty-five (45) days to pay such 
proper invoice.  Final payment shall be made in accordance with Section 47 “Payment” of the County’s 
General Terms, and in no event shall Magic City be finally paid prior to the Completion Date.  The date 
that all Vehicles are Delivered and in full compliance with this Agreement, to the sole satisfaction of the 
County is the “Completion Date”.  Any and all provisions of this Agreement or any exhibit hereto that 
by their terms are intended or implied to survive the Completion Date shall so survive including without 
limitation Warranties. 

 
5. Delivery, Inspection and Acceptance.   

 
(a) Delivery.  Magic City will Deliver of the Vehicles within ten (10) days of the Effective Date; time 
being of the essence. Risk of loss shall pass to County upon Delivery of the Vehicles to the County at 
County location with prior notice of the Delivery Date and time provided to County in advance.  

 
(b) Inspection and Acceptance.  County shall have at minimum thirty (30) days from Delivery or more if 
permitted under the Cooperative Agreement within which to inspect the Vehicles for conformance to the 
Specifications, and in the event of non-conformance to the Specifications to furnish Magic City with 
written notice sufficient to permit Magic City to evaluate such non-conformance (“Notice of Defect”).  
Any Vehicles not in conformance to Specifications shall be remedied by Magic City within thirty (30) 
days from the Notice of Defect.  In the event that Magic City fails to remedy a defect within thirty (30) 
days as required under this Agreement, County may choose to: (1) Reject the Vehicles in their entirety 
and receive a complete reimbursement of any and all payments made to Magic City under this agreement, 
Magic City shall also be required at its sole cost and expense to remove the non-confirming Vehicles and 
this Agreement shall be deemed null and void and of no further force and effect; or (2) Accept the non-
conforming Vehicles subject to a discount equal to either (i) the value of the missing or defective parts, 
equipment or portions of the Vehicles including any cost to install or make such part, equipment or 
portion operable, or (ii) the actual cost of the missing or defective part, equipment or portion of the 
Vehicles including any installation or service fees necessary to make such part, equipment or portion 
operable based on invoices and receipts.  Nothing in this Section is intended to limit any repairs, services 
or equipment covered under a warranty provided with the Vehicles and Magic City agrees to respond to 
all warranty claims and repairs promptly and with due diligence.  
 
6. Title: The County is using bond proceeds to pay for Vehicles, and the titles for the Vehicles shall 
reflect a lienholder of the County as follows: JPMorgan Chase Bank, N.A., PO Box 6026, Chicago, IL 
60680. 
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7. Notice.   Any required or permitted notices hereunder must be given in writing at the address of each 

party set forth below, or to such other address as either party may substitute by written notice to the other 
in the manner contemplated herein, by one of the following methods: hand delivery; registered, express, 
or certified mail, return receipt requested, postage prepaid; or nationally-recognized private express 
courier:  
          

Magic City:     County: 
Magic City CDJR Bedford, LLC     Fluvanna County 
1750 Independence Blvd.          Attn:  Purchasing Officer 
Bedford, VA 24523       132 Main Street      
Phone: (540) 525-9608 P.O. Box 540  
bsinclair@magiccityautogroup.com  Palmyra, VA 22963    
       Phone: (434) 591-1937  
 

With a Copy to:  Fluvanna County Attorney 
132 Main Street 
Palmyra, VA 22963; and 
 
Fluvanna County Sheriff 
160 Commons Blvd 
Palmyra, VA 22963               

                 
8. Other Terms.  The County’s General Terms are attached hereto as Exhibit 4 and incorporated herein by 

reference as a material part of this Agreement.  
  

9. Entire Agreement.  This Agreement shall be the exclusive agreement between the parties for the Vehicles. 
Additional or different terms proposed by the County shall not be applicable, unless accepted in writing 
by Magic City’s authorized representative. No change in, modification of, or revision of this Agreement 
shall be valid unless in writing and signed by Magic City’s authorized representative.   

  
10. Conflict.  Whenever possible the Agreement and exhibits shall be read together and the requirements of 

all of the same shall be met.  In the event of a direct conflict between this Agreement and any exhibit 
hereto, the following shall be the order of precedence: (i) this Agreement; (ii) the Quote; (iii) the County’s 
General Terms; and (iv) the Cooperative Agreement.  For clarification, (i) would control over (ii) though 
(iv); (ii) would control over (iii) and (iv); and so forth. 

 
In witness hereof the undersigned duly authorized representatives have executed this Contract on 

the dates set forth beside their respective signatures: 
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Magic City: 
Magic City CDJR Bedford, LLC   

County: 
County of Fluvanna, a political subdivision of the 
Commonwealth of Virginia 

 
By: 

  
Date: 

  
By: 

  
Date
: 

 

 
Name: 

  
Name: 

 

 
Title: 

  
Title: 

 

   
 
 

 County: 
Fluvanna County Sheriff’s Office, a political 
subdivision of the Commonwealth of Virginia 

     
By: 

  
Date: 

 

DATE:    
Name:  Eric Hess, Fluvanna County Sheriff 

   
APPROVED AS TO FORM: 
 
___________________________________ 
Dan N. Whitten, 
Fluvanna County Attorney 
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VSA POLICE AND SSV PRICING TEMPLATE
DATE: 6/22/23
LOCALITY:
ATTENTION:

VSA SPEC # 144
VEHICLE DESCRIPTION:

BASE CONTRACT PRICE: $35,976

OPTIONS:
X5X9 VINYL REAR SEAT 126.90$          
CW6 DEACTIVATE REAR DOORS/WINDOWS 79.90$            
GXQ 6 ADDITIONAL KEYS 159.80$          
LBG FRONT READING LAMPS 79.90$            
LNF DRIVER SIDE SPOTLIGHT 220.90$          
LNX UPGRADE TO LED SPOTLIGHTS 141.00$          
AWC FLEET SAFETY GROUP 371.30$          

Convenience Fee 470.00$          

TOTAL $37,626

EXTERIOR COLOR:
QUANTITY:

DELIVERY:

          Please issue Purchase Order(s) to: 
              Magic City CDJR Bedford LLC
             1750 Independence Blvd.

PLEASE INCLUDE THIS PRICING TEMPLATE WITH PURCHASE ORDER.

.

Dominion of Bedford (Dominion Chrysler, Dodge, Jeep and Ram) was purchased by Magic City Auto 
Group of Roanoke effective February 25, 2022.

             Bedford, VA  24523

PLEASE NOTE….......

Fluvanna County Sheriff's Office
Capt. Sean Peterson

White

2023 Dodge Charger Pursuit V8 RWD               

  Price includes delivery to Fluvanna County Sheriff's Office

Magic City Auto Group assumed all terms and conditions of the VSA Contract including guaranteed 
pricing.  

17 Available and on the ground
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Appendix I 
 

COUNTY OF FLUVANNA 
 

GENERAL TERMS, CONDITIONS AND 
INSTRUCTIONS TO BIDDERS AND 

CONTRACTORS 
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GENERAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS AND 
CONTRACTORS 

 
These General Terms, Conditions and Instructions to Bidders and Contractor (hereinafter 

referred to as the “General Conditions”) shall apply to all purchases and be incorporated into and 
be a part of each Solicitation (as defined below) and every Contract (as defined below) awarded 
by Fluvanna County, a political subdivision of the Commonwealth of Virginia (hereinafter 
referred to as the “County”) unless otherwise specified by the County in writing. Bidders, 
Offerors and Contractors or their authorized representatives are expected to inform themselves 
fully as to these General Conditions before submitting Bids or Proposals to and/or entering into 
any Contract with the County: failure to do so will be at the Bidder’s/Contractor’s own risk and 
except as provided by law, relief cannot be secured on the plea of error. 
 

Subject to all Federal, State and local laws, policies, resolutions, regulations, rules, 
limitations and legislation, including the County’s Procurement Policies and Procedures, Bids or 
Proposals on all Solicitations issued by County will bind Bidders or Offerors, as applicable, and 
Contracts will bind Contractors, to all applicable terms, conditions, instructions, rules and 
requirements herein set forth unless otherwise SPECIFICALLY set forth by the County in 
writing in the Solicitation or Contract.  All provisions of these General Conditions are material to 
any contract between the County and a Contractor. 
 
 

INTRODUCTION 

1. VIRGINIA PUBLIC PROCUREMENT ACT AND ETHICS IN PUBLIC 
CONTRACTING:  The Virginia Public Procurement Act of Virginia Code §§ 2.2-4300 
et seq. (hereinafter the “VPPA”) is incorporated herein by reference.  Nothing in these 
General Conditions is intended to conflict with the VPPA and in case of any conflict, the 
VPPA controls. Specifically, the provisions of Article 6 of the VPPA (Virginia Code §§ 
2.2-4367 through 2.2-4377) relating to ethics in contracting, shall be applicable to all 
Solicitations and Contracts solicited or entered into by the County.  By submitting their 
Bids or signing any Contract, all Bidders and Contractors certify that they have not 
violated any of the provisions of Article 6 of the VPPA, including, but not limited to, that  
their Bids are made without collusion or fraud and that they have not offered or received 
any kickbacks or inducements. 

2. DEFINITIONS:  The definitions of Virginia Code §§ 2.2-4301, 2.2-4302.1 and 2.2-
4302.2 are specifically incorporated herein by reference and as used in these General 
Conditions, whether capitalized or not, any of such defined terms have the same meaning 
as such terms have under the VPPA: such defined terms include: “Affiliate”, “Best 
Value”, “Business”, “Competitive Negotiation”, “Competitive Sealed Bidding”, 
“Construction”, “Construction Management Contract”, “Design-Build Contract”, 
“Employment Services Organization”, “Goods”, “Informality”, “Job Order Contracting”, 
“Multiphase Professional Services Contract”, “Nonprofessional Services”, “Potential 
Bidder or Offeror”, “Professional Services”, “Public Body”, “Public Contract”, 
“Responsible Bidder or Offeror”, “Responsive Bidder”, “Reverse Auctioning” and 
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“Services”.  Additionally, as used in these General Conditions, the following terms, 
whether capitalized or not, have the following meanings: 

a. Bid/Proposal:  The offer of a Bidder or Offeror to provide specific Goods or 
Services at specified prices and/or other conditions specified in the Solicitation. 
The term “Bid” is used throughout these General Conditions and where 
appropriate includes the term “Proposal” or any modifications or amendments to 
any Bid or Proposal. 

b. Bidder/Offeror/Vendor:  Any individual(s), company, firm, corporation, 
partnership or other organization bidding or offering on any Solicitation issued by 
the County and/or offering to enter into Contracts with the County.  The term 
“Bidder” is used throughout these General Conditions and where appropriate 
includes the term “Offeror” and/or “Vendor”. 

c. Contract:  Any contract to which the County will be a party.   

d. Contractor:  Any individual(s), company, firm, corporation, partnership, or other 
organization to whom an award is made by the County or whom enters into any 
contract to which the County is a party. 

e. County:  The County of Fluvanna, a political subdivision of the Commonwealth 
of Virginia, including where applicable all agencies and departments of the 
County. 

f. County Administrator:  The Fluvanna County Administrator. 

g. County Attorney:  The Fluvanna County Attorney. 

h. Purchasing Agent:  The County Administrator is the County’s Purchasing Agent 
and is responsible for the purchasing activity of Fluvanna County; and has 
signatory authority to bind the County to all contracts and purchases made 
lawfully under the Fluvanna County Small Purchasing Procedures.  The 
Purchasing Agent has signatory authority to bind the County to all other contracts 
and purchases only after the contracts or purchases have been approved by a vote 
of the Fluvanna County Board of Supervisors.  

i. General Terms, Conditions and Instructions to Bidders and Contractors (also 
referred to herein as the “General Conditions”): These General Terms, Conditions 
and Instructions to Bidders and Contractors shall be attached to and made a part 
of all Solicitations by the County and all Contracts to which the County is party. 

j. His:  Any references to “his” shall include his, her, their, or its as appropriate. 

k. Invitation to Bid (also referred to herein as an “IFB”):  A request which is made to 
prospective Bidders for their quotation on Goods or Services desired by the 
County.  The issuance of an IFB will contain or incorporate by reference the 
General Conditions and the other specifications and contractual terms and 
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conditions applicable to the procurement. 

l. Purchasing Officer:  The Purchasing Officer employed by the County and to 
whom Bidders/Contractors can submit questions relating to any Bid or Contract. 

m. Request for Proposal (also referred to herein as a “RFP”):  A request for an offer 
from prospective Offerors which shall indicate the general terms which are sought 
to be procured from Offerors.  The RFP will specify the evaluation factors to be 
used and will contain or incorporate by reference the General Conditions and 
other applicable contractual terms and conditions, including any unique 
capabilities or qualifications that will be required of the Contractor. 

n. Small Purchasing Procedures:  The County’s Small Purchasing Procedures, being 
Chapter 4 of the County’s Procurement Policies and Procedures, a method of 
purchasing not requiring competitive sealed bids or competitive negotiation for 
single or term contracts for goods and services other than professional services if 
the aggregate or the sum of all phases is not expected to exceed $50,000; and also 
allowing for single or term contracts for professional services without requiring 
competitive negotiation, provided the aggregate or the sum of all phases is not 
expected to exceed $50,000. 

o. Solicitation:  The process of notifying prospective Bidders or Offerors that the 
County wishes to receive Bids or Proposals on a set of requirements to provide 
Goods or Services.  “Solicitation” includes any notification of the County 
requirements may consist of public advertising (newspaper, County’s website, or 
other electronic notification), the mailing of notices of Solicitation, any Invitation 
for Quotes (“IFQ”), Initiations to Bid (“IFB”), or Requests for Proposal (“RFP”), 
the public posting of notices, issuance of an Open Market Procurement (“OMP”), 
or telephone calls to prospective Bidders or Offerors. 

p. State:  The Commonwealth of Virginia. 

3. AUTHORITY: The Purchasing Agent shall serve as the principal public purchasing 
official for the County, and shall be responsible for the procurement of goods, services, 
insurance and construction in accordance with the County’s Procurement Policies and 
Procedures.  The Purchasing Agent has responsibility and authority for negotiating, 
placing and when necessary modifying every Solicitation, Contract and purchase order 
issued by the County under the County’s Small Purchasing Procedures.  The Purchasing 
Agent has signatory authority to bind the County to all contracts and purchases made 
lawfully under the County’s Small Purchasing Procedures.  The Purchasing Agent has 
responsibility and authority for negotiating, placing and when necessary modifying every 
other Solicitation, Contract and purchase order issued by the County except that the 
Purchasing Agent has signatory authority to bind the County to all other contracts and 
purchases ONLY after the contracts or purchases have been adopted and approved by a 
vote of the Fluvanna County Board of Supervisors (the “Board”).   
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Unless specifically delegated by the Board or the Purchasing Agent, and consistent with 
the limited authority granted thereto, no other County officer or employee is authorized to 
order supplies or Services, enter into purchase negotiations or Contracts, or in any way 
obligate the County for any indebtedness.  Any purchase or contract made which is 
contrary to such authority shall be of no effect and void and the County shall not be 
bound thereby.   
 
For convenience, the County’s Purchasing Officer shall serve as an intermediary between 
the Purchasing Agent and the Bidder or Contractor and any Bidder or Contractor may 
direct communications regarding any purchase, Solicitation or Contract to the Purchasing 
Officer; however as stated supra only the Board or County’s Purchasing Agent can bind 
the County and only upon the conditions stated supra.  
 

CONDITIONS OF BIDDING 
 

4. COMPETITION INTENDED:  It is the County’s intent to encourage and permit open 
and competitive bidding in all Solicitations.  It shall be the Bidder’s responsibility to 
advise the County in writing if any language, requirement, specification, etc., or any 
combination thereof, stifles competition or inadvertently restricts or limits the 
requirements stated in a Solicitation to a single source.  The County must receive such 
notification not later than seven (7) business days prior to the deadline set for acceptance 
of the Bids.  In submitting a Bid, the Bidder guarantees that he or she has not been a party 
with other Bidders to an agreement to bid a fixed or uniform price.  Violation of this 
implied guarantee shall render the Bid of any Bidder involved void.   
 

5. DISCRIMINATION PROHIBITED:  Pursuant to Virginia Code § 2.2-4310, the 
County does not discriminate against Bidders, Offerors or Contractors because of race, 
religion, color, sex, national origin, age, disability, status as a service disabled veteran, or 
any other basis prohibited by state law relating to discrimination in employment.  
Whenever solicitations are made, the County shall include businesses selected from a list 
made available by the Department of Small Business and Supplier Diversity.  Pursuant to 
Virginia Code § 2.2-4343.1, the County does not discriminate against “faith-based 
organizations”, being a religious organization that is or applies to be a contractor to 
provide goods or services for programs funded by the block grant provided pursuant to 
the Personal Responsibility and Work Reconciliation Act of 1996, P.L. 104-193.   
 

6. CLARIFICATION OF TERMS: Pursuant to Virginia Code § 2.2-4316, if any Bidder 
has questions or comments about the specifications or other Solicitation documents, the 
prospective Bidder should contact the County no later than seven (7) business days prior 
to the date set for the opening of Bids or receipt of Proposals.  Any revisions to the 
Solicitation will be made only by written addendum issued by the County.  Notifications 
regarding specifications may not be considered if received in less than seven (7) business 
days of the date set for opening of Bids/receipt of Proposals. 
 

7. MANDATORY USE OF COUNTY FORM AND TERMS AND CONDITIONS: 
Unless otherwise specified in the Solicitation, all Bids must be submitted on the forms 
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provided by the County, including but not limited to, a Cover Sheet or Pricing Schedule, 
if applicable, properly signed in ink in the proper spaces and submitted in a sealed 
envelope or package.  Unauthorized modification of or additions to any portion of the 
Solicitation may be cause for rejection of the Bid.  However, the County reserves the 
right to decide, on a case by case basis, in its sole discretion, whether to reject any Bid or 
Proposal which has been modified.  These General Conditions are mandatory provisions 
of all Solicitations and all Contracts of the County. 
 

8. LATE BIDS & MODIFICATION OF BIDS:   Any Bid or modification thereto 
received at the office designated in the Solicitation after the exact time specified for 
receipt of the Bid is considered a late Bid or modification thereof.  The County is not 
responsible for delays in the delivery of the mail by the U.S. Postal Service, private 
carriers or the inter-office mail system.  It is the sole responsibility of the Bidder to 
ensure their Bid reaches County by the designated date and hour. The following rules 
apply to all Bids submitted to the County:  
 

a. The official time used in the receipt of Bids/Proposals is that time on the 
automatic time stamp machine in the Finance Department; 

b. Late Bids or modifications thereof will be returned to the Bidder UNOPENED, if 
Solicitation number, due date and Bidder’s return address is shown on the 
container; 

c. If a Bid is submitted on time, however a modification thereto is submitted after 
the due date and time, then the County in its sole discretion may choose to 
consider the original Bid except that the County may not consider such original 
Bid if the Bid is withdrawn by the Bidder pursuant to Section 9 below; and 

d. If an emergency or unanticipated event or closing interrupts or suspends the 
County’s normal business operations so that Bids cannot be received by the exact 
time specified in the Solicitation, then the due date/time specified for receipt of 
Bids will be deemed to be extended to the same time of day specified in the 
Solicitation on the first work day on which normal County business operations 
resume.   
 

9. WITHDRAWAL OF BIDS: 
 

a. Pursuant to Virginia Code § 2.2-4330, a Bidder for a public construction contract, 
other than a contract for construction or maintenance of public highways, may 
withdraw his Bid from consideration if the price bid was substantially lower than 
the other Bids due solely to a mistake in the Bid, provided the Bid was submitted 
in good faith, and the mistake was a clerical mistake as opposed to a judgment 
mistake, and was actually due to an unintentional arithmetic error or an 
unintentional omission of a quantity of work, labor or material made directly in 
the compilation of a Bid, which unintentional arithmetic error or unintentional 
omission can be clearly shown by objective evidence drawn from inspection of 
original work papers, documents and materials used in the preparation of the Bid 
sought to be withdrawn.  
 

BOS 2023-07-05 p.275/412



    

7 
Adopted by Fluvanna County Board of Supervisors on April 3, 2013, amended July 16, 2014 

If a Bid contains both clerical and judgment mistakes, a Bidder may withdraw his 
Bid from consideration if the price bid would have been substantially lower than 
the other Bids due solely to the clerical mistake, that was an unintentional 
arithmetic error or an unintentional omission of a quantity of work, labor or 
material made directly in the compilation of a Bid that shall be clearly shown by 
objective evidence drawn from inspection of original work papers, documents and 
materials used in the preparation of the Bid sought to be withdrawn.  The Bidder 
shall give notice in writing to the County of his or her claim of right to withdraw 
his or her Bid within two (2) business days after the conclusion of the Bid 
opening procedure and shall submit original work papers with such notice. 
 

b. A Bidder for a Contract other than for public construction may request withdrawal 
of his or her Bid under the following circumstances: 
 

i. Bids may be withdrawn on written request from the Bidder received at the 
address shown in the Solicitation prior to the time of opening. 

ii. Requests for withdrawal of Bids after opening of such Bids but prior to 
award shall be transmitted to the County, in writing, accompanied by full 
documentation supporting the request.  If the request is based on a claim 
of error, documentation must show the basis of the error.  Such 
documentation may take the form of supplier quotations, Bidder work 
sheets, etc.  If Bid bonds were tendered with the Bid, the County may 
exercise its right of collection. 
 

c. No Bid may be withdrawn under this Section 9 when the result would be the 
awarding of the Contract on another Bid of the same Bidder or of another Bidder 
in which the ownership of the withdrawing Bidder is more than five percent (5%).   
 

d. If a Bid is withdrawn under the authority of this Section 9 the lowest remaining 
Bid shall be deemed to be the low Bid.   

 
e. No Bidder who, is permitted to withdraw a Bid shall, for compensation, supply 

any material or labor to or perform any subcontract or other work agreement for 
the person or firm to whom the Contract is awarded or otherwise benefit, directly 
or indirectly, from the performance of the project for which the withdrawn Bid 
was submitted.  

 
f. The County shall notify the Bidder in writing within five (5) business days of its 

decision regarding the Bidder's request to withdraw its Bid. If the County denies 
the withdrawal of a Bid under the provisions of this Section 9, it shall State in 
such notice the reasons for its decision and award the Contract to such Bidder at 
the Bid price, provided such Bidder is a responsible and responsive Bidder. At the 
same time that the notice is provided, the County shall return all work papers and 
copies thereof that have been submitted by the Bidder.  
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g. Under these procedures, a mistake shall be proved only from the original work 
papers, documents and materials delivered as required herein. The work papers, 
documents and materials submitted by the bidder shall, at the bidder's request, be 
considered trade secrets or proprietary information subject to the conditions of 
subsection F of Virginia Code § 2.2-4342. 

 
10. ERRORS IN BIDS: When an error is made in extending total prices, the unit Bid price 

will govern.  Erasures in Bids must be initialed by the Bidder.  Carelessness in quoting 
prices, or otherwise in preparation of the Bid, will not relieve the Bidder.  
Bidders/Offerors are cautioned to recheck their Bids for possible error.  Errors discovered 
after public opening cannot be corrected and the Bidder will be required to perform if his 
or her Bid is accepted. 

 
11. IDENTIFICATION ON BID ENVELOPE:  All Bids, Proposals and requested copies 

thereof submitted to the County shall be in a separate envelope or package, sealed and 
identified with the following information clearly marked on the outside of the envelope 
or package: 
 

a. Addressed as indicated on page 1 of the solicitation; 
b. Solicitation number; 
c. Title; 
d. Bid due date and time; 
e. Bidder’s name and complete mailing address (return address); and 
f. Pursuant to Virginia Code § 2.2-4311.2, the Bidder’s identification number issued 

by the State Corporation Commission, or if the bidder is not required to be 
authorized to transact business in the Commonwealth as a foreign business entity 
under Title 13.1 or Title 50 or as otherwise required by law shall include in its 
bids or proposal a statement describing why the bidder or offeror is not required 
to be so authorized.  
 

If a Bid is not addressed with the information as shown above, the Bidder takes the risk 
that the envelope may be inadvertently opened and the information compromised, which 
may cause the Bid to be disqualified.  Bids may be hand delivered to the designated 
location in the County’s offices.  No other correspondence or other Proposals/Bids should 
be placed in the envelope.  Any Bidder or Offeror that fails to provide the information 
required in (f) above shall not receive an award unless a waiver is specifically granted by 
the County Administrator. 
 

12. ACCEPTANCE OF BIDS: Unless otherwise specified, all formal Bids or Proposals 
submitted shall be valid for a minimum period of one hundred twenty (120) calendar days 
following the date established for opening or receipt, respectively, unless extend by 
mutual agreement of the parties.  At the end of the one hundred twenty (120) calendar 
days the Bid/Proposal may be withdrawn at the written request of the Bidder.  Thereafter, 
unless and until the Proposal is withdrawn, it remains in effect until an award is made or 
the Solicitation is canceled by the County.  The County may cancel any Solicitation at 
any time by notice of such cancelation to the Bidders. 
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13. COMPLETENESS:  To be responsive, a Bid must include all information required by 

the Solicitation.   
 

14. CONDITIONAL BIDS: Conditional Bids are subject to rejection in whole or in part. 
 
15. RESPONSE TO SOLICITATIONS: In the event a Bidder cannot submit a Bid on a 

Solicitation, the Bidder is requested to return the Solicitation cover sheet with an 
explanation as to why the Bidder is unable to Bid on these requirements, or if there be no 
cover sheet for the Solicitation a letter to the County explaining the same.   

 
16. BIDDER INTERESTED IN MORE THAN ONE BID AND COLLUSION: More 

than one bid from an individual, firm, partnership, corporation or association under the 
same or different name will be rejected. Reasonable grounds for believing that a bidder is 
interested in more than one bid for the work contemplated will cause rejection of all bids 
in which the bidder is interested. Any or all bids may be rejected if there is any reason 
for believing that collusion exists among the bidders. Participants in such collusion may 
not be considered in future bids for the same work. Each bidder, as a condition of 
submitting a bid, shall certify that he is not a party to any collusive action as herein 
defined. However, a party who has quoted prices on work, materials, or supplies to a 
Bidder is not thereby disqualified from quoting prices to other Bidders or firms 
submitting a Bid directly for the work, materials or supplies. 

 
17. BID OPENING: Pursuant to Virginia Code § 2.2-4301, all Bids received in response to 

an IFB will be opened at the date, time and place specified, and announced publicly, and 
made available for inspection as provided in Section 21 of these General Conditions.   
Proposals received in response to an RFP will be made available for inspection as 
provided in Section 21 of these General Conditions. 

 
18. TAX EXEMPTION: The County is exempt from the payment of any federal excise or 

any Virginia sales tax.  The price bid must be net, exclusive of taxes. Tax exemption 
certificates will be furnished if requested by the Bidder.  
 

19. DEBARMENT STATUS: By submitting their Bids, Bidders certify that they are not 
currently debarred from submitting Bids on Contracts by the County, nor are they an 
agent of any person or entity that is currently debarred from submitting Bids or Proposals 
on Contracts by the County or any agency, public entity/locality or authority of the State.   
 

20. NO CONTACT POLICY: No Bidder shall initiate or otherwise have contact related to 
the Solicitation with any County representative or employee, other than the Purchasing 
Officer or Purchasing Agent, after the date and time established for receipt of Bids.  Any 
contact initiated by a Bidder with any County representative, other than the Purchasing 
Officer or Purchasing Agent, concerning this Solicitation is prohibited and may cause the 
disqualification of the Bidder. 
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21. VIRGINIA FREEDOM OF INFORMATION ACT: As provided under Virginia Code 
§ 2.2-4342, all proceedings, records, Contracts and other public records relating to 
procurement transactions shall be open to the inspection of any citizen, or any interested 
person, firm or corporation, in accordance with the Virginia Freedom of Information Act 
of Virginia Code §§ 2.2-3700 et seq., except: 
 

a. Cost estimates relating to a proposed procurement transaction prepared by or for 
the County shall not be open to public inspection; 

b. Any competitive sealed bidding Bidder, upon request, shall be afforded the 
opportunity to inspect Bid records within a reasonable time after the opening of 
Bids but prior to award, except in the event that the County decides not to accept 
any of the Bids and to reopen the Contract. Otherwise, Bid records shall be open 
to public inspection only after award of the Contract; 

c. Any competitive negotiation Offeror, upon request, shall be afforded the 
opportunity to inspect Proposal records within a reasonable time after the 
evaluation and negotiations of Proposals are completed but prior to award except 
in the event that the County decides not to accept any of the Proposals and to 
reopen the Contract. Otherwise, Proposal records shall be open to the public 
inspection only after award of the Contract; 

d. Any inspection of procurement transaction records under this Section 21 shall be 
subject to reasonable restrictions to ensure the security and integrity of the 
records; 

e. Trade secrets or proprietary information submitted by a Bidder, Offeror or 
Contractor in connection with a procurement transaction shall not be subject to 
public disclosure under the Virginia Freedom of Information Act; however, the 
Bidder, Offeror or Contractor must invoke the protections of this Section 21 prior 
to or upon submission of the data or other materials, and must identify the data or 
other materials to be protected and State the reasons why protection is necessary; 
and 

f. Nothing contained in this Section 21 shall be construed to require the County, 
when procuring by “competitive negotiation” (RFP), to furnish a Statement of 
reasons why a particular Proposal was not deemed to be the most advantageous to 
the County.  
 

22. CONFLICT OF INTEREST: Bidder/Contractor certifies by signing any Bid/Contract 
to/with the County that no conflict of interest exists between Bidder/Contractor and 
County that interferes with fair competition and no conflict of interest exists between 
Bidder/Contractor and any other person or organization that constitutes a conflict of 
interest with respect to the Bid/Contract with the County. 

 
SPECIFICATIONS 

 
23. OMISSIONS OR DISCREPANCIES:  Any items or parts of any equipment listed in a 

Solicitation which are not fully described or are omitted from such specification, and 
which are clearly necessary for the completion of such equipment and its appurtenances, 
shall be considered a part of such equipment although not directly specified or called for 
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in the specifications.  Should a Bidder find a discrepancy or ambiguity in, or an omission 
from, the Solicitation, including the drawings and/or specifications, he or she shall so 
notify the County within twenty-four (24) hours of noting the discrepancy, ambiguity or 
omission and in any event no less than five (5) days prior to the date set for the opening 
of Bids.  If necessary, the County will send a written addendum for clarification to all 
Bidders no later than three (3) days before the date set for opening of Bids.  Any 
notification regarding specifications received less than five (5) days prior to the date set 
for the opening of Bids may or may not be considered by the County in its sole 
discretion.  The Bidder shall abide by and comply with the true intent of the 
specifications and not take advantage of any unintentional error or omission, but shall 
fully complete every part as the true intent and meaning of the specifications and 
drawings.  Whenever the mention is made of any articles, material or workmanship to be 
in accordance with laws, ordinances, building codes, underwriter’s codes, A.S.T.M. 
regulations or similar expressions, the requirements of these laws, ordinances, etc., shall 
be construed as to the minimum requirements of these specifications. 
 

24. BRAND NAME OR EQUAL ITEMS: Pursuant to Virginia Code § 2.2-4315, unless 
otherwise provided in the Solicitation, the name of a certain brand, make or manufacturer 
does not restrict Bidders to the specific brand, make or manufacturer named; it conveys 
the general style, type, character, and quality of the article desired, and any article which 
the County in its sole discretion determines to be the equal of that specified, considering 
quality, workmanship, economy of operation, and suitability for the purpose intended, 
shall be accepted. The Bidder is responsible to clearly and specifically indicate the 
product being offered and to provide sufficient descriptive literature, catalog cuts and 
technical detail to enable the County 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 bidding, only the information 
furnished with the Bid will be considered in the evaluation.  Failure to furnish adequate 
data for evaluation purposes may result in declaring a Bid non-responsive.  Unless the 
Bidder clearly indicates in its Bid that the product offered is "equal" product, such Bid 
will be considered to offer the brand name product referenced in the Solicitation. 
 

25. FORMAL SPECIFICATIONS: When a Solicitation contains a specification which 
states no substitutes, no deviation therefrom will be permitted and the Bidder will be 
required to furnish articles in conformity with that specification. 
 

26. CONDITION OF ITEMS: Unless otherwise specified in the Solicitation, all items shall 
be new, in first class condition. 
 

AWARD 
 
27. RESPONSIBLE BIDDERS:  In determining whether a Bidder is a responsible Bidder 

as defined herein, at minimum, the following criteria will be considered: 
 

a. The ability, capacity and skill of the Bidder to perform the Contract or provide the 
service required under the Solicitation; 
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b. Whether the Bidder can perform the Contract or provide the service promptly, or 
within the time specified, without delay or interference; 

c. The character, integrity, reputation, judgment, experience and efficiency of the 
Bidder; 

d. The quality of performance of previous Contracts or Services; 
e. The previous and existing compliance by the Bidder with laws and ordinances 

relating to the Contract or Services; 
f. The sufficiency of the financial resources and ability of the Bidder to perform the 

Contract or provide the service; 
g. The quality, availability and adaptability of the Goods or Services to the particular 

use required; 
h. The ability of the Bidder to provide future maintenance and service for the use of 

the subject of the Contract; 
i. The number and scope of the conditions attached to the Bid; 
j. Whether the Bidder is in arrears to the County on debt or Contract or is a defaulter 

on surety to the County or whether the Bidder's County taxes or assessments are 
delinquent; and 

k. Such other information as may be secured by the County, the Purchasing Agent or 
the Purchasing Officer having a bearing on the decision to award the Contract. If 
an apparent low Bidder is not awarded a Contract for reasons of 
nonresponsibility, the County shall so notify that Bidder and shall have recorded 
the reasons in the Solicitation or Contract file. 
 

28. AWARD OR REJECTION OF BIDS; WAIVER OF INFORMALITIES: The 
County shall award the Contract to the lowest responsive and responsible Bidder 
complying with all provisions of the IFB, provided the Bid price is reasonable and it is in 
the best interest of the County to accept it.  Awards made in response to a RFP will be 
made to the highest qualified Offeror whose Proposal is determined, in writing, to be the 
most advantageous to the County taking into consideration the evaluation factors set forth 
in the RFP.  The County reserves the right to award a Contract by individual items, in the 
aggregate, or in combination thereof, or to reject any or all Bids and to waive any 
informality in Bids received whenever such rejection or waiver is in the best interest of 
the County.  Award may be made to as many Bidders/Offerors as deemed necessary to 
fulfill the anticipated requirements of the County.  The County also reserves the right to 
reject the Bid if a Bidder is deemed to be a non-responsible Bidder.  Pursuant to Virginia 
Code § 2.2-4319, an IFB, a RFP, any other solicitation, or any and all bids or proposals, 
may be canceled or rejected by the County at any time. The reasons for cancellation or 
rejection shall be made part of the contract file. The County shall not cancel or reject an 
IFB, a RFP, any other solicitation, bid or proposal solely to avoid awarding a contract to 
a particular responsive and responsible bidder or offeror. 

29. EXCLUSION OF INSURANCE BIDS PROHIBITED:  Pursuant to Virginia Code § 
2.2-4320, notwithstanding any other provision of law or these General Conditions, no 
insurer licensed to transact the business of insurance in the State or approved to issue 
surplus lines insurance in the State shall be excluded from presenting an insurance bid 
proposal to the County in response to a RFP or an IFB; excepting that the County may 
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debar a prospective insurer pursuant to its Debarment Policy, see Chapter 2 of the 
County’s Procurement Policies and Procedures. 

30. ANNOUNCEMENT OF AWARD: Upon the award or announcement of the decision to 
award a Contract as a result of this Solicitation, the County will publicly post such notice 
on the County’s bulletin board located at 72 Main Street, 2nd Floor, Palmyra, Virginia 
22963.  Award results may also be viewed on the County’s website. 

31. QUALIFICATIONS OF BIDDERS OR OFFERORS: The County may make such 
reasonable investigations as deemed proper and necessary to determine the ability of the 
Bidder to perform the work/furnish the item(s) and the Bidder shall furnish to the County 
all such information and data for this purpose as may be requested.  The County reserves 
the right to inspect Bidder’s physical facilities prior to award to satisfy questions 
regarding the Bidder’s capabilities.  The County further reserves the right to reject any 
Bid or Proposal if the evidence submitted by or investigations of, such Bidder fails to 
satisfy the County that such Bidder is properly qualified to carry out the obligations of 
the Contract and to complete the work/furnish the item(s) contemplated therein. 

32. TIE BIDS AND PREFERENCE FOR VIRGINIA PRODUCTS WITH RECYCLED 
CONTENT AND FOR VIRGINIA FIRMS:  
 

a. Pursuant to Virginia Code § 2.2-4328, in the case of a tie bid on an IFB only, the 
County may give preference to Goods, Services and construction produced in 
Fluvanna County or provided by persons, firms or corporations having principal 
places of business in Fluvanna County.  If such choice is not available, preference 
shall then be given to Goods produced in Virginia, or for goods, services or 
construction provided by Virginia persons, firms, corporations, pursuant Virginia 
Code § 2.2-4324.  If no County or State choice is available, the tie shall be 
decided publicly by lot.  The decision by the County to make award to one or 
more such Bidders shall be final. 

b. Whenever the lowest responsive and responsible bidder is a resident of any other 
state and such state under its laws allows a resident contractor of that state a 
percentage preference, a like preference shall be allowed to the lowest responsive 
and responsible bidder who is a resident of Virginia and is the next lowest bidder. 
If the lowest responsive and responsible bidder is a resident of any other state and 
such state under its laws allows a resident contractor of that state a price-matching 
preference, a like preference shall be allowed to responsive and responsible 
bidders who are residents of Virginia. If the lowest bidder is a resident contractor 
of a state with an absolute preference, the bid shall not be considered. The 
Department of General Services shall post and maintain an updated list on its 
website of all states with an absolute preference for their resident contractors and 
those states that allow their resident contractors a percentage preference, 
including the respective percentage amounts. For purposes of compliance with 
this Section 32, the County may rely upon the accuracy of the information posted 
on this website. 

c. Notwithstanding the provisions of subsections a and b, in the case of a tie bid in 
instances where goods are being offered, and existing price preferences have 
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already been taken into account, preference shall be given to the bidder whose 
goods contain the greatest amount of recycled content. 

d. For the purposes of this Section 32, a Virginia person, firm or corporation shall be 
deemed to be a resident of Virginia if such person, firm or corporation has been 
organized pursuant to Virginia law or maintains a principal place of business 
within Virginia. 

 
33. NEGOTIATION WITH LOWEST RESPONSIBLE BIDDER: Pursuant to Virginia 

Code § 2.2-4318, unless cancelled or rejected, a responsive Bid from the lowest 
responsible Bidder shall be accepted as submitted, except that if the Bid from the lowest 
responsible Bidder exceeds available funds, the County may negotiate with the apparent 
low Bidder to obtain a Contract price within available funds. However, the negotiation 
may be undertaken only under conditions and procedures described in writing and 
approved by the County prior to issuance of the IFB and summarized therein. 

 
CONTRACT PROVISIONS 

 
34. APPLICABLE LAW AND COURTS:  Any Bid or Contract resulting from a 

Solicitation and its terms, including, but not limited to, the parties’ obligations under it, 
and the remedies available to each party for breach of it, shall be governed by, construed 
and interpreted in accordance with the laws of the Commonwealth of Virginia, and 
exclusive jurisdiction and venue of any dispute or matters involving litigation between 
the parties hereto shall be in the courts of Fluvanna County, Virginia. Any jurisdiction’s 
choice of law, conflict of laws, rules, or provisions, including those of the 
Commonwealth of Virginia, that would cause the application of any laws other than those 
of the Commonwealth of Virginia, shall not apply.  The Contractor shall comply with 
applicable federal, State and local laws, ordinances, rules and regulations in performance 
of the Contract. 
 

35. PROVISION AND OWNERSHIP OF INFORMATION:  The County shall make a 
good faith effort to identify and make available to the Contractor all non-confidential 
technical and administrative data in the County’s possession which the County may 
lawfully release including, but not limited to Contract specifications, drawings, 
correspondence, and other information specified and required by the Contractor and 
relating to its work under any Contract.  The County reserves its rights of ownership to 
all material given to the Contractor by the County and to all background information 
documents, and computer software and documentation developed by the Contractor in 
performing any Contract. 
 

36. DOCUMENTS:  All documents, including but not limited to data compilations, 
drawings, reports and other material, whether in hard copy or electronic format, prepared, 
developed or furnished by the Contractor pursuant to any Contract shall be the sole 
property of the County.  At the direction of the County, the Contractor shall have the 
right to make copies of the documents produced available to other parties.  The County 
shall be entitled to delivery of possession of all documents, upon payment in accordance 
with the terms of any Contract for the service incurred to produce such documents. 
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37. CONFIDENTIALITY:  Contractor shall not publish, copyright or otherwise disclose or 

permit to be disclosed or published, the results of any work performed pursuant to this 
contract, or any particulars thereof, including forms or other materials developed for the 
County  in connection with the performance by Contractor of its services hereunder, 
without prior written approval of the County.  Contractor, cognizant of the sensitive 
nature of much of the data supplied by the County, shall not disclose any information 
(other than information which is readily available from sources available to the general 
public) obtained by it in the course of providing services hereunder without the prior 
written approval of the County, unless disclosure of such information by it is required by 
law, rule or regulation or the valid order of a court or administrative agency. 
 

38. INDEPENDENT CONTRACTOR:  The Contractor and any agents, or employees of 
the Contractor, in the performance of any Contract shall act as an independent contractor 
and not as officers, employees or agents of the County. 
 

39. INSURANCE: The Contractor agrees that, during the period of time it renders services 
to the County pursuant to any Contract, it shall carry (and provide the County with 
evidence of coverage) the following minimum amounts of  insurance: 

 
  Automobile   $500,000 Liability 
        Medical Payment 
        Comprehensive 
        Collision 
  Public Liability  $1,000,000 
 
  Professional Liability  $1,000,000 
 
  Excess Liability  $2,000,000  Aggregate Over 
        Above Policy Limits 
        (Excluding Professional Liability) 
 
  Worker’s Compensation Amount required by Virginia law 
 

The Contract may specifically require the Contractor to carry higher minimum amounts 
of insurance.   

 
In addition, the Contractor shall require, and shall include in every subcontract, that any 
subcontractor providing any goods or services related to such Contract obtain, and 
continue to maintain for the duration of the work, workers’ compensation coverage in the 
amount required by Virginia law. 
 

40. KEY PERSONNEL:  For the duration of any Contract, the Contractor shall make no 
substitutions of key personnel unless the substitution is necessitated by illness, death, or 
termination of employment, or as expressly approved by the County.  The Contractor 
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shall notify the County within five (5) calendar days after the occurrence of any of these 
events and provide the information required by the paragraph below. 
 
The Contractor shall provide a detailed explanation of the circumstances necessitating 
any proposed substitution, complete resumes for the proposed substitute, and any 
additional information requested by the County.  The proposed substitute should have 
comparable qualifications to those of the person being replaced.  The County will notify 
the Contractor within fifteen (15) calendar days after receipt of all required information 
of its approval or disapproval of the proposed substitution. 
 

41. SEVERABILITY:  If any term, covenant or provision of these General Conditions or 
any Contract shall be held to be invalid, illegal or unenforceable in any respect, these 
General Conditions and any Contract shall remain in effect and be construed without 
regard to such provision. 

 
42. TITLES:  The titles and section headings herein and in any Contract are inserted solely 

for convenience and are not to be construed as a limitation on the scope of the provisions 
to which they refer. 
 

43. ATTORNEYS’ FEES:  In the event of a dispute between the County and Contractor 
under any Contract which cannot be amicably resolved, in addition to all other remedies, 
the party substantially prevailing in any litigation shall be entitled to recover its 
reasonable expenses, including, but not limited to, reasonable attorneys' fees. 
 

44. NO WAIVER:  Neither any payment for, nor acceptance of, the whole or any part of the 
services by the County, nor any extension of time, shall operate as a waiver of any 
provision of any Contract, nor of any power herein reserved to the County, or any right to 
damages herein provided, nor shall any waiver of any breach of any Contract be held to 
be a waiver of any other or subsequent breach.  Failure of the County to require 
compliance with any term or condition of any Contract shall not be deemed a waiver of 
such term or condition or a waiver of the subsequent enforcement thereof. 

 
45. NO FINANCE CHARGES:  No finance charges shall be paid by the County. 
 
46. ANTITRUST: By entering into a Contract, the Contractor conveys, sells, assigns, and 

transfers to the County all rights, title and interest in and to all causes of the action it may 
now have or hereafter acquire under the antitrust law of the United States or the State, 
relating to the particular Goods or Services purchased or acquired by the County under 
said Contract.   Consistent and continued tie bidding could cause rejection of Bids by the 
County and/or investigation for antitrust violations. 
 

47. PAYMENT:  Pursuant to Virginia Code § 2.2-4352, unless more time is provided in the 
Solicitation or Contract, payment will be made forty-five (45) days after receipt by the 
County of a proper invoice, or forty-five (45) days after receipt of all Goods or 
acceptance of work, whichever is later.  The County reserves the right to withhold any or 
all payments or portions thereof for Contractor's failure to perform in accordance with the 
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provision of the Contract or any modifications thereto.  Within twenty (20) days of 
receipt of proper invoice or of goods or services, the County shall notify the Contractor if 
any defect or impropriety that would prevent payment by the payment date.  The 
following provisions apply to such payments: 
 

a. Invoices for items/Services ordered, delivered/performed and accepted shall be 
submitted by the Contractor in duplicate directly to the payment address shown on 
the purchase order, Solicitation or Contract, as applicable.  All invoices shall 
show the Contract number, purchase order number, or Solicitation number, as 
applicable, and as required under Virginia Code § 2.2-4354, either the individual 
Contractor’s social security number or the Contractor’s federal employer 
identification number, whichever is applicable.   
 

b. Any payment terms requiring payment in less than forty-five (45) days will be 
regarded as requiring payment forty-five (45) days after receipt of proper invoice 
or receipt of all Goods or acceptance of work, whichever occurs later.  
Notwithstanding the foregoing, offers of discounts for payment in less than forty-
five (45) days are valid and enforceable. 

 
c.  Pursuant to Virginia Code § 2.2-4353, the date any payment shall be deemed the 

date of postmark in all cases where payment is made by mail. 
 

d. The County's fiscal year is July 1 to June 30. Contractors are advised to submit 
invoices, especially for Goods and/or Services provided in the month of June, for 
the entire month (i.e. June 1 - June 30), so that expenses are recognized in the 
appropriate fiscal year. 

 
e. Any payment made by the Contractor to the County shall only be made in U.S. 

Dollars. If payment is received in foreign currency the County may, in its sole 
discretion, reject such payment and require immediate compensation in U.S. 
Dollars.  
 

48. SUBCONTRACTORS:  Pursuant to Virginia Code § 2.2-4354, in the event that any 
subcontractors are used by Contractor in connection with the work, Contractor shall: 
 

a. Within seven (7) days after receipt of amounts paid to the Contractor for work 
performed by a subcontractor, either: 

i. Pay the subcontractor for the proportionate share of the total payment 
received attributable to the work performed by the subcontractor under 
any Contract; or 

ii. Notify the County and subcontractor, in writing, of his intention to 
withhold all or a part of the subcontractor's payment with the reason for 
nonpayment.  
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b. Contractor shall require each subcontractor to provide either (i) for an individual, 
their social security numbers, or (ii) for proprietorships, partnerships, and 
corporations to provide their federal employer identification numbers.   
 

c. The Contractor shall pay interest to any subcontractor on all amounts owed by the 
Contractor that remain unpaid after seven days following receipt by the 
Contractor of payment from the County for work performed by the subcontractor 
under any Contract, except for amounts withheld as allowed in subdivision (a)(II) 
above.  Unless otherwise provided under the terms of any Contract, interest shall 
accrue at the rate of one percent (1%) per month. 

 
d. The Contractor shall include in each of its subcontracts under any Contract a 

provision requiring each subcontractor to include or otherwise be subject to the 
above payment and interest requirements (a), (b) and (c) with respect to each 
lower tier subcontractor. 
 

e. The Contractor's obligation to pay an interest charge to a subcontractor pursuant 
to the payment clause in this Section 48 shall not be construed to be an obligation 
of the County.  No Contract modification may be made for the purpose of 
providing reimbursement for such interest charge.  No cost reimbursement claim 
may include any amount for reimbursement for such interest charge. 

49. RETAINAGE ON CONSTRUCTION CONTRACTS:  Pursuant to Virginia Code 2§ 
2.2-4333, if a Contract for construction provides for progress payments in installments 
based upon an estimated percentage of completion, then the contractor shall be paid at 
least ninety-five percent (95%) of the earned sum when payment is due, with no more 
than five percent (5%) being retained to ensure faithful performance of the contract. All 
amounts withheld may be included in the final payment.  Any subcontract related to work 
on a Contract that provides for similar progress payments shall be subject to the 
provisions above and the Contractor agrees to include such provisions in every 
subcontract. 

50. SUCCESSORS AND ASSIGNS:  The County and the Contractor bind themselves and 
their respective successors and assigns to any Contract.  The foregoing notwithstanding, 
the Contractor shall not assign, sublet or transfer its interest in any Contract without the 
prior written consent of the County, which may be granted or withheld in the County’s 
sole discretion.  Nothing hereinafter mentioned shall be construed as creating any 
personal liability on the part of any officer, agent or employee of the County, nor shall it 
be construed as giving any benefits hereunder to anyone other than the County and the 
Contractor. 
 

51. DEFAULT:    Failure of a Contractor to deliver Goods or Services in accordance with 
Contract terms and conditions and/or within the time specified, or within reasonable time 
as interpreted by the County in its sole discretion, or failure to make 
replacements/corrections of rejected articles/services when so requested, immediately or 
as directed by the County, or failure of the Contractor to act in accordance with the 
Contract in any material respect, as reasonably determined by the County, shall constitute 
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a “default” by the Contractor and shall further authority for the County to purchase in the 
open market articles/services of comparable grade/quality to replace the services, articles 
rejected, and/or not delivered.  On all such purchases, the Contractor shall reimburse the 
County, within a reasonable time specified by the County, for any expense incurred in 
excess of Contract prices including, but not limited to, any purchase and administrative 
costs.  Such purchases shall be deducted from the Contract quantities, if applicable.  
Should public necessity demand it, the County reserves the right to use or consume 
articles delivered or services performed which are substandard in quality, subject to an 
adjustment in price to be determined by the County.  In case of any default, the County, 
after due oral or written notice if required in accordance with the Contract, may terminate 
the Contract at its option in its sole discretion effective immediately.  These remedies 
shall be in addition to any other remedies which the County may have, including but not 
limited to, any remedies at law, under the Contract or in equity.   
 
Notwithstanding the foregoing, the Contractor shall not be liable for damages for delay in 
shipment or failure to deliver when such delay or failure is the result of fire, flood, strike, 
act of God, act of Government, act of an alien enemy or by any other circumstances 
which, in the County's opinion, are beyond the control of the Contractor.  Under such 
circumstances, however, the County may, at its sole discretion, terminate or cancel the 
Contract effective immediately. 
 

52. NON-DISCRIMINATION ASSURANCES:  The Contractor shall conform to the 
provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia 
Fair Employment Act of 1975, as amended, where applicable, and § 2.2-4311 of the 
Virginia Procurement Act: 
 

a. During the performance of any Contract, the Contractor agrees as follows:  the 
Contractor will not discriminate against any employee or applicant for 
employment because of race, religion, color, sex, national origin, age, disability, 
or other basis prohibited by state law relating to discrimination in employment, 
except where there is a bona fide occupational qualification reasonably necessary 
to the normal operation of the Contractor. The Contractor agrees to post in 
conspicuous places, available to employees and applicants for employment, 
notices setting forth the provisions of this nondiscrimination clause.  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.  Notices, advertisements and Solicitations placed in accordance with 
federal law, rule or regulation shall be deemed sufficient for the purpose of 
meeting the requirements of this Section 52. 
 

b. The Contractor shall include the provisions of paragraph (a) above in every 
subcontract or purchase over $10,000.00 so that the provisions will be binding 
upon each subcontractor or Vendor. 
 

53. MODIFICATION:   
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a. Pursuant to Virginia Code § 2.2-4309, these General Conditions and any Contract 
entered into by the County and any Contractor shall not be subject to change, 
modification, or discharge except by written instrument signed by the County and 
Contractor, but no fixed-price contract may be increased by more than twenty-five 
percent (25%) of the amount of the contract or $50,000, whichever is greater, 
without the advance written approval of the County’s Board. In no event may the 
amount of any contract, without adequate consideration, be increased for any 
purpose, including, but not limited to, relief of an offeror from the consequences 
of an error in its bid or offer. 

b. The County may, but is not obligated to, extend the term of an existing contract 
for services to allow completion of any work undertaken but not completed during 
the original term of the contract. 

c. Nothing in this Section 53 shall prevent the County from placing greater 
restrictions on contract modifications. 

 
54. INDEMNIFICATION:  Contractor agrees to indemnify, keep and save harmless the 

County, its officers, agents, officials, employees and volunteers against any and all 
claims, claims of injuries, death, damage to property, patent claims, suits, liabilities, 
judgments, losses, costs and expenses, including but not limited to costs of investigation, 
all reasonable attorneys' fees (whether or not litigation results), and the cost of any 
appeal, occurring or arising in connection with the Contractor’s, its agents’, 
subcontractors’, employees’, or volunteers’ negligence or wrongful acts or omissions in 
connection with its performance of any Contract.  The Contractor shall, at his or her own 
expense, appear, defend and pay all charges of attorneys and all costs and other expenses 
arising therefrom or incurred in connection therewith; and if any judgment shall be 
rendered against the County in any such action, the Contractor shall, at his or her own 
expenses, satisfy and discharge the same.  Contractor expressly understands and agrees 
that any performance bond or insurance protection required by any Contract, or otherwise 
provided by the Contractor, shall in no way limit the responsibility to indemnify, keep 
and save harmless and defend the County as herein provided.  Nothing contained in this 
Solicitation or the Contract shall be deemed to be a waiver of the County’s sovereign 
immunity. 
 

55. DRUG-FREE WORKPLACE: Pursuant to Virginia Code § 2.2-4312, in every 
Contract over $10,000.00 the following provisions apply:  During the performance of any 
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 
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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 in 
accordance with this the VPPA and the County’s Procurement Procedures, 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.  

 
56. TERMINATION:  Contracts will remain in force for full periods specified and/or until 

all articles ordered before date of termination shall have been satisfactorily delivered and 
accepted and thereafter until all requirements and conditions shall have been met, unless: 
 

a. Terminated prior to expiration date by satisfactory deliveries of entire Contract 
requirements; 
 

b. Terminated by the County upon thirty (30) days written notice to the Contractor 
at the County’s convenience in the County’s sole discretion (“termination for 
convenience”), unless a termination for convenience is specifically and expressly 
prohibited by the Contract.  Any Contract cancellation notice shall not relieve the 
Contractor of the obligation to deliver and/or perform on all outstanding orders 
issued prior to the effective date of the termination; 

 
c. Terminated by the County for cause, default or negligence on the part of the 

Contractor. However, pursuant to Section 51 of these General Conditions, the 
County may hold the Contractor responsible for any resulting additional purchase 
and administrative costs.  There is no advance notice requirement in the event of 
Termination for Cause and termination is effective immediately upon notice to 
Contractor of the termination for cause; 

 
d. Extended upon written authorization of County and accepted by Contractor, to 

permit ordering of unordered balances or additional quantities at Contract prices 
and in accordance with Contract terms. 
 

57. APPROPRIATIONS:  Notwithstanding any other provision of any Contract, the 
payment of the County's obligations under any Contract shall be subject to annual 
appropriations by the Board of Supervisors of the County in each fiscal year of monies 
sufficient to satisfy the same. 
 

58. REFERENCES TO VIRGINIA LAW:  Any reference in these General Conditions to 
the Code of Virginia or other relevant Federal, State or local law is incorporated in whole 
herein by reference as in effect at the time of the Solicitation or Contract as such statutory 
provisions may be amended or replaced by any statute dealing with the same or similar 
subject matter. 
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59. COOPERATIVE PROCUREMENT: Except as prohibited by the current Code of 
Virginia, all resultant Contracts will be extended to other Public Bodies of the 
Commonwealth of Virginia, to permit their ordering of Goods, supplies and/or Services 
at the prices and terms of the resulting Contract (“cooperative procurement”). By 
submitting any Bid or entering into any Contract with the County a Bidder/Contractor 
expressly authorizes cooperative procurement under Virginia Code § 2.2-4304 to the full 
extent permitted by law.  If any other public body decides to use any Contract, the 
Contractor must deal directly with that public body concerning all matters relating 
thereto, including but not limited to, the placement or orders, issuance of the purchase 
order, contractual disputes, invoicing and payment. The County acts only as the 
“Contracting Agent” for these public bodies. Any resulting contract with other public 
bodies shall be governed by the laws of that specific entity.  It is the Contractor’s 
responsibility to notify the public bodies of the availability of the Contract.  Fluvanna 
County shall not be held liable for any direct or indirect costs, damages or other claim of 
any kind incurred by another public body or any Contractor as a result of any cooperative 
procurement. 
 

60. AUDIT: The Contractor hereby agrees to retain all books, records and other documents 
relative to any Contract for five (5) years after final payment, or until audited by the 
County, whichever is sooner. The County, its authorized agents, and/or County auditors 
shall have full access to and right to examine any of said materials during said period. 
 

61. GUARANTIES AND WARRANTIES:  All guarantees, representations and warranties 
required shall be furnished by the Contractor and shall be delivered to the Purchasing 
Agent before final payment on any Contract is made.  In addition to any guarantees, 
representations and warranties required under the Contract, the Contractor agrees to: 
 

a. Save the County, its agents and employees harmless from liability of any nature 
or kind for the use of any copyrighted or un-copyrighted composition; secret 
process, patented or unpatented; invention; article or appliance furnished or used 
in the performance of a Contract for which the Contractor is not the patentee, 
assignee, licensee or owner; 
 

b. Protect the County against latent defective material or workmanship and to repair 
or replace any damages or marring occasioned in transit or delivery; 

 
c. Furnish adequate protection against damage to all work and to repair damages of 

any kind to the building or equipment, to the Contractor’s own work or to the 
work of other contractors, for which the Contractor’s workers are responsible; 

 
d. Pay for all permits, licenses and fees and give all notices and comply with all 

laws, ordinances, rules and regulations of the County; and 
 

e. Protect the County from loss or damage to County owned property while it is in 
the custody of the Contractor; 
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f. At minimum supply all Goods or Services with the manufacturer's standard 
warranty, if applicable; and 

 
g. For any Contract involving Services of any nature, the Contractor further agrees 

to: 
 

i. Enter upon the performance of Services with all due diligence and 
dispatch, assiduously press to its complete performance, and exercise 
therein the highest degree of skill and competence; 

ii. Allow Services to be inspected or reviewed by an employee of the County 
at any reasonable time and place selected by the County; 

iii. Acknowledges that the County shall be under no obligation to compensate 
Contractor for any Services not rendered in strict conformity with the 
Contract; and 

iv. Stipulates that the presence of a County Inspector shall not lessen the 
obligation of the Contractor for performance in accordance with the 
Contract requirements, or be deemed a defense on the part of the 
Contractor for infraction thereof.  The Inspector is not authorized to 
revoke, alter, enlarge, relax, or release any of the requirements of any 
Contract  Any omission or failure on the part of the Inspector to 
disapprove or reject any work or material shall not be construed to be an 
acceptance of any such defective work or material.  

 
62. PRICE REDUCTIONS:  If at any time after the date of the Bid/Contract the Contractor 

makes a general price reduction in the comparable price of any material covered by the 
Contract to customers generally, an equivalent price reduction based on similar quantities 
and/or considerations shall apply to any Contract for the duration of the Contract period 
(or until the price is further reduced).  Such price reduction shall be effective at the same 
time and in the same manner as the reduction in the price to customers generally.  For 
purpose of this provision, a "general price reduction" shall mean any horizontal reduction 
in the price of an article or service offered (1) to Contractor's customers generally, or (2) 
in the Contractor's price schedule for the class of customers, i.e., wholesalers, jobbers, 
retailers, etc., which was used as the basis for bidding on this Solicitation.  An occasional 
sale at a lower price, or sale of distressed merchandise at a lower price, would not be 
considered a "general price reduction" under this provision.  The Contractor shall submit 
his or her invoice at such reduced prices indicating on the invoice that the reduction is 
pursuant to the "Price Reduction" provision of the Contract documents.  The Contractor 
in addition will within ten (10) days of any general price reduction notify the County of 
such reduction by letter.  FAILURE TO DO SO IS A DEFAULT UNDER THE 
CONTRACT AND MAY RESULT IN TERMINATION OF THE CONTRACT IN THE 
COUNTY’S DISCRETION.  The Contractor, if requested, shall furnish, within ten (10) 
days after the end of the Contract period, a statement certifying either (1) that no general 
price reduction, as defined above, was made after the date of the Bid or Contract, or (2) if 
any such general price reductions were made, that as provided above, they were reported 
to the County within ten (10) days and the County was billed at the reduced prices. 
Where one or more such general price reductions were made, the statement furnished by 
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the Contractor shall include with respect to each price reduction (1) the date when notice 
of any such reduction was issued, (2) the effective date of the reduction, and (3) the date 
when the County was notified of any such reduction. 
 

63. COMPLIANCE WITH IMMIGRATION LAW: Pursuant to Virginia Code § 2.2-
4311.1, in every Contract the following provision applies: the Contractor does not, and 
shall not during the performance of the Contract, knowingly employ an unauthorized 
alien as defined in the federal Immigration Reform and Control Act of 1986.  
 

64. VIRGINIA STATE CORPORATION COMMISSION: Pursuant to Virginia Code § 
2.2-4311.2, Any Bidder or Contractor organized as a stock or non-stock corporation, 
limited liability company, business trust, or limited partnership or registered as a 
registered limited liability partnership shall be authorized to transact business in the 
Commonwealth as a domestic or foreign business entity if so  required by Title 13.1 or 
Title 50 of the Code of Virginia, or as otherwise required by law, at the time of the Bid, 
Proposal or any response to Solicitation and during the term of the Contract and any 
Contract renewal. The Contractor shall not allow its existence to lapse or its certificate of 
authority or registration to transact business in the Commonwealth, if so required, to be 
revoked or cancelled at any time during the term or any renewal of the Contract. If the 
Contractor fails to remain in compliance with the provisions of this Section 64, the 
Contract may become void at the option of the County.  
 

65. CLAIMS PROCEDURE:   
 

a. The procedure for consideration by the County of contractual claims for any 
Contract shall be that set forth in Virginia Code § 15.2-1243, et seq.   
 

b. In addition, pursuant to Virginia Code § 2.2-4364, contractual claims, whether for 
money or other relief, shall be submitted in writing to the County Administrator 
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.  Pendency of claims shall not delay payment of amount 
agreed due in the final payment.  
   

c. No written decision denying a claim or addressing issues related to the claim shall 
be considered a denial of the claim unless the written decision is signed by the 
Board or the County Administrator. The contractor may not institute legal action 
prior to receipt of the final written decision on the claim unless the County fails to 
render a decision within ninety (90) days of submission of the claim. Failure of 
the County to render a decision within ninety (90) days shall not result in the 
contractor being awarded the relief claimed or in any other relief or penalty. The 
sole remedy for the County's failure to render a decision within 90 days shall be 
the contractor's right to institute immediate legal action. 
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d. A Contractor may not institute legal action, prior to receipt of the County's 

decision on the claim, unless the County fails to render such decision within the 
time specified by law.  A failure by the County to render a decision within the 
time provided by law shall be deemed a final decision denying the claim by the 
County. 
 

e. The decision of the Board or the County Administrator shall be final and 
conclusive unless the Contractor appeals within six (6) months of the date of the 
final written decision by instituting legal action as provided in Virginia Code § 
2.2-4364.  

 
f. No administrative appeals procedure pursuant to Virginia Code § 2.2-4365 has 

been adopted for contractual claims by the County. 
 

g. Nothing herein shall be construed to prevent the County from instituting legal 
action against any Contractor or Bidder. 

 
66. NOTICES:  All written notices required or permitted under any Solicitation, Bid or 

Contract shall be deemed sufficient if delivered in person to the County Purchasing 
Agent or Bidder/Contractor, as applicable, or sent by first class mail to the County or 
Bidder/Contractor at the addresses set forth in the Solicitation, Bid or Contract or at such 
other address as a party may designate from time to time by notice given in accordance 
with the terms of this Section 66; except that where a Solicitation, Bid or Contract 
expressly requires notice to a specific individual or at a specific location, such shall 
control.  Such notices are deemed received when actually delivered to the party or its 
representative or agent if hand delivered, or one (1) business day after deposited into the 
United States mail, if mailed.  
 

DELIVERY 
 

67. SHIPPING INSTRUCTIONS-CONSIGNMENT:  Unless otherwise specified in the 
Solicitation or Contract, as applicable, each case, crate, barrel, package, etc., delivered 
under the Contract must be plainly  stenciled or securely tagged, stating the Contractor’s 
name, purchase order number, and delivery address as indicated in the order.  Where 
shipping containers are to be used, each container must be marked with the purchase 
order number, name of the Contractor, the name of the item, the item number, and the 
quantity contained therein.  Deliveries must be made within the hours of 8:00 a.m. – 3:00 
p.m.  Deliveries at any other time will not be accepted unless specific arrangements have 
been previously made with the designated individual at the delivery point.  No deliveries 
will be accepted on Saturdays, Sundays and holidays unless previous arrangements have 
been made.  It shall be the responsibility of the Contractor to insure compliance with 
these instructions for items that are drop-shipped. 
 

68. RESPONSIBILITY FOR SUPPLIES TENDERED: The Contractor shall be 
responsible for the materials or supplies covered by the Contract until they are delivered 
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at the designated point.  The Contractor shall additionally bear all risk on rejected 
materials or supplies after notice of rejection is tendered by the County.  Rejected 
materials or supplies must be removed by and at the expense of the Contractor promptly 
after notification of rejection, unless public health and safety require immediate 
destruction or other disposal of rejected delivery.  If rejected materials are not removed 
by the Contractor within ten (10) days after date of notification, the County may return 
the rejected materials or supplies to the Contractor at the Contractor’s risk and expense or 
dispose of them as abandoned property. 
 

69. INSPECTIONS: The County reserves the right to conduct any test/inspection it may 
deem advisable to assure supplies and Services conform to the specification in the 
Solicitation, Bid or Contract, as applicable.  Inspection and acceptance of materials or 
supplies will be made after delivery at destinations herein specified unless otherwise 
stated.  Unless otherwise specified in the Contract, if inspection is made after delivery at 
the destination specified, the County will bear the expense of inspection except for the 
value of samples used in case of rejection.  Final inspection shall be conclusive except in 
regard to latent defects, fraud or such gross mistakes as to amount to fraud.  Final 
inspection and acceptance or rejection of the materials or supplies will be made as 
promptly as practicable, but failure to inspect and accept or reject materials or supplies 
shall not impose liability on the County for such materials or supplies as are not in 
accordance with the specifications. 
 

70. COMPLIANCE: Delivery must be made as ordered and in accordance with the 
Solicitation, Bid or Contract, as applicable, or as directed by the County when not in 
conflict with the Bid/Contract.  The decision as to reasonable compliance with delivery 
terms shall be final.  Burden of proof of delay in receipt of Goods by the purchaser shall 
rest with the Contractor.  Any request for extension of time of delivery from that 
specified must be approved by the County, such extension applying only to the particular 
item or shipment affected.  Unless otherwise specified in the Contract, should the 
Contractor be unreasonably delayed by the County, there shall be added to the time of 
completion a time equal to the period of such delay caused by the County.  However, the 
Contractor shall not be entitled to claim damages or extra compensation for such delay or 
suspension.  These conditions may vary for construction Contracts.    
 

71. POINT OF DESTINATION: All materials shipped to the County must be shipped 
F.O.B. DESTINATION unless otherwise stated specifically in the Solicitation, Bid or 
Contract, as applicable.  The materials must be delivered to the “Ship To” address 
indicated on the purchase order or Solicitation, as applicable. 
 

72. REPLACEMENT: Materials or components that have been rejected by the County, in 
accordance with the terms of the Contract, shall be replaced by the Contractor at no cost 
to the County. 
 

73. DAMAGES: Any and all damages to property of the “County” that is the direct result of 
the Contractor, the employees of the Contractor and/or its subcontractors, agents, 
licensees, successors, or assigns, shall be the sole responsibility of the Contractor. The 
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property shall be repaired to its last known condition prior to the damages and/or replaced 
at no cost to the County. The County shall approve any and all repairs/replacements prior 
to acceptance of the repairs/replacement. 
 

74. PACKING SLIPS OR DELIVERY TICKETS: All shipments shall be accompanied 
by Packing Slips or Delivery Tickets and shall contain the following information for each 
item delivered: 
 

a. Purchase Order Number; 
 

b. Name of Article and Stock Number; 
 

c. Quantity Ordered; 
 

d. Quantity Shipped; 
 

e. Quantity Back Ordered; and 
 

f. The Name of the Contractor. 
 

Contractors are cautioned that failure to comply with these conditions shall be considered 
sufficient reason for refusal to accept the Goods. 

 
75. ADDITIONAL CHARGES:  No delivery charges of any kind shall be added to any 

invoice; except that (i) if Goods are expressly bought F.O.B. "shipping point" under the 
Contract and the Contractor prepays transportation, then delivery charges shall be added 
to invoices; and (ii) if express delivery is authorized and substituted by the County on 
orders for the method specified in the Contract, then the difference between freight or 
mail and express charges may be added to invoice. 

76. METHOD AND CONTAINERS:  Unless otherwise specified, Goods shall be delivered 
in commercial packages in standard commercial containers, so constructed as to ensure 
acceptance by common or other carrier for safe transportation to the point of delivery.  
Containers become the property of the County unless otherwise specified by bidder. 
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Exhibit 4 
VENDOR DATA SHEET 

 
Note: The following information is required as part of your response to this solicitation. Failure to 
complete and provide this sheet may result in finding your bid nonresponsive.  
 
1. Qualification: The vendor must have the capability and capacity in all respects to satisfy fully all 
of the contractual requirements.  
 
2. Vendor’s Primary Contact:  
Name: __________________________________ Phone: _________________________  
 
3. Years in Business: Indicate the length of time you have been in business providing this type of 
good or service:  
__________ Years ________ Months  
 
4. Vendor Information:  
 
FIN or FEI Number: ___________________________________ If Company, Corporation, or 
Partnership  
 
5. Indicate below a listing of at least four (4) current or recent accounts, either commercial or 
governmental, that your company is servicing, has serviced, or has provided similar goods. Include 
the length of service and the name, address, and telephone number of the point of contact.  
 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 
  

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
I certify the accuracy of this information.  
 
Signed: ____________________________________Title:_______________________________  
 
Date: _______________ 
 

PLEASE RETURN THIS PAGE  
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PROOF OF AUTHORITY TO TRANSACT BUSINESS IN VIRGINIA 
 

THIS FORM MUST BE SUBMITTED WITH YOUR PROPOSAL/BID. FAILURE TO INCLUDE 
THIS FORM MAY RESULT IN REJECTION OF YOUR PROPOSAL/BID 

 
Pursuant to Virginia Code §2.2-4311.2, an Offeror/Bidder organized or authorized to transact 
business in The Commonwealth pursuant to Title 13.1 or Title 50 of the Code of Virginia shall include 
in its proposal/bid the identification number issued to it by the State Corporation Commission 
(“SCC”). Any Offeror/Bidder that is not required to be authorized to transact business in the 
Commonwealth as a foreign business entity under Title 13.1 or Title 50 of the Code of Virginia or as 
otherwise required by law shall include in its proposal/bid a statement describing why the 
Offeror/Bidder is not required to be so authorized. Any Offeror/Bidder described herein that fails to 
provide the required information shall not receive an award unless a waiver of this requirement and 
the administrative policies and procedures established to implement this section is granted by the 
County Administrator, as applicable. If this quote for goods or services is accepted by the County of 
Fluvanna, Virginia, the undersigned agrees that the requirements of the Code of Virginia Section 2.2-
4311.2 have been met.  
Please complete the following by checking the appropriate line that applies and providing the 
requested information.  PLEASE NOTE: The SCC number is NOT your federal ID number or 
business license number. 
 
A._____ Offeror/Bidder is a Virginia business entity organized and authorized to transact business in 
Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
B._____ Offeror/Bidder is an out-of-state (foreign) business entity that is authorized to transact 
business in Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
C._____ Offeror/Bidder does not have an Identification Number issued to it by the SCC and such 
vendor is not required to be authorized to transact business in Virginia by the SCC for the following 
reason(s): 
 
Please attach additional sheets if you need to explain why such Offeror/Bidder is not required 
to be authorized to transact business in Virginia. 
 
Legal Name of Company (as listed on W-9) _________________________________________ 

Legal Name of Offeror/Bidder _____________________________________________________ 

Date __________________ 

Authorized Signature ______________________________________________________ 

Print or Type Name and Title ______________________________________________________ 

 
PLEASE RETURN THIS PAGE  
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CERTIFICATION OF NO COLLUSION 
 
The undersigned, acting on behalf of ___________________________, does hereby certify in 
connection with the procurement and proposal to which this Certificate of No Collusion is attached 
that: 
 
This bid is not the result of, or affected by, any act of collusion with another person engaged in the 
same line of business or commerce; nor is this bid the result of, or affected by, any act of fraud 
punishable under Article 1.1 of Chapter 12 of Title 18.1 of the Code of Virginia, 1950, as amended 
(18.2-498.1 et seq.).   
 
Respectfully submitted this _________ day of _____________________, 20____. 
 
Complete if Bidder is an Entity: 

WITNESS the following duly authorized signature and seal: 
 

Name of Entity:____________________________ 
By:______________________________________(SEAL) 
   Signature 
Print Name:_______________________________ 
Print Title:________________________________ 
 
STATE OF ____________________________ 
COUNTY/CITY OF _______________________________, to-wit: 
 

The foregoing instrument was acknowledged before me this   day of ___________ 
(month), __________(year) by _________________________________________(Print Name), 
____________________(Print Title) on behalf of _____________________________________ 
(Name of Entity). 
                                                                           [SEAL]  
       Notary Public 
My commission expires:________________         
Notary registration number: ______________ 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: FY23 ARPA Grant State Library 

MOTION(s): 
I move the Board of Supervisors approve the supplemental appropriation of 
$5,795.25 to the FY23 Library Furniture and Fixtures Budget to reflect the 
reimbursement of ARPA grant funds at the State Library. 

STRATEGIC INITIATIVE? 
Yes No 

If yes, list initiative(s): 
X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent Agenda Other 

X 

STAFF CONTACT(S): Tori Melton, Finance Director 

PRESENTER(S): Tori Melton, Finance Director 

RECOMMENDATION: I recommend approval of the following action. 

TIMING: Effective June 30, 2023 

DISCUSSION: 

• In the spring of 2022, the Library was awarded grant funding for a privacy
pod. We qualified for the grant as Fluvanna was deemed “in need” for
more ease of access to health care - telehealth

• The privacy pod is a soundproof booth located in the library computer lab
allows citizen of Fluvanna a private place with internet access to attend
telehealth visits, zoom meetings, and interviews.

• The privacy pod has been up and running since October 2023.

FISCAL IMPACT: This supplemental appropriation would authorize staff to appropriate the 
additional revenue and expense. 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: None 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X 

TAB K
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Cooperative Agreement under City of Charlottesville Virginia Contract No. 
4600001760 for Police Uniforms with Howard Uniform Company, LLC 

MOTION(s): 

I move the Board of Supervisors approve the Cooperative Agreement under City 
of Charlottesville Virginia Contract No. 4600001760 for Police Uniforms between 
Howard Uniform Company, LLC, and the County for (i) as-needed uniforms and 
related items under the cooperative terms; and (ii) also for as-needed shoes as a 
small procurement, and further authorize the County Administrator complete 
dates and to execute the agreement, subject to approval as to form by the 
County Attorney. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Eric Dahl, County Administrator 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Immediate 

DISCUSSION: 

This is for the as-needed purchase of uniforms, shoes and related items for up-fit of 
new staff of the Fluvanna County Department of Emergency Services.   Made to order, 
so orders can take weeks to process and the need is imminent. Exhibit 1 being  
Contract No. 4600001760 for Police Uniforms between the City of Charlottesville 
Virginia and Howard dated February 3, 2020, which includes Howard’s Pricing 
Schedule/Discounts, and renewals (the “Cooperative Agreement”) will be attached 
before signature. 

FISCAL IMPACT: Approximately $2K was budgeted in FY23 and 19K in FY24.  

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

ENCLOSURES: 

1. Cooperative Agreement under City of Charlottesville Virginia Contract No.
4600001760 for Police Uniforms

a. Exhibit 1: Cooperative Contract with Charlottesville including
renewals 

b. Exhibit 2:  Quote from Howard for Uniforms dated June 15, 2023 (the
“Uniform Quote”);

TAB L

BOS 2023-07-05 p.303/412



Ver. 2022 

c. Exhibit 3:  Quote from Howard for Badges dated June 15, 2023 (the 
“Badge Quote”); 

d. Exhibit 4:  Fluvanna County’s General Terms, Conditions and 
Instructions to Bidders and Contractors (the “County’s General 
Terms”); and 

e. Exhibit 5:  Vendor Data Sheet, Proof of Authority to Transact Business 
in Virginia, Certificate of No Collusion, and Offeror Statement 
(collectively the “Vendor Forms” to be executed by Howard). 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X X   
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Cooperative Agreement  
under City of Charlottesville Virginia Contract No. 4600001760 for Police Uniforms 

1 
 

This Cooperative Agreement under City of Charlottesville Virginia Contract No. 4600001760 for 
Police Uniforms (together with all attachments and exhibits referenced herein, the “Agreement”), dated 
this ___ day of July, 2023, made and entered into by and between Howard Uniform Company, LLC, a 
Maryland corporation, authorized to transact business in Virginia, (“Howard”), and Fluvanna County, a 
political subdivision of the Commonwealth of Virginia (“County”) is effective as of the date the County 
signs this Agreement.  
  
1. Definitions.  The words below when used in this Agreement are defined as follows: 

a. “Quotes” means the Uniform Quote together with the Badge Quote as each is defined in Article 2 
below. 

b. “Products” means the uniforms, shoes and badges and any associated equipment and/or 
accessories furnished to the County as needed upon order by the County and the delivery thereof 
at the County site described herein by Howard and as set forth in the Quotes and consistent with 
all requirements of the Quotes, Cooperative Procurement and the specifications as more specifically 
described in this Agreement.  

c.  “Delivery” means the date Howard makes physical possession of the Products available to the 
County in Fluvanna County, Virginia at the following address:  90 Rescue Ln, Palmyra, VA 22963. 

d. “Warranty” means any and all warranties required under (i) this Agreement; (ii) the Cooperative 
Agreement, (iii) the Quotes, and/or (iv) the County’s General Terms. 

 
2. Exhibits:  The following exhibits are attached hereto and incorporated herein as material provisions of 

this Agreement: 
a. Exhibit 1:  Contract No. 4600001760 for Police Uniforms between the City of Charlottesville 

Virginia and Howard dated February 3, 2020, which includes Howard’s Pricing 
Schedule/Discounts, and that renewal dated ___________, 2021, that renewal dated 
_______________, 2022 and that renewal dated ___________, 2023, extending the term of the 
Cooperative Agreement through ________________________, 2024 (the “Cooperative 
Agreement”); 

b. Exhibit 2:  Quote from Howard for Uniforms dated June 15, 2023 (the “Uniform Quote”); 
c. Exhibit 3:  Quote from Howard for Badges dated June 15, 2023 (the “Badge Quote”); 
d. Exhibit 4:  Fluvanna County’s General Terms, Conditions and Instructions to Bidders and 

Contractors (the “County’s General Terms”); and 
e. Exhibit 5:  Vendor Data Sheet, Proof of Authority to Transact Business in Virginia, Certificate of 

No Collusion, and Offeror Statement (collectively the “Vendor Forms” executed by Howard). 
 

3. Purpose.  This Agreement sets forth the terms and conditions of Howard’s sale of the Products to the 
County which the County will order as needed.  

  
4. Cooperative Procurement and Sole Source.  Pursuant to the Virginia Public Procurement Act, the 

Products, with the exception of the Shoes listed in the Uniform Quote, are being cooperatively procured 
off of the Cooperative Agreement.  Howard must meet or exceed all requirements, provisions and terms 
of the Cooperative Agreement relating to the Products to be provided thereunder.  Notwithstanding any 
other provisions hereof, Howard represents and warrants that all pricing in this Agreement for the 
applicable Products is consistent with or lower than the pricing set forth in the Cooperative Agreement 
and all applicable Products purchased hereunder EXCEPT THE SHOES are available under the 
Cooperative Agreement.  The County is materially relying on such representations and warranties in 
executing this Agreement as a cooperative procurement pursuant to Virginia law.  Shoes on the Uniform 
Quote are being purchased under the County’s small procurement policy and the County may purchase 
no more than $5,000.00 worth of shoes during the term of this Agreement. 
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Cooperative Agreement  
under City of Charlottesville Virginia Contract No. 4600001760 for Police Uniforms 

2 
 

5. Term of Agreement.  This Agreement will become effective as soon as it is signed and approved by the 
County (the “Effective Date”).  This Agreement shall continue in full force and effect during the term 
of the Cooperative Agreement, including all renewals thereof, unless sooner terminated consistent with 
the provisions of this Agreement.  Notwithstanding the foregoing, all continuing guaranty and warranty 
provisions of this Agreement, including the Warranty, shall continue for the specific warranty period 
until the applicable warranty period expires.  Any and all provisions of this Agreement that by their terms 
are intended or implied to survive the Completion Date shall so survive.   

 
6. Purchase and Payment.  The County shall purchase the Products as needed pursuant to written purchase 

orders issued by the County under this Agreement, with such Products being delivered so as to conform 
with all requirements of this Agreement, the Quotes, the Cooperative Agreement and the County’s 
General Terms, for the purchase prices set forth in the Quotes, which shall be subject to increase by 
written notice from Howard to the County and only in accordance with the terms of the Cooperative 
Agreement and as set out specifically in the Quotes. All Products shall be delivered to the County within 
six (6) weeks or less of issuance of each purchase order under this Agreement unless a different delivery 
deadline is specifically set forth in a written purchase order signed by the County. 

 
The Purchase Price may be invoiced by Howard as follows:  Products will be invoiced after delivered.  
The County shall have forty-five (45) days to pay such proper invoice.  Final payment of each invoice 
shall be made in accordance with Section 47 “Payment” of the County’s General Terms, and in no event 
shall Howard be finally paid prior to the Completion Date.  The date that all Products under a purchase 
order are delivered in full compliance with this Agreement and all requirements of this Agreement are 
satisfied, to the sole satisfaction of the County is the “Completion Date” for that purchase order.  Howard 
must submit a written invoice to the County for payment to all of the following addresses:  by mail to PO 
Box 540, Palmyra, VA 22963, and by email to jtrue@fluvannacounty.org, and 
vmelton@fluvannacounty.org.   
 

7. Notice.   Any required or permitted notices hereunder must be given in writing at the address of each 
party set forth below, or to such other address as either party may substitute by written notice to the other 
in the manner contemplated herein, by one of the following methods: hand delivery; registered, express, 
or certified mail, return receipt requested, postage prepaid; or nationally-recognized private express 
courier:  
          

Howard:     County: 
Howard Uniform Company     Fluvanna County 
1915 Annapolis Road     Attn:  Eric Dahl 
Baltimore, MD 21230        132 Main Street      
Email: jlowry@howarduniform.com   P.O. Box 540  
Phone: (804)994-1281  Palmyra, VA 22963    
Fax: (641) 672-1996       Phone: (434) 591-1912 

With a Copy to:  Fluvanna Count Attorney 
123 Main Street 
Palmyra, VA 22963 

                 
 

8. Other Terms.  The County’s General Terms are attached hereto as Exhibit 4 and incorporated herein by 
reference as a material part of this Agreement.  
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Cooperative Agreement  
under City of Charlottesville Virginia Contract No. 4600001760 for Police Uniforms 

3 
 

 
9. Entire Agreement.  This Agreement shall be the exclusive agreement between the parties for the Products. 

Additional or different terms proposed by the County shall not be applicable, unless accepted in writing 
by both parties in an amendment to this Agreement.  

  
10. Conflict.  Whenever possible the Agreement and exhibits shall be read together and the requirements of 

all of the same shall be met.  In the event of a direct conflict between this Agreement and any exhibit 
hereto, the following shall be the order of precedence: (i) this Agreement; (ii) the County’s General 
Terms; (iii) the Cooperative Agreement; (iv) the Quotes; and (v) the Vendor Forms.  For clarification, (i) 
would control over (ii) though (v); (ii) would control over (iii) through (v); and so forth. 

 

In witness hereof the undersigned duly authorized representatives have executed this Agreement on the 
dates set forth beside their respective signatures: 

Howard: 
Howard Uniform Company 

County: 
County of Fluvanna, a political subdivision of the 
Commonwealth of Virginia 

 
By: 

  
Date: 

  
By: 

  
Date
: 

 

 
Name: 

  
Name: 

 

 
Title: 

  
Title: 

 

   
APPROVED AS TO FORM: 
___________________________________ 
Fluvanna County Attorney 

  

BOS 2023-07-05 p.307/412



Cooperative Agreement  
under City of Charlottesville Virginia Contract No. 4600001760 for Police Uniforms 
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Exhibit 1 – Cooperative Agreement 
 

Contract No. 4600001760 for Police Uniforms between the City of Charlottesville Virginia and 
Howard dated February 3, 2020, which includes Howard’s Pricing Schedule/Discounts, and 

renewals 
 

[To Be Attached prior to signature.] 
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CITY OF CHARLOTTESVILLE 
Procurement & Risk Management Services 

 
325 4th Street NW (zip 22903) Phone: (434) 970-3860 
PO Box 911  Fax:     (434) 970-3069 
Charlottesville, VA 22902 
 

Purchasing@charlottesville.gov  
https:\www.charlottesville.gov/297/Procurement-Risk-Management 

 

 

CONTRACT MODIFICATION 
 

DATE:   January 20, 2023 

MODIFICATION #3 

MODIFICATION TYPE:  Renewal #3 

CONTRACT TITLE:  CPD Uniforms 

 

CONTRACT NUMBER:  4600001760 

CONTRACTOR:  Howard Uniform Company 

   1915 Annapolis Road 

   Baltimore, MD  21230 

   Sent via email:  mbutani@howarduniform.com  

 

By mutual agreement of the City and the Contractor, contract 4600001760 is amended as follows: 

 
Pursuant to the City of Charlottesville contract 4600001760, the contract is renewed for a one year period 

effective February 3, 2023 through February 2, 2024.  Two additional one year renewal options remain.  

All other terms, conditions, specifications and pricing remain the same except as follows. 

 

- A 7.1% price increase effective February 3, 2023 

 
   

City of Charlottesville, Virginia 
 
By: _____________________________________ Date:___________________ 

Title: ____________________________________ 

 
Contractor:  
 

By: _____________________________________ Date:___________________ 

Title: ____________________________________ 

 

If you do not want to renew this contract, please sign below and return to the City of Charlottesville. 

DISCONTINUE: We desire to discontinue the contract. 

Contractor:  

 

By: _____________________________________ Date:___________________ 

Title: ____________________________________ 

 

 
DISTRIBUTION: 

Procurement – Contract File 

Contract Administrator – Joey Lewis, Police Department 

 

VCA, Buyer II

1/20/2023           Donna S. Hoy

Vice President

1/20/2023
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CPI-W 7.1% 

Increase 

Requested

BRAND ITEM # COLOR DESCRIPTION

 UNIT 

PRICE 

2022 

Pricing  2/3/23 - 

2/2/24

Blauer 125 Black

Commando knit watch cap to include "CPD" embroidered  center - White 

block letters -  1 inch high 25.63$     27.45

Blauer 26990

Black/Hi-Vis 

Yellow Reversible Raincoat -  Long Version - No Hood 119.50$   127.98

Blauer 26991

Black/Hi-Vis 

Yellow Reversible Raincoat - Short Version - No Hood 105.47$   112.96

Blauer 107

Black/Hi-Vis 

Yellow Reversible Hat Rain Cover 11.63$     12.46

Blauer
339 Hi-Vis yellow

microphone tabs on both sides; "POLICE" in 3 inch silver reflective lettering 

front and back 64.47$     69.05

Blauer 339 Hi-Vis yellow

microphone tabs on both sides; "CROSSING GUARD" in 2 inch silver 

reflective lettering front and back - lettering will end up in two lines - 

"CROSSING" on top line and "GUARD" on bottom line 79.58$     85.23

Blauer 339 Hi-Vis yellow

microphone tabs on both sides; "TRAFFIC CONTROL" in 2 inch silver 

reflective lettering fornt and back - lettering will end up in two lines - 

"TRAFFIC" on top line and "CONTROL" on bottom line 79.58$     85.23

Howard Uniform Company

RFP#CPD UNIFORMS/20-03 UNIT PRICING
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Category 3-Professional Wear

1

City of Charlottesville RFP # CPD Uniforms/20-03

Howard Uniform Supplier Catalog Links

Supplier Name Website

Discounts off Most Current Price List Specified - Not The Website Pricing 

Except Where Specifically Stated Discount

Military Luggage Company https://militaryluggage.com/ Web Price List on http://www.militaryluggage.com 10%

Blauer http://www.blauer.com Blauer LE/Fire - Agency RETAIL Price List 38%

Fechheimer/Flying Cross https://flyingcross.com/ Flying Cross Retail Price List 38%

Fechheimer/Vertx https://vertx.com/ Vertx Retail Price List 20%

5.11 http://www.511tactical.com 5.11 Tactical LE/Fire - MSRP Price List 30%

Sanmar https://www.sanmar.com/ Sanmar Retail Price List 18%

Tri-Mountain https://trimountain.com/ Tri-Mountain Retail Price List 18%

Tru-Spec / Atlanco https://www.truspec.com/ Atlanco MSRP Price List 25%

Propper https://www.propper.com/ Propper MSRP Price List 20%

VF Imagewear / Red Kap https://www.vfimagewear.com VF Imagewear Retail Price List 20%

Elbeco https://elbeco.com/ Elbeco Retail Price List 35%

Spiewak https://www.spiewak.com/ Spiewak - Retail Price List 20%

Howard Uniform www.howarduniform.com Web Price List on http://www.howarduniform.com 15%

Dutyman http://dutyman.com/ Dutyman - Current Retail Price List 25%

Gould & Goodrich http://gouldusa.com/ G&G - Retail Price List 32%

Horace Small https://www.horacesmall.com/ Horace Small - Retail Price List 35%

Neese https://neeseind.com/ Neese - Retail Price List 25%

Newport Harbor https://anchoruniform.com Anchor Uniform - Retail Price List 25%

Otto International https://ottocap.com/ http://www.ottocap.com - Retail Price List 18%

Rotcho https://www.rothco.com/ Rothco - Website MSRP Price List 38%

SAI https://apluscareerapparel.com/ SAI - Retail Price List 25%

Samuel Broome http://www.broomeaccessories.com/ Samuel Broome - Retail Price List 35%

Stratton Hats https://strattonhats.com/ Stratton Hats - Retail Price List 18%

Tact Squad http://tactsquad.com/ Tact Squad - Retail Price List 25%

Taylors Leatherwear https://taylorsleatherwear.com/ Taylor's Leatherwear - Retail Price List 12%

Blackinton https://blackinton.com/

Blackinton LE/Fire Badges Retail Price List (discount does not apply to 

commendation bars and insignia) 35%

Blue Generation https://bluegeneration.com/ Blue Generation Retail Price List 18%

Cobmex http://cobmex.com/ Cobmex Retail Price List 25%

Dickies https://www.dickies.com/home Dickies Retail Price List 25%

Edwards Garment https://edwardsgarment.com/ Edwards Retail Price List 20%

Mocean https://moceantactical.com/ Mocean Retail Price List 15%

First Tactical htttp://firsttactical.com First Tactical Retail Price List 20%

** Discounts apply to base products only ** All customization costs are additional

** Oversize charges apply per each suppliers

oversize price structure
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Howard Uniform Company Quote 1 of 5

Date: Subject:
To: Agency:
Phone: Email:
Fax: Cell:

Color Quanity Unit Cost 
1 $75.00

each $6.00

Black or 
Navy

each $51.10

White
each $38.50
each $38.50

each $9.00

Navy
each $38.50
each $38.50

each $9.00

Fire Navy
each $18.90
each $21.70

White
each $52.50
each $60.20

Size 3XL

Customization:  Embroidery logo on 
LEFT chest

71307

41060-010 5.11 Professional S/S Polo
Sizes Small - 2XL

41060-010

5.11 Professional Pocketed T-Shirt

72515 5.11  Company L/S Shirt

Size 3XL

HOWARD UNIFORM COMPANY
1915 Annapolis Road, Baltimore, MD  21230

PHONE: 804-994-1281 
Web: www.howarduniform.com

Email: jlowry@howarduniform.com

Style Description Total 

74363

Fluvanna EMS
khofmann@fluvannacounty.org

6/15/2023
Kristina Hofmann

Price Quote

434-977-4507

Size 3XL
Sizes XS - 2XL

Sizes Small - 2XL

Sizes Small - 2XL

Sizes 28 - 44

5.11 Taclite EMS Pant (Prehemmed 30, 
32, 34, 36)

Size 3XL

Customization:  Embroidery logo on 
LEFT chest

Customization:  Sew on patches - $6.00 
per patch(Dept to provide patches)

ONE TIME EMBROIDERY SETUP FEE

5.11 Professional S/S Polo
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Howard Uniform Company Quote 2 of 5

each $6.00

each $11.00

Fire Med 
Blue

each $52.50
each $60.20

each $6.00

each $11.00

White
each $60.20

each $6.00

each $11.00

Black
each $23.10

Navy
each $227.50
each $260.40

each $13.00

each $8.00

each $13.00

each $8.00

Customization:  On Inner Shell sew 
American Flag on LEFT Sleeve (Howard 

to provide flag)

Size 3XL

Customization:  Sew on American Flag 
on LEFT Sleeve (Howard provides flag)

Size 3XL

Customization:  Sew on Dept Patch on 
Right Sleeve (Dept to provide patches)

72515 5.11  Company L/S Shirt
Sizes Small - 2XL

48153

Sizes Small - 2XL
59380 5.11  TAC A4 Gloves

Customization:  Sew on Dept Patch on 
Right Sleeve (Dept to provide patches)

Sizes Large - 5XL

Customization:  Sew on American Flag 
on LEFT Sleeve (Howard provides flag)

Customization:  Sew on American Flag 
on LEFT Sleeve (Howard provides flag)

72515T 5.11  Company L/S Shirt (TALL)

Customization:  Sew on Dept Patch on 
Right Sleeve (Dept to provide patches)

5.11  Valiant Duty Jacket
Sizes XS - XL

Customization:  On Inner Shell sew Dept 
Patch on RIGHT Sleeve (Dept to provide 

patches)

Customization:  On Outer Shell sew 
American Flag on LEFT Sleeve (Howard 

to provide flag)
Customization:  On Outer Shell sew 

Dept Patch on RIGHT Sleeve (Dept to 
provide patches)
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Howard Uniform Company Quote 3 of 5

each $12.00

each $12.00

Navy
each $260.40

each $13.00

each $8.00

each $13.00

each $8.00

each $12.00

each $12.00

Black
each $42.00
each $48.30

Fire Navy
each $52.50
each $60.20
each $9.00

Customization:  On Inner Shell sew 
American Flag on LEFT Sleeve (Howard 

to provide flag)

Customization:  On Outer Shell sew 
American Flag on LEFT Sleeve (Howard 

to provide flag)

Customization:  On Inner Shell sew Dept 
Patch on RIGHT Sleeve (Dept to provide 

patches)

Customization:  On Outer Jacket  Drop 
Down Panel in back - FCDES in 4" 

Reflective Silver Letters

Customization:  On Liner Shell - on back 
top section - FCDES in 4" Reflective 

Silver Letters

48153T 5.11  Valiant Duty Jacket (TALL)
Sizes Large - 2XL

Customization:  On Outer Jacket  Drop 
Down Panel in back - FCDES in 4" 

Reflective Silver Letters

Customization:  On Outer Shell sew 
Dept Patch on RIGHT Sleeve (Dept to 

provide patches)

59493 5.11  Arc Leather Belt 1 1/2"
Sizes Small - 2XL

Size 3XL - 4XL

72534 5.11  Job Shirt 1/4 Zip 2.0
Sizes XS - 2XL

Size 3XL
Customization:  Embroidery Logo

Customization:  On Liner Shell - on back 
top section - FCDES in 4" Reflective 

Silver Letters
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Fire Navy
each $60.20
each $9.00

Black or 
Navy

each $51.10

Navy
each $38.50
each $9.00

Fire Med 
Blue

each $52.50

each $6.00

each $11.00

Black each $104.96

Black each $104.96

$350.00

Comments: 

Total

CUSTOM Dept Patches

72534T 5.11  Job Shirt 1/4 Zip 2.0 (TALL)
Sizes Large - 5XL

Customization:  Embroidery Logo

64369
5.11  Female Taclite EMS Pants (REG or 

TALL)
Sizes 2 - 20

61166 5.11 Female Professional Polo
Sizes Small - XL

Customization:  Embroidery Logo

62399 5.11  Female Company L/S Shirt
Sizes XS - 2XL

Customization:  Sew on Dept Patch on 
Right Sleeve (Dept to provide patches)

Bates Female Tactical Sport 2 Dryguard

Customization:  Sew on American Flag 
on LEFT Sleeve (Howard provides flag)

E03182 Bates Male Tactical Sport 2 Dryguard

SHOES

PRICES INDICATED ABOVE ARE VALID 
UNTIL MANUFACTURERS HAVE A PRICE 

INCREASE

Charlottesville PD Contract 4600001760  
(5.11 - 30% off MSRP)

E03582

100 ($3.50 each - min order 100)
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Sales Representative John Lowry
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Howard Uniform Company Quote 1 of 1

Date: Subject:
To: Agency:
Phone: Email:
Fax: Cell:

Color Quanity Unit Cost 

Rhodium 30 $105.30

Gold 
Plated 2 $110.50

Comments: 

Sales Representative John Lowry

$3,380.00

James True

Total

Charlottesville PD Contract 4600001760 
(Blackinton - 35% off MSRP)

Price Quote

434-977-4507

HOWARD UNIFORM COMPANY
1915 Annapolis Road, Baltimore, MD  21230

PHONE: 804-994-1281 
Web: www.howarduniform.com

Email: jlowry@howarduniform.com

Style Description Total 

Fluvanna EMS
jtrue@fluvannacounty.org

6/15/2023

B1549
Blackinton Silver Badge with Safety 

Catch Closure $3,159.00

B1549
Blackinton Gold Badge with Safety 

Catch Closure $221.00
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Appendix I 

 

COUNTY OF FLUVANNA 
 

GENERAL TERMS, CONDITIONS AND 
INSTRUCTIONS TO BIDDERS AND 

CONTRACTORS 
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GENERAL TERMS, CONDITIONS AND INSTRUCTIONS TO BIDDERS AND 
CONTRACTORS 

 

These General Terms, Conditions and Instructions to Bidders and Contractor (hereinafter 

referred to as the “General Conditions”) shall apply to all purchases and be incorporated into and 

be a part of each Solicitation (as defined below) and every Contract (as defined below) awarded 

by Fluvanna County, a political subdivision of the Commonwealth of Virginia (hereinafter 

referred to as the “County”) unless otherwise specified by the County in writing. Bidders, 

Offerors and Contractors or their authorized representatives are expected to inform themselves 

fully as to these General Conditions before submitting Bids or Proposals to and/or entering into 

any Contract with the County: failure to do so will be at the Bidder’s/Contractor’s own risk and 

except as provided by law, relief cannot be secured on the plea of error. 

 

Subject to all Federal, State and local laws, policies, resolutions, regulations, rules, 

limitations and legislation, including the County’s Procurement Policies and Procedures, Bids or 

Proposals on all Solicitations issued by County will bind Bidders or Offerors, as applicable, and 

Contracts will bind Contractors, to all applicable terms, conditions, instructions, rules and 

requirements herein set forth unless otherwise SPECIFICALLY set forth by the County in 

writing in the Solicitation or Contract.  All provisions of these General Conditions are material to 

any contract between the County and a Contractor. 

 

 

INTRODUCTION 

1. VIRGINIA PUBLIC PROCUREMENT ACT AND ETHICS IN PUBLIC 
CONTRACTING:  The Virginia Public Procurement Act of Virginia Code §§ 2.2-4300 

et seq. (hereinafter the “VPPA”) is incorporated herein by reference.  Nothing in these 

General Conditions is intended to conflict with the VPPA and in case of any conflict, the 

VPPA controls. Specifically, the provisions of Article 6 of the VPPA (Virginia Code §§ 

2.2-4367 through 2.2-4377) relating to ethics in contracting, shall be applicable to all 

Solicitations and Contracts solicited or entered into by the County.  By submitting their 

Bids or signing any Contract, all Bidders and Contractors certify that they have not 

violated any of the provisions of Article 6 of the VPPA, including, but not limited to, that  

their Bids are made without collusion or fraud and that they have not offered or received 

any kickbacks or inducements. 

2. DEFINITIONS:  The definitions of Virginia Code §§ 2.2-4301, 2.2-4302.1 and 2.2-

4302.2 are specifically incorporated herein by reference and as used in these General 

Conditions, whether capitalized or not, any of such defined terms have the same meaning 

as such terms have under the VPPA: such defined terms include: “Affiliate”, “Best 

Value”, “Business”, “Competitive Negotiation”, “Competitive Sealed Bidding”, 

“Construction”, “Construction Management Contract”, “Design-Build Contract”, 

“Employment Services Organization”, “Goods”, “Informality”, “Job Order Contracting”, 

“Multiphase Professional Services Contract”, “Nonprofessional Services”, “Potential 

Bidder or Offeror”, “Professional Services”, “Public Body”, “Public Contract”, 

“Responsible Bidder or Offeror”, “Responsive Bidder”, “Reverse Auctioning” and 
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“Services”.  Additionally, as used in these General Conditions, the following terms, 

whether capitalized or not, have the following meanings: 

a. Bid/Proposal:  The offer of a Bidder or Offeror to provide specific Goods or 

Services at specified prices and/or other conditions specified in the Solicitation. 

The term “Bid” is used throughout these General Conditions and where 

appropriate includes the term “Proposal” or any modifications or amendments to 

any Bid or Proposal. 

b. Bidder/Offeror/Vendor:  Any individual(s), company, firm, corporation, 

partnership or other organization bidding or offering on any Solicitation issued by 

the County and/or offering to enter into Contracts with the County.  The term 

“Bidder” is used throughout these General Conditions and where appropriate 

includes the term “Offeror” and/or “Vendor”. 

c. Contract:  Any contract to which the County will be a party.   

d. Contractor:  Any individual(s), company, firm, corporation, partnership, or other 

organization to whom an award is made by the County or whom enters into any 

contract to which the County is a party. 

e. County:  The County of Fluvanna, a political subdivision of the Commonwealth 

of Virginia, including where applicable all agencies and departments of the 

County. 

f. County Administrator:  The Fluvanna County Administrator. 

g. County Attorney:  The Fluvanna County Attorney. 

h. Purchasing Agent:  The County Administrator is the County’s Purchasing Agent 

and is responsible for the purchasing activity of Fluvanna County; and has 

signatory authority to bind the County to all contracts and purchases made 

lawfully under the Fluvanna County Small Purchasing Procedures.  The 

Purchasing Agent has signatory authority to bind the County to all other contracts 

and purchases only after the contracts or purchases have been approved by a vote 

of the Fluvanna County Board of Supervisors.  

i. General Terms, Conditions and Instructions to Bidders and Contractors (also 

referred to herein as the “General Conditions”): These General Terms, Conditions 

and Instructions to Bidders and Contractors shall be attached to and made a part 

of all Solicitations by the County and all Contracts to which the County is party. 

j. His:  Any references to “his” shall include his, her, their, or its as appropriate. 

k. Invitation to Bid (also referred to herein as an “IFB”):  A request which is made to 

prospective Bidders for their quotation on Goods or Services desired by the 

County.  The issuance of an IFB will contain or incorporate by reference the 

General Conditions and the other specifications and contractual terms and 
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conditions applicable to the procurement. 

l. Purchasing Officer:  The Purchasing Officer employed by the County and to 

whom Bidders/Contractors can submit questions relating to any Bid or Contract. 

m. Request for Proposal (also referred to herein as a “RFP”):  A request for an offer 

from prospective Offerors which shall indicate the general terms which are sought 

to be procured from Offerors.  The RFP will specify the evaluation factors to be 

used and will contain or incorporate by reference the General Conditions and 

other applicable contractual terms and conditions, including any unique 

capabilities or qualifications that will be required of the Contractor. 

n. Small Purchasing Procedures:  The County’s Small Purchasing Procedures, being 

Chapter 4 of the County’s Procurement Policies and Procedures, a method of 

purchasing not requiring competitive sealed bids or competitive negotiation for 

single or term contracts for goods and services other than professional services if 

the aggregate or the sum of all phases is not expected to exceed $50,000; and also 

allowing for single or term contracts for professional services without requiring 

competitive negotiation, provided the aggregate or the sum of all phases is not 

expected to exceed $50,000. 

o. Solicitation:  The process of notifying prospective Bidders or Offerors that the 

County wishes to receive Bids or Proposals on a set of requirements to provide 

Goods or Services.  “Solicitation” includes any notification of the County 

requirements may consist of public advertising (newspaper, County’s website, or 

other electronic notification), the mailing of notices of Solicitation, any Invitation 

for Quotes (“IFQ”), Initiations to Bid (“IFB”), or Requests for Proposal (“RFP”), 

the public posting of notices, issuance of an Open Market Procurement (“OMP”), 

or telephone calls to prospective Bidders or Offerors. 

p. State:  The Commonwealth of Virginia. 

3. AUTHORITY: The Purchasing Agent shall serve as the principal public purchasing 

official for the County, and shall be responsible for the procurement of goods, services, 

insurance and construction in accordance with the County’s Procurement Policies and 

Procedures.  The Purchasing Agent has responsibility and authority for negotiating, 

placing and when necessary modifying every Solicitation, Contract and purchase order 

issued by the County under the County’s Small Purchasing Procedures.  The Purchasing 

Agent has signatory authority to bind the County to all contracts and purchases made 

lawfully under the County’s Small Purchasing Procedures.  The Purchasing Agent has 

responsibility and authority for negotiating, placing and when necessary modifying every 

other Solicitation, Contract and purchase order issued by the County except that the 

Purchasing Agent has signatory authority to bind the County to all other contracts and 

purchases ONLY after the contracts or purchases have been adopted and approved by a 

vote of the Fluvanna County Board of Supervisors (the “Board”).   
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Unless specifically delegated by the Board or the Purchasing Agent, and consistent with 

the limited authority granted thereto, no other County officer or employee is authorized to 

order supplies or Services, enter into purchase negotiations or Contracts, or in any way 

obligate the County for any indebtedness.  Any purchase or contract made which is 

contrary to such authority shall be of no effect and void and the County shall not be 

bound thereby.   

 

For convenience, the County’s Purchasing Officer shall serve as an intermediary between 

the Purchasing Agent and the Bidder or Contractor and any Bidder or Contractor may 

direct communications regarding any purchase, Solicitation or Contract to the Purchasing 

Officer; however as stated supra only the Board or County’s Purchasing Agent can bind 

the County and only upon the conditions stated supra.  

 

CONDITIONS OF BIDDING 
 

4. COMPETITION INTENDED:  It is the County’s intent to encourage and permit open 

and competitive bidding in all Solicitations.  It shall be the Bidder’s responsibility to 

advise the County in writing if any language, requirement, specification, etc., or any 

combination thereof, stifles competition or inadvertently restricts or limits the 

requirements stated in a Solicitation to a single source.  The County must receive such 

notification not later than seven (7) business days prior to the deadline set for acceptance 

of the Bids.  In submitting a Bid, the Bidder guarantees that he or she has not been a party 

with other Bidders to an agreement to bid a fixed or uniform price.  Violation of this 

implied guarantee shall render the Bid of any Bidder involved void.   

 

5. DISCRIMINATION PROHIBITED:  Pursuant to Virginia Code § 2.2-4310, the 

County does not discriminate against Bidders, Offerors or Contractors because of race, 

religion, color, sex, national origin, age, disability, status as a service disabled veteran, or 

any other basis prohibited by state law relating to discrimination in employment.  

Whenever solicitations are made, the County shall include businesses selected from a list 

made available by the Department of Small Business and Supplier Diversity.  Pursuant to 

Virginia Code § 2.2-4343.1, the County does not discriminate against “faith-based 

organizations”, being a religious organization that is or applies to be a contractor to 

provide goods or services for programs funded by the block grant provided pursuant to 

the Personal Responsibility and Work Reconciliation Act of 1996, P.L. 104-193.   

 

6. CLARIFICATION OF TERMS: Pursuant to Virginia Code § 2.2-4316, if any Bidder 

has questions or comments about the specifications or other Solicitation documents, the 

prospective Bidder should contact the County no later than seven (7) business days prior 

to the date set for the opening of Bids or receipt of Proposals.  Any revisions to the 

Solicitation will be made only by written addendum issued by the County.  Notifications 

regarding specifications may not be considered if received in less than seven (7) business 

days of the date set for opening of Bids/receipt of Proposals. 

 

7. MANDATORY USE OF COUNTY FORM AND TERMS AND CONDITIONS: 
Unless otherwise specified in the Solicitation, all Bids must be submitted on the forms 
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provided by the County, including but not limited to, a Cover Sheet or Pricing Schedule, 

if applicable, properly signed in ink in the proper spaces and submitted in a sealed 

envelope or package.  Unauthorized modification of or additions to any portion of the 

Solicitation may be cause for rejection of the Bid.  However, the County reserves the 

right to decide, on a case by case basis, in its sole discretion, whether to reject any Bid or 

Proposal which has been modified.  These General Conditions are mandatory provisions 

of all Solicitations and all Contracts of the County. 

 
8. LATE BIDS & MODIFICATION OF BIDS:   Any Bid or modification thereto 

received at the office designated in the Solicitation after the exact time specified for 

receipt of the Bid is considered a late Bid or modification thereof.  The County is not 

responsible for delays in the delivery of the mail by the U.S. Postal Service, private 

carriers or the inter-office mail system.  It is the sole responsibility of the Bidder to 

ensure their Bid reaches County by the designated date and hour. The following rules 

apply to all Bids submitted to the County:  

 

a. The official time used in the receipt of Bids/Proposals is that time on the 

automatic time stamp machine in the Finance Department; 

b. Late Bids or modifications thereof will be returned to the Bidder UNOPENED, if 

Solicitation number, due date and Bidder’s return address is shown on the 

container; 

c. If a Bid is submitted on time, however a modification thereto is submitted after 

the due date and time, then the County in its sole discretion may choose to 

consider the original Bid except that the County may not consider such original 

Bid if the Bid is withdrawn by the Bidder pursuant to Section 9 below; and 

d. If an emergency or unanticipated event or closing interrupts or suspends the 

County’s normal business operations so that Bids cannot be received by the exact 

time specified in the Solicitation, then the due date/time specified for receipt of 

Bids will be deemed to be extended to the same time of day specified in the 

Solicitation on the first work day on which normal County business operations 

resume.   

 

9. WITHDRAWAL OF BIDS: 
 

a. Pursuant to Virginia Code § 2.2-4330, a Bidder for a public construction contract, 

other than a contract for construction or maintenance of public highways, may 

withdraw his Bid from consideration if the price bid was substantially lower than 

the other Bids due solely to a mistake in the Bid, provided the Bid was submitted 

in good faith, and the mistake was a clerical mistake as opposed to a judgment 

mistake, and was actually due to an unintentional arithmetic error or an 

unintentional omission of a quantity of work, labor or material made directly in 

the compilation of a Bid, which unintentional arithmetic error or unintentional 

omission can be clearly shown by objective evidence drawn from inspection of 

original work papers, documents and materials used in the preparation of the Bid 

sought to be withdrawn.  
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If a Bid contains both clerical and judgment mistakes, a Bidder may withdraw his 

Bid from consideration if the price bid would have been substantially lower than 

the other Bids due solely to the clerical mistake, that was an unintentional 

arithmetic error or an unintentional omission of a quantity of work, labor or 

material made directly in the compilation of a Bid that shall be clearly shown by 

objective evidence drawn from inspection of original work papers, documents and 

materials used in the preparation of the Bid sought to be withdrawn.  The Bidder 

shall give notice in writing to the County of his or her claim of right to withdraw 

his or her Bid within two (2) business days after the conclusion of the Bid 

opening procedure and shall submit original work papers with such notice. 

 

b. A Bidder for a Contract other than for public construction may request withdrawal 

of his or her Bid under the following circumstances: 

 

i. Bids may be withdrawn on written request from the Bidder received at the 

address shown in the Solicitation prior to the time of opening. 

ii. Requests for withdrawal of Bids after opening of such Bids but prior to 

award shall be transmitted to the County, in writing, accompanied by full 

documentation supporting the request.  If the request is based on a claim 

of error, documentation must show the basis of the error.  Such 

documentation may take the form of supplier quotations, Bidder work 

sheets, etc.  If Bid bonds were tendered with the Bid, the County may 

exercise its right of collection. 

 

c. No Bid may be withdrawn under this Section 9 when the result would be the 

awarding of the Contract on another Bid of the same Bidder or of another Bidder 

in which the ownership of the withdrawing Bidder is more than five percent (5%).   

 

d. If a Bid is withdrawn under the authority of this Section 9 the lowest remaining 

Bid shall be deemed to be the low Bid.   

 

e. No Bidder who, is permitted to withdraw a Bid shall, for compensation, supply 

any material or labor to or perform any subcontract or other work agreement for 

the person or firm to whom the Contract is awarded or otherwise benefit, directly 

or indirectly, from the performance of the project for which the withdrawn Bid 

was submitted.  

 

f. The County shall notify the Bidder in writing within five (5) business days of its 

decision regarding the Bidder's request to withdraw its Bid. If the County denies 

the withdrawal of a Bid under the provisions of this Section 9, it shall State in 

such notice the reasons for its decision and award the Contract to such Bidder at 

the Bid price, provided such Bidder is a responsible and responsive Bidder. At the 

same time that the notice is provided, the County shall return all work papers and 

copies thereof that have been submitted by the Bidder.  
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g. Under these procedures, a mistake shall be proved only from the original work 

papers, documents and materials delivered as required herein. The work papers, 

documents and materials submitted by the bidder shall, at the bidder's request, be 

considered trade secrets or proprietary information subject to the conditions of 

subsection F of Virginia Code § 2.2-4342. 

 

10. ERRORS IN BIDS: When an error is made in extending total prices, the unit Bid price 

will govern.  Erasures in Bids must be initialed by the Bidder.  Carelessness in quoting 

prices, or otherwise in preparation of the Bid, will not relieve the Bidder.  

Bidders/Offerors are cautioned to recheck their Bids for possible error.  Errors discovered 

after public opening cannot be corrected and the Bidder will be required to perform if his 

or her Bid is accepted. 

 

11. IDENTIFICATION ON BID ENVELOPE:  All Bids, Proposals and requested copies 

thereof submitted to the County shall be in a separate envelope or package, sealed and 

identified with the following information clearly marked on the outside of the envelope 

or package: 

 
a. Addressed as indicated on page 1 of the solicitation; 

b. Solicitation number; 

c. Title; 

d. Bid due date and time; 

e. Bidder’s name and complete mailing address (return address); and 

f. Pursuant to Virginia Code § 2.2-4311.2, the Bidder’s identification number issued 

by the State Corporation Commission, or if the bidder is not required to be 

authorized to transact business in the Commonwealth as a foreign business entity 

under Title 13.1 or Title 50 or as otherwise required by law shall include in its 

bids or proposal a statement describing why the bidder or offeror is not required 

to be so authorized.  

 

If a Bid is not addressed with the information as shown above, the Bidder takes the risk 

that the envelope may be inadvertently opened and the information compromised, which 

may cause the Bid to be disqualified.  Bids may be hand delivered to the designated 

location in the County’s offices.  No other correspondence or other Proposals/Bids should 

be placed in the envelope.  Any Bidder or Offeror that fails to provide the information 

required in (f) above shall not receive an award unless a waiver is specifically granted by 

the County Administrator. 

 

12. ACCEPTANCE OF BIDS: Unless otherwise specified, all formal Bids or Proposals 

submitted shall be valid for a minimum period of one hundred twenty (120) calendar days 

following the date established for opening or receipt, respectively, unless extend by 

mutual agreement of the parties.  At the end of the one hundred twenty (120) calendar 

days the Bid/Proposal may be withdrawn at the written request of the Bidder.  Thereafter, 

unless and until the Proposal is withdrawn, it remains in effect until an award is made or 

the Solicitation is canceled by the County.  The County may cancel any Solicitation at 

any time by notice of such cancelation to the Bidders. 
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13. COMPLETENESS:  To be responsive, a Bid must include all information required by 

the Solicitation.   

 
14. CONDITIONAL BIDS: Conditional Bids are subject to rejection in whole or in part. 

 

15. RESPONSE TO SOLICITATIONS: In the event a Bidder cannot submit a Bid on a 

Solicitation, the Bidder is requested to return the Solicitation cover sheet with an 

explanation as to why the Bidder is unable to Bid on these requirements, or if there be no 

cover sheet for the Solicitation a letter to the County explaining the same.   

 

16. BIDDER INTERESTED IN MORE THAN ONE BID AND COLLUSION: More 

than one bid from an individual, firm, partnership, corporation or association under the 

same or different name will be rejected. Reasonable grounds for believing that a bidder is 

interested in more than one bid for the work contemplated will cause rejection of all bids 

in which the bidder is interested. Any or all bids may be rejected if there is any reason 

for believing that collusion exists among the bidders. Participants in such collusion may 

not be considered in future bids for the same work. Each bidder, as a condition of 

submitting a bid, shall certify that he is not a party to any collusive action as herein 

defined. However, a party who has quoted prices on work, materials, or supplies to a 

Bidder is not thereby disqualified from quoting prices to other Bidders or firms 

submitting a Bid directly for the work, materials or supplies. 

 

17. BID OPENING: Pursuant to Virginia Code § 2.2-4301, all Bids received in response to 

an IFB will be opened at the date, time and place specified, and announced publicly, and 

made available for inspection as provided in Section 21 of these General Conditions.   

Proposals received in response to an RFP will be made available for inspection as 

provided in Section 21 of these General Conditions. 

 

18. TAX EXEMPTION: The County is exempt from the payment of any federal excise or 

any Virginia sales tax.  The price bid must be net, exclusive of taxes. Tax exemption 

certificates will be furnished if requested by the Bidder.  

 

19. DEBARMENT STATUS: By submitting their Bids, Bidders certify that they are not 

currently debarred from submitting Bids on Contracts by the County, nor are they an 

agent of any person or entity that is currently debarred from submitting Bids or Proposals 

on Contracts by the County or any agency, public entity/locality or authority of the State.   

 

20. NO CONTACT POLICY: No Bidder shall initiate or otherwise have contact related to 

the Solicitation with any County representative or employee, other than the Purchasing 

Officer or Purchasing Agent, after the date and time established for receipt of Bids.  Any 

contact initiated by a Bidder with any County representative, other than the Purchasing 

Officer or Purchasing Agent, concerning this Solicitation is prohibited and may cause the 

disqualification of the Bidder. 

 

BOS 2023-07-05 p.334/412



    

10 

Adopted by Fluvanna County Board of Supervisors on April 3, 2013, amended July 16, 2014 

21. VIRGINIA FREEDOM OF INFORMATION ACT: As provided under Virginia Code 

§ 2.2-4342, all proceedings, records, Contracts and other public records relating to 

procurement transactions shall be open to the inspection of any citizen, or any interested 

person, firm or corporation, in accordance with the Virginia Freedom of Information Act 

of Virginia Code §§ 2.2-3700 et seq., except: 

 

a. Cost estimates relating to a proposed procurement transaction prepared by or for 

the County shall not be open to public inspection; 

b. Any competitive sealed bidding Bidder, upon request, shall be afforded the 

opportunity to inspect Bid records within a reasonable time after the opening of 

Bids but prior to award, except in the event that the County decides not to accept 

any of the Bids and to reopen the Contract. Otherwise, Bid records shall be open 

to public inspection only after award of the Contract; 

c. Any competitive negotiation Offeror, upon request, shall be afforded the 

opportunity to inspect Proposal records within a reasonable time after the 

evaluation and negotiations of Proposals are completed but prior to award except 

in the event that the County decides not to accept any of the Proposals and to 

reopen the Contract. Otherwise, Proposal records shall be open to the public 

inspection only after award of the Contract; 

d. Any inspection of procurement transaction records under this Section 21 shall be 

subject to reasonable restrictions to ensure the security and integrity of the 

records; 

e. Trade secrets or proprietary information submitted by a Bidder, Offeror or 

Contractor in connection with a procurement transaction shall not be subject to 

public disclosure under the Virginia Freedom of Information Act; however, the 

Bidder, Offeror or Contractor must invoke the protections of this Section 21 prior 

to or upon submission of the data or other materials, and must identify the data or 

other materials to be protected and State the reasons why protection is necessary; 

and 

f. Nothing contained in this Section 21 shall be construed to require the County, 

when procuring by “competitive negotiation” (RFP), to furnish a Statement of 

reasons why a particular Proposal was not deemed to be the most advantageous to 

the County.  

 

22. CONFLICT OF INTEREST: Bidder/Contractor certifies by signing any Bid/Contract 

to/with the County that no conflict of interest exists between Bidder/Contractor and 

County that interferes with fair competition and no conflict of interest exists between 

Bidder/Contractor and any other person or organization that constitutes a conflict of 

interest with respect to the Bid/Contract with the County. 

 

SPECIFICATIONS 
 

23. OMISSIONS OR DISCREPANCIES:  Any items or parts of any equipment listed in a 

Solicitation which are not fully described or are omitted from such specification, and 

which are clearly necessary for the completion of such equipment and its appurtenances, 

shall be considered a part of such equipment although not directly specified or called for 
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in the specifications.  Should a Bidder find a discrepancy or ambiguity in, or an omission 

from, the Solicitation, including the drawings and/or specifications, he or she shall so 

notify the County within twenty-four (24) hours of noting the discrepancy, ambiguity or 

omission and in any event no less than five (5) days prior to the date set for the opening 

of Bids.  If necessary, the County will send a written addendum for clarification to all 

Bidders no later than three (3) days before the date set for opening of Bids.  Any 

notification regarding specifications received less than five (5) days prior to the date set 

for the opening of Bids may or may not be considered by the County in its sole 

discretion.  The Bidder shall abide by and comply with the true intent of the 

specifications and not take advantage of any unintentional error or omission, but shall 

fully complete every part as the true intent and meaning of the specifications and 

drawings.  Whenever the mention is made of any articles, material or workmanship to be 

in accordance with laws, ordinances, building codes, underwriter’s codes, A.S.T.M. 

regulations or similar expressions, the requirements of these laws, ordinances, etc., shall 

be construed as to the minimum requirements of these specifications. 

 

24. BRAND NAME OR EQUAL ITEMS: Pursuant to Virginia Code § 2.2-4315, unless 

otherwise provided in the Solicitation, the name of a certain brand, make or manufacturer 

does not restrict Bidders to the specific brand, make or manufacturer named; it conveys 

the general style, type, character, and quality of the article desired, and any article which 

the County in its sole discretion determines to be the equal of that specified, considering 

quality, workmanship, economy of operation, and suitability for the purpose intended, 

shall be accepted. The Bidder is responsible to clearly and specifically indicate the 

product being offered and to provide sufficient descriptive literature, catalog cuts and 

technical detail to enable the County 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 bidding, only the information 

furnished with the Bid will be considered in the evaluation.  Failure to furnish adequate 

data for evaluation purposes may result in declaring a Bid non-responsive.  Unless the 

Bidder clearly indicates in its Bid that the product offered is "equal" product, such Bid 

will be considered to offer the brand name product referenced in the Solicitation. 

 

25. FORMAL SPECIFICATIONS: When a Solicitation contains a specification which 

states no substitutes, no deviation therefrom will be permitted and the Bidder will be 

required to furnish articles in conformity with that specification. 

 

26. CONDITION OF ITEMS: Unless otherwise specified in the Solicitation, all items shall 

be new, in first class condition. 

 

AWARD 
 

27. RESPONSIBLE BIDDERS:  In determining whether a Bidder is a responsible Bidder 

as defined herein, at minimum, the following criteria will be considered: 

 

a. The ability, capacity and skill of the Bidder to perform the Contract or provide the 

service required under the Solicitation; 
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b. Whether the Bidder can perform the Contract or provide the service promptly, or 

within the time specified, without delay or interference; 

c. The character, integrity, reputation, judgment, experience and efficiency of the 

Bidder; 

d. The quality of performance of previous Contracts or Services; 

e. The previous and existing compliance by the Bidder with laws and ordinances 

relating to the Contract or Services; 

f. The sufficiency of the financial resources and ability of the Bidder to perform the 

Contract or provide the service; 

g. The quality, availability and adaptability of the Goods or Services to the particular 

use required; 

h. The ability of the Bidder to provide future maintenance and service for the use of 

the subject of the Contract; 

i. The number and scope of the conditions attached to the Bid; 

j. Whether the Bidder is in arrears to the County on debt or Contract or is a defaulter 

on surety to the County or whether the Bidder's County taxes or assessments are 

delinquent; and 

k. Such other information as may be secured by the County, the Purchasing Agent or 

the Purchasing Officer having a bearing on the decision to award the Contract. If 

an apparent low Bidder is not awarded a Contract for reasons of 

nonresponsibility, the County shall so notify that Bidder and shall have recorded 

the reasons in the Solicitation or Contract file. 

 

28. AWARD OR REJECTION OF BIDS; WAIVER OF INFORMALITIES: The 

County shall award the Contract to the lowest responsive and responsible Bidder 

complying with all provisions of the IFB, provided the Bid price is reasonable and it is in 

the best interest of the County to accept it.  Awards made in response to a RFP will be 

made to the highest qualified Offeror whose Proposal is determined, in writing, to be the 

most advantageous to the County taking into consideration the evaluation factors set forth 

in the RFP.  The County reserves the right to award a Contract by individual items, in the 

aggregate, or in combination thereof, or to reject any or all Bids and to waive any 

informality in Bids received whenever such rejection or waiver is in the best interest of 

the County.  Award may be made to as many Bidders/Offerors as deemed necessary to 

fulfill the anticipated requirements of the County.  The County also reserves the right to 

reject the Bid if a Bidder is deemed to be a non-responsible Bidder.  Pursuant to Virginia 

Code § 2.2-4319, an IFB, a RFP, any other solicitation, or any and all bids or proposals, 

may be canceled or rejected by the County at any time. The reasons for cancellation or 

rejection shall be made part of the contract file. The County shall not cancel or reject an 

IFB, a RFP, any other solicitation, bid or proposal solely to avoid awarding a contract to 

a particular responsive and responsible bidder or offeror. 

29. EXCLUSION OF INSURANCE BIDS PROHIBITED:  Pursuant to Virginia Code § 

2.2-4320, notwithstanding any other provision of law or these General Conditions, no 

insurer licensed to transact the business of insurance in the State or approved to issue 

surplus lines insurance in the State shall be excluded from presenting an insurance bid 

proposal to the County in response to a RFP or an IFB; excepting that the County may 
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debar a prospective insurer pursuant to its Debarment Policy, see Chapter 2 of the 

County’s Procurement Policies and Procedures. 

30. ANNOUNCEMENT OF AWARD: Upon the award or announcement of the decision to 

award a Contract as a result of this Solicitation, the County will publicly post such notice 

on the County’s bulletin board located at 72 Main Street, 2nd Floor, Palmyra, Virginia 

22963.  Award results may also be viewed on the County’s website. 

31. QUALIFICATIONS OF BIDDERS OR OFFERORS: The County may make such 

reasonable investigations as deemed proper and necessary to determine the ability of the 

Bidder to perform the work/furnish the item(s) and the Bidder shall furnish to the County 

all such information and data for this purpose as may be requested.  The County reserves 

the right to inspect Bidder’s physical facilities prior to award to satisfy questions 

regarding the Bidder’s capabilities.  The County further reserves the right to reject any 

Bid or Proposal if the evidence submitted by or investigations of, such Bidder fails to 

satisfy the County that such Bidder is properly qualified to carry out the obligations of 

the Contract and to complete the work/furnish the item(s) contemplated therein. 

32. TIE BIDS AND PREFERENCE FOR VIRGINIA PRODUCTS WITH RECYCLED 
CONTENT AND FOR VIRGINIA FIRMS:  

 

a. Pursuant to Virginia Code § 2.2-4328, in the case of a tie bid on an IFB only, the 

County may give preference to Goods, Services and construction produced in 

Fluvanna County or provided by persons, firms or corporations having principal 

places of business in Fluvanna County.  If such choice is not available, preference 

shall then be given to Goods produced in Virginia, or for goods, services or 

construction provided by Virginia persons, firms, corporations, pursuant Virginia 

Code § 2.2-4324.  If no County or State choice is available, the tie shall be 

decided publicly by lot.  The decision by the County to make award to one or 

more such Bidders shall be final. 

b. Whenever the lowest responsive and responsible bidder is a resident of any other 

state and such state under its laws allows a resident contractor of that state a 

percentage preference, a like preference shall be allowed to the lowest responsive 

and responsible bidder who is a resident of Virginia and is the next lowest bidder. 

If the lowest responsive and responsible bidder is a resident of any other state and 

such state under its laws allows a resident contractor of that state a price-matching 

preference, a like preference shall be allowed to responsive and responsible 

bidders who are residents of Virginia. If the lowest bidder is a resident contractor 

of a state with an absolute preference, the bid shall not be considered. The 

Department of General Services shall post and maintain an updated list on its 

website of all states with an absolute preference for their resident contractors and 

those states that allow their resident contractors a percentage preference, 

including the respective percentage amounts. For purposes of compliance with 

this Section 32, the County may rely upon the accuracy of the information posted 

on this website. 

c. Notwithstanding the provisions of subsections a and b, in the case of a tie bid in 

instances where goods are being offered, and existing price preferences have 
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already been taken into account, preference shall be given to the bidder whose 

goods contain the greatest amount of recycled content. 

d. For the purposes of this Section 32, a Virginia person, firm or corporation shall be 

deemed to be a resident of Virginia if such person, firm or corporation has been 

organized pursuant to Virginia law or maintains a principal place of business 

within Virginia. 

 
33. NEGOTIATION WITH LOWEST RESPONSIBLE BIDDER: Pursuant to Virginia 

Code § 2.2-4318, unless cancelled or rejected, a responsive Bid from the lowest 

responsible Bidder shall be accepted as submitted, except that if the Bid from the lowest 

responsible Bidder exceeds available funds, the County may negotiate with the apparent 

low Bidder to obtain a Contract price within available funds. However, the negotiation 

may be undertaken only under conditions and procedures described in writing and 

approved by the County prior to issuance of the IFB and summarized therein. 

 

CONTRACT PROVISIONS 
 

34. APPLICABLE LAW AND COURTS:  Any Bid or Contract resulting from a 

Solicitation and its terms, including, but not limited to, the parties’ obligations under it, 

and the remedies available to each party for breach of it, shall be governed by, construed 

and interpreted in accordance with the laws of the Commonwealth of Virginia, and 

exclusive jurisdiction and venue of any dispute or matters involving litigation between 

the parties hereto shall be in the courts of Fluvanna County, Virginia. Any jurisdiction’s 

choice of law, conflict of laws, rules, or provisions, including those of the 

Commonwealth of Virginia, that would cause the application of any laws other than those 

of the Commonwealth of Virginia, shall not apply.  The Contractor shall comply with 

applicable federal, State and local laws, ordinances, rules and regulations in performance 

of the Contract. 

 

35. PROVISION AND OWNERSHIP OF INFORMATION:  The County shall make a 

good faith effort to identify and make available to the Contractor all non-confidential 

technical and administrative data in the County’s possession which the County may 

lawfully release including, but not limited to Contract specifications, drawings, 

correspondence, and other information specified and required by the Contractor and 

relating to its work under any Contract.  The County reserves its rights of ownership to 

all material given to the Contractor by the County and to all background information 

documents, and computer software and documentation developed by the Contractor in 

performing any Contract. 

 

36. DOCUMENTS:  All documents, including but not limited to data compilations, 

drawings, reports and other material, whether in hard copy or electronic format, prepared, 

developed or furnished by the Contractor pursuant to any Contract shall be the sole 

property of the County.  At the direction of the County, the Contractor shall have the 

right to make copies of the documents produced available to other parties.  The County 

shall be entitled to delivery of possession of all documents, upon payment in accordance 

with the terms of any Contract for the service incurred to produce such documents. 
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37. CONFIDENTIALITY:  Contractor shall not publish, copyright or otherwise disclose or 

permit to be disclosed or published, the results of any work performed pursuant to this 

contract, or any particulars thereof, including forms or other materials developed for the 

County  in connection with the performance by Contractor of its services hereunder, 

without prior written approval of the County.  Contractor, cognizant of the sensitive 

nature of much of the data supplied by the County, shall not disclose any information 

(other than information which is readily available from sources available to the general 

public) obtained by it in the course of providing services hereunder without the prior 

written approval of the County, unless disclosure of such information by it is required by 

law, rule or regulation or the valid order of a court or administrative agency. 

 

38. INDEPENDENT CONTRACTOR:  The Contractor and any agents, or employees of 

the Contractor, in the performance of any Contract shall act as an independent contractor 

and not as officers, employees or agents of the County. 

 

39. INSURANCE: The Contractor agrees that, during the period of time it renders services 

to the County pursuant to any Contract, it shall carry (and provide the County with 

evidence of coverage) the following minimum amounts of  insurance: 

 

  Automobile   $500,000 Liability 

        Medical Payment 

        Comprehensive 

        Collision 

  Public Liability  $1,000,000 

 

  Professional Liability  $1,000,000 

 

  Excess Liability  $2,000,000  Aggregate Over 

        Above Policy Limits 

        (Excluding Professional Liability) 

 

  Worker’s Compensation Amount required by Virginia law 

 

The Contract may specifically require the Contractor to carry higher minimum amounts 

of insurance.   

 

In addition, the Contractor shall require, and shall include in every subcontract, that any 

subcontractor providing any goods or services related to such Contract obtain, and 

continue to maintain for the duration of the work, workers’ compensation coverage in the 

amount required by Virginia law. 

 
40. KEY PERSONNEL:  For the duration of any Contract, the Contractor shall make no 

substitutions of key personnel unless the substitution is necessitated by illness, death, or 

termination of employment, or as expressly approved by the County.  The Contractor 
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shall notify the County within five (5) calendar days after the occurrence of any of these 

events and provide the information required by the paragraph below. 

 

The Contractor shall provide a detailed explanation of the circumstances necessitating 

any proposed substitution, complete resumes for the proposed substitute, and any 

additional information requested by the County.  The proposed substitute should have 

comparable qualifications to those of the person being replaced.  The County will notify 

the Contractor within fifteen (15) calendar days after receipt of all required information 

of its approval or disapproval of the proposed substitution. 

 

41. SEVERABILITY:  If any term, covenant or provision of these General Conditions or 

any Contract shall be held to be invalid, illegal or unenforceable in any respect, these 

General Conditions and any Contract shall remain in effect and be construed without 

regard to such provision. 

 

42. TITLES:  The titles and section headings herein and in any Contract are inserted solely 

for convenience and are not to be construed as a limitation on the scope of the provisions 

to which they refer. 

 

43. ATTORNEYS’ FEES:  In the event of a dispute between the County and Contractor 

under any Contract which cannot be amicably resolved, in addition to all other remedies, 

the party substantially prevailing in any litigation shall be entitled to recover its 

reasonable expenses, including, but not limited to, reasonable attorneys' fees. 

 

44. NO WAIVER:  Neither any payment for, nor acceptance of, the whole or any part of the 

services by the County, nor any extension of time, shall operate as a waiver of any 

provision of any Contract, nor of any power herein reserved to the County, or any right to 

damages herein provided, nor shall any waiver of any breach of any Contract be held to 

be a waiver of any other or subsequent breach.  Failure of the County to require 

compliance with any term or condition of any Contract shall not be deemed a waiver of 

such term or condition or a waiver of the subsequent enforcement thereof. 

 

45. NO FINANCE CHARGES:  No finance charges shall be paid by the County. 

 

46. ANTITRUST: By entering into a Contract, the Contractor conveys, sells, assigns, and 

transfers to the County all rights, title and interest in and to all causes of the action it may 

now have or hereafter acquire under the antitrust law of the United States or the State, 

relating to the particular Goods or Services purchased or acquired by the County under 

said Contract.   Consistent and continued tie bidding could cause rejection of Bids by the 

County and/or investigation for antitrust violations. 

 

47. PAYMENT:  Pursuant to Virginia Code § 2.2-4352, unless more time is provided in the 

Solicitation or Contract, payment will be made forty-five (45) days after receipt by the 

County of a proper invoice, or forty-five (45) days after receipt of all Goods or 

acceptance of work, whichever is later.  The County reserves the right to withhold any or 

all payments or portions thereof for Contractor's failure to perform in accordance with the 
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provision of the Contract or any modifications thereto.  Within twenty (20) days of 

receipt of proper invoice or of goods or services, the County shall notify the Contractor if 

any defect or impropriety that would prevent payment by the payment date.  The 

following provisions apply to such payments: 

 

a. Invoices for items/Services ordered, delivered/performed and accepted shall be 

submitted by the Contractor in duplicate directly to the payment address shown on 

the purchase order, Solicitation or Contract, as applicable.  All invoices shall 

show the Contract number, purchase order number, or Solicitation number, as 

applicable, and as required under Virginia Code § 2.2-4354, either the individual 

Contractor’s social security number or the Contractor’s federal employer 

identification number, whichever is applicable.   

 

b. Any payment terms requiring payment in less than forty-five (45) days will be 

regarded as requiring payment forty-five (45) days after receipt of proper invoice 

or receipt of all Goods or acceptance of work, whichever occurs later.  

Notwithstanding the foregoing, offers of discounts for payment in less than forty-

five (45) days are valid and enforceable. 

 

c.  Pursuant to Virginia Code § 2.2-4353, the date any payment shall be deemed the 

date of postmark in all cases where payment is made by mail. 

 

d. The County's fiscal year is July 1 to June 30. Contractors are advised to submit 

invoices, especially for Goods and/or Services provided in the month of June, for 

the entire month (i.e. June 1 - June 30), so that expenses are recognized in the 

appropriate fiscal year. 

 

e. Any payment made by the Contractor to the County shall only be made in U.S. 

Dollars. If payment is received in foreign currency the County may, in its sole 

discretion, reject such payment and require immediate compensation in U.S. 

Dollars.  

 

48. SUBCONTRACTORS:  Pursuant to Virginia Code § 2.2-4354, in the event that any 

subcontractors are used by Contractor in connection with the work, Contractor shall: 

 

a. Within seven (7) days after receipt of amounts paid to the Contractor for work 

performed by a subcontractor, either: 

i. Pay the subcontractor for the proportionate share of the total payment 

received attributable to the work performed by the subcontractor under 

any Contract; or 

ii. Notify the County and subcontractor, in writing, of his intention to 

withhold all or a part of the subcontractor's payment with the reason for 

nonpayment.  
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b. Contractor shall require each subcontractor to provide either (i) for an individual, 

their social security numbers, or (ii) for proprietorships, partnerships, and 

corporations to provide their federal employer identification numbers.   

 

c. The Contractor shall pay interest to any subcontractor on all amounts owed by the 

Contractor that remain unpaid after seven days following receipt by the 

Contractor of payment from the County for work performed by the subcontractor 

under any Contract, except for amounts withheld as allowed in subdivision (a)(II) 

above.  Unless otherwise provided under the terms of any Contract, interest shall 

accrue at the rate of one percent (1%) per month. 

 

d. The Contractor shall include in each of its subcontracts under any Contract a 

provision requiring each subcontractor to include or otherwise be subject to the 

above payment and interest requirements (a), (b) and (c) with respect to each 

lower tier subcontractor. 

 

e. The Contractor's obligation to pay an interest charge to a subcontractor pursuant 

to the payment clause in this Section 48 shall not be construed to be an obligation 

of the County.  No Contract modification may be made for the purpose of 

providing reimbursement for such interest charge.  No cost reimbursement claim 

may include any amount for reimbursement for such interest charge. 

49. RETAINAGE ON CONSTRUCTION CONTRACTS:  Pursuant to Virginia Code 2§ 

2.2-4333, if a Contract for construction provides for progress payments in installments 

based upon an estimated percentage of completion, then the contractor shall be paid at 

least ninety-five percent (95%) of the earned sum when payment is due, with no more 

than five percent (5%) being retained to ensure faithful performance of the contract. All 

amounts withheld may be included in the final payment.  Any subcontract related to work 

on a Contract that provides for similar progress payments shall be subject to the 

provisions above and the Contractor agrees to include such provisions in every 

subcontract. 

50. SUCCESSORS AND ASSIGNS:  The County and the Contractor bind themselves and 

their respective successors and assigns to any Contract.  The foregoing notwithstanding, 

the Contractor shall not assign, sublet or transfer its interest in any Contract without the 

prior written consent of the County, which may be granted or withheld in the County’s 

sole discretion.  Nothing hereinafter mentioned shall be construed as creating any 

personal liability on the part of any officer, agent or employee of the County, nor shall it 

be construed as giving any benefits hereunder to anyone other than the County and the 

Contractor. 

 

51. DEFAULT:    Failure of a Contractor to deliver Goods or Services in accordance with 

Contract terms and conditions and/or within the time specified, or within reasonable time 

as interpreted by the County in its sole discretion, or failure to make 

replacements/corrections of rejected articles/services when so requested, immediately or 

as directed by the County, or failure of the Contractor to act in accordance with the 

Contract in any material respect, as reasonably determined by the County, shall constitute 
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a “default” by the Contractor and shall further authority for the County to purchase in the 

open market articles/services of comparable grade/quality to replace the services, articles 

rejected, and/or not delivered.  On all such purchases, the Contractor shall reimburse the 

County, within a reasonable time specified by the County, for any expense incurred in 

excess of Contract prices including, but not limited to, any purchase and administrative 

costs.  Such purchases shall be deducted from the Contract quantities, if applicable.  

Should public necessity demand it, the County reserves the right to use or consume 

articles delivered or services performed which are substandard in quality, subject to an 

adjustment in price to be determined by the County.  In case of any default, the County, 

after due oral or written notice if required in accordance with the Contract, may terminate 

the Contract at its option in its sole discretion effective immediately.  These remedies 

shall be in addition to any other remedies which the County may have, including but not 

limited to, any remedies at law, under the Contract or in equity.   

 

Notwithstanding the foregoing, the Contractor shall not be liable for damages for delay in 

shipment or failure to deliver when such delay or failure is the result of fire, flood, strike, 

act of God, act of Government, act of an alien enemy or by any other circumstances 

which, in the County's opinion, are beyond the control of the Contractor.  Under such 

circumstances, however, the County may, at its sole discretion, terminate or cancel the 

Contract effective immediately. 

 

52. NON-DISCRIMINATION ASSURANCES:  The Contractor shall conform to the 

provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia 

Fair Employment Act of 1975, as amended, where applicable, and § 2.2-4311 of the 

Virginia Procurement Act: 

 

a. During the performance of any Contract, the Contractor agrees as follows:  the 

Contractor will not discriminate against any employee or applicant for 

employment because of race, religion, color, sex, national origin, age, disability, 

or other basis prohibited by state law relating to discrimination in employment, 

except where there is a bona fide occupational qualification reasonably necessary 

to the normal operation of the Contractor. The Contractor agrees to post in 

conspicuous places, available to employees and applicants for employment, 

notices setting forth the provisions of this nondiscrimination clause.  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.  Notices, advertisements and Solicitations placed in accordance with 

federal law, rule or regulation shall be deemed sufficient for the purpose of 

meeting the requirements of this Section 52. 

 

b. The Contractor shall include the provisions of paragraph (a) above in every 

subcontract or purchase over $10,000.00 so that the provisions will be binding 

upon each subcontractor or Vendor. 

 

53. MODIFICATION:   
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a. Pursuant to Virginia Code § 2.2-4309, these General Conditions and any Contract 

entered into by the County and any Contractor shall not be subject to change, 

modification, or discharge except by written instrument signed by the County and 

Contractor, but no fixed-price contract may be increased by more than twenty-five 

percent (25%) of the amount of the contract or $50,000, whichever is greater, 

without the advance written approval of the County’s Board. In no event may the 

amount of any contract, without adequate consideration, be increased for any 

purpose, including, but not limited to, relief of an offeror from the consequences 

of an error in its bid or offer. 

b. The County may, but is not obligated to, extend the term of an existing contract 

for services to allow completion of any work undertaken but not completed during 

the original term of the contract. 

c. Nothing in this Section 53 shall prevent the County from placing greater 

restrictions on contract modifications. 

 

54. INDEMNIFICATION:  Contractor agrees to indemnify, keep and save harmless the 

County, its officers, agents, officials, employees and volunteers against any and all 

claims, claims of injuries, death, damage to property, patent claims, suits, liabilities, 

judgments, losses, costs and expenses, including but not limited to costs of investigation, 

all reasonable attorneys' fees (whether or not litigation results), and the cost of any 

appeal, occurring or arising in connection with the Contractor’s, its agents’, 

subcontractors’, employees’, or volunteers’ negligence or wrongful acts or omissions in 

connection with its performance of any Contract.  The Contractor shall, at his or her own 

expense, appear, defend and pay all charges of attorneys and all costs and other expenses 

arising therefrom or incurred in connection therewith; and if any judgment shall be 

rendered against the County in any such action, the Contractor shall, at his or her own 

expenses, satisfy and discharge the same.  Contractor expressly understands and agrees 

that any performance bond or insurance protection required by any Contract, or otherwise 

provided by the Contractor, shall in no way limit the responsibility to indemnify, keep 

and save harmless and defend the County as herein provided.  Nothing contained in this 

Solicitation or the Contract shall be deemed to be a waiver of the County’s sovereign 

immunity. 

 

55. DRUG-FREE WORKPLACE: Pursuant to Virginia Code § 2.2-4312, in every 

Contract over $10,000.00 the following provisions apply:  During the performance of any 

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 
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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 in 

accordance with this the VPPA and the County’s Procurement Procedures, 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.  

 

56. TERMINATION:  Contracts will remain in force for full periods specified and/or until 

all articles ordered before date of termination shall have been satisfactorily delivered and 

accepted and thereafter until all requirements and conditions shall have been met, unless: 

 

a. Terminated prior to expiration date by satisfactory deliveries of entire Contract 

requirements; 

 

b. Terminated by the County upon thirty (30) days written notice to the Contractor 

at the County’s convenience in the County’s sole discretion (“termination for 

convenience”), unless a termination for convenience is specifically and expressly 

prohibited by the Contract.  Any Contract cancellation notice shall not relieve the 

Contractor of the obligation to deliver and/or perform on all outstanding orders 

issued prior to the effective date of the termination; 

 

c. Terminated by the County for cause, default or negligence on the part of the 

Contractor. However, pursuant to Section 51 of these General Conditions, the 

County may hold the Contractor responsible for any resulting additional purchase 

and administrative costs.  There is no advance notice requirement in the event of 

Termination for Cause and termination is effective immediately upon notice to 

Contractor of the termination for cause; 

 

d. Extended upon written authorization of County and accepted by Contractor, to 

permit ordering of unordered balances or additional quantities at Contract prices 

and in accordance with Contract terms. 

 

57. APPROPRIATIONS:  Notwithstanding any other provision of any Contract, the 

payment of the County's obligations under any Contract shall be subject to annual 

appropriations by the Board of Supervisors of the County in each fiscal year of monies 

sufficient to satisfy the same. 

 
58. REFERENCES TO VIRGINIA LAW:  Any reference in these General Conditions to 

the Code of Virginia or other relevant Federal, State or local law is incorporated in whole 

herein by reference as in effect at the time of the Solicitation or Contract as such statutory 

provisions may be amended or replaced by any statute dealing with the same or similar 

subject matter. 
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59. COOPERATIVE PROCUREMENT: Except as prohibited by the current Code of 

Virginia, all resultant Contracts will be extended to other Public Bodies of the 

Commonwealth of Virginia, to permit their ordering of Goods, supplies and/or Services 

at the prices and terms of the resulting Contract (“cooperative procurement”). By 

submitting any Bid or entering into any Contract with the County a Bidder/Contractor 

expressly authorizes cooperative procurement under Virginia Code § 2.2-4304 to the full 

extent permitted by law.  If any other public body decides to use any Contract, the 

Contractor must deal directly with that public body concerning all matters relating 

thereto, including but not limited to, the placement or orders, issuance of the purchase 

order, contractual disputes, invoicing and payment. The County acts only as the 

“Contracting Agent” for these public bodies. Any resulting contract with other public 

bodies shall be governed by the laws of that specific entity.  It is the Contractor’s 

responsibility to notify the public bodies of the availability of the Contract.  Fluvanna 

County shall not be held liable for any direct or indirect costs, damages or other claim of 

any kind incurred by another public body or any Contractor as a result of any cooperative 

procurement. 

 

60. AUDIT: The Contractor hereby agrees to retain all books, records and other documents 

relative to any Contract for five (5) years after final payment, or until audited by the 

County, whichever is sooner. The County, its authorized agents, and/or County auditors 

shall have full access to and right to examine any of said materials during said period. 

 

61. GUARANTIES AND WARRANTIES:  All guarantees, representations and warranties 

required shall be furnished by the Contractor and shall be delivered to the Purchasing 

Agent before final payment on any Contract is made.  In addition to any guarantees, 

representations and warranties required under the Contract, the Contractor agrees to: 

 

a. Save the County, its agents and employees harmless from liability of any nature 

or kind for the use of any copyrighted or un-copyrighted composition; secret 

process, patented or unpatented; invention; article or appliance furnished or used 

in the performance of a Contract for which the Contractor is not the patentee, 

assignee, licensee or owner; 

 

b. Protect the County against latent defective material or workmanship and to repair 

or replace any damages or marring occasioned in transit or delivery; 

 

c. Furnish adequate protection against damage to all work and to repair damages of 

any kind to the building or equipment, to the Contractor’s own work or to the 

work of other contractors, for which the Contractor’s workers are responsible; 

 

d. Pay for all permits, licenses and fees and give all notices and comply with all 

laws, ordinances, rules and regulations of the County; and 

 

e. Protect the County from loss or damage to County owned property while it is in 

the custody of the Contractor; 
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f. At minimum supply all Goods or Services with the manufacturer's standard 

warranty, if applicable; and 

 

g. For any Contract involving Services of any nature, the Contractor further agrees 

to: 

 

i. Enter upon the performance of Services with all due diligence and 

dispatch, assiduously press to its complete performance, and exercise 

therein the highest degree of skill and competence; 

ii. Allow Services to be inspected or reviewed by an employee of the County 

at any reasonable time and place selected by the County; 

iii. Acknowledges that the County shall be under no obligation to compensate 

Contractor for any Services not rendered in strict conformity with the 

Contract; and 

iv. Stipulates that the presence of a County Inspector shall not lessen the 

obligation of the Contractor for performance in accordance with the 

Contract requirements, or be deemed a defense on the part of the 

Contractor for infraction thereof.  The Inspector is not authorized to 

revoke, alter, enlarge, relax, or release any of the requirements of any 

Contract  Any omission or failure on the part of the Inspector to 

disapprove or reject any work or material shall not be construed to be an 

acceptance of any such defective work or material.  

 

62. PRICE REDUCTIONS:  If at any time after the date of the Bid/Contract the Contractor 

makes a general price reduction in the comparable price of any material covered by the 

Contract to customers generally, an equivalent price reduction based on similar quantities 

and/or considerations shall apply to any Contract for the duration of the Contract period 

(or until the price is further reduced).  Such price reduction shall be effective at the same 

time and in the same manner as the reduction in the price to customers generally.  For 

purpose of this provision, a "general price reduction" shall mean any horizontal reduction 

in the price of an article or service offered (1) to Contractor's customers generally, or (2) 

in the Contractor's price schedule for the class of customers, i.e., wholesalers, jobbers, 

retailers, etc., which was used as the basis for bidding on this Solicitation.  An occasional 

sale at a lower price, or sale of distressed merchandise at a lower price, would not be 

considered a "general price reduction" under this provision.  The Contractor shall submit 

his or her invoice at such reduced prices indicating on the invoice that the reduction is 

pursuant to the "Price Reduction" provision of the Contract documents.  The Contractor 

in addition will within ten (10) days of any general price reduction notify the County of 

such reduction by letter.  FAILURE TO DO SO IS A DEFAULT UNDER THE 

CONTRACT AND MAY RESULT IN TERMINATION OF THE CONTRACT IN THE 

COUNTY’S DISCRETION.  The Contractor, if requested, shall furnish, within ten (10) 

days after the end of the Contract period, a statement certifying either (1) that no general 

price reduction, as defined above, was made after the date of the Bid or Contract, or (2) if 

any such general price reductions were made, that as provided above, they were reported 

to the County within ten (10) days and the County was billed at the reduced prices. 

Where one or more such general price reductions were made, the statement furnished by 
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the Contractor shall include with respect to each price reduction (1) the date when notice 

of any such reduction was issued, (2) the effective date of the reduction, and (3) the date 

when the County was notified of any such reduction. 

 
63. COMPLIANCE WITH IMMIGRATION LAW: Pursuant to Virginia Code § 2.2-

4311.1, in every Contract the following provision applies: the Contractor does not, and 

shall not during the performance of the Contract, knowingly employ an unauthorized 

alien as defined in the federal Immigration Reform and Control Act of 1986.  

 
64. VIRGINIA STATE CORPORATION COMMISSION: Pursuant to Virginia Code § 

2.2-4311.2, Any Bidder or Contractor organized as a stock or non-stock corporation, 

limited liability company, business trust, or limited partnership or registered as a 

registered limited liability partnership shall be authorized to transact business in the 

Commonwealth as a domestic or foreign business entity if so  required by Title 13.1 or 

Title 50 of the Code of Virginia, or as otherwise required by law, at the time of the Bid, 

Proposal or any response to Solicitation and during the term of the Contract and any 

Contract renewal. The Contractor shall not allow its existence to lapse or its certificate of 

authority or registration to transact business in the Commonwealth, if so required, to be 

revoked or cancelled at any time during the term or any renewal of the Contract. If the 

Contractor fails to remain in compliance with the provisions of this Section 64, the 

Contract may become void at the option of the County.  
 

65. CLAIMS PROCEDURE:   
 

a. The procedure for consideration by the County of contractual claims for any 

Contract shall be that set forth in Virginia Code § 15.2-1243, et seq.   

 

b. In addition, pursuant to Virginia Code § 2.2-4364, contractual claims, whether for 

money or other relief, shall be submitted in writing to the County Administrator 

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.  Pendency of claims shall not delay payment of amount 

agreed due in the final payment.  

   

c. No written decision denying a claim or addressing issues related to the claim shall 

be considered a denial of the claim unless the written decision is signed by the 

Board or the County Administrator. The contractor may not institute legal action 

prior to receipt of the final written decision on the claim unless the County fails to 

render a decision within ninety (90) days of submission of the claim. Failure of 

the County to render a decision within ninety (90) days shall not result in the 

contractor being awarded the relief claimed or in any other relief or penalty. The 

sole remedy for the County's failure to render a decision within 90 days shall be 

the contractor's right to institute immediate legal action. 
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d. A Contractor may not institute legal action, prior to receipt of the County's 

decision on the claim, unless the County fails to render such decision within the 

time specified by law.  A failure by the County to render a decision within the 

time provided by law shall be deemed a final decision denying the claim by the 

County. 

 

e. The decision of the Board or the County Administrator shall be final and 

conclusive unless the Contractor appeals within six (6) months of the date of the 

final written decision by instituting legal action as provided in Virginia Code § 

2.2-4364.  

 

f. No administrative appeals procedure pursuant to Virginia Code § 2.2-4365 has 

been adopted for contractual claims by the County. 

 

g. Nothing herein shall be construed to prevent the County from instituting legal 

action against any Contractor or Bidder. 

 

66. NOTICES:  All written notices required or permitted under any Solicitation, Bid or 

Contract shall be deemed sufficient if delivered in person to the County Purchasing 

Agent or Bidder/Contractor, as applicable, or sent by first class mail to the County or 

Bidder/Contractor at the addresses set forth in the Solicitation, Bid or Contract or at such 

other address as a party may designate from time to time by notice given in accordance 

with the terms of this Section 66; except that where a Solicitation, Bid or Contract 

expressly requires notice to a specific individual or at a specific location, such shall 

control.  Such notices are deemed received when actually delivered to the party or its 

representative or agent if hand delivered, or one (1) business day after deposited into the 

United States mail, if mailed.  

 
DELIVERY 

 
67. SHIPPING INSTRUCTIONS-CONSIGNMENT:  Unless otherwise specified in the 

Solicitation or Contract, as applicable, each case, crate, barrel, package, etc., delivered 

under the Contract must be plainly  stenciled or securely tagged, stating the Contractor’s 

name, purchase order number, and delivery address as indicated in the order.  Where 

shipping containers are to be used, each container must be marked with the purchase 

order number, name of the Contractor, the name of the item, the item number, and the 

quantity contained therein.  Deliveries must be made within the hours of 8:00 a.m. – 3:00 

p.m.  Deliveries at any other time will not be accepted unless specific arrangements have 

been previously made with the designated individual at the delivery point.  No deliveries 

will be accepted on Saturdays, Sundays and holidays unless previous arrangements have 

been made.  It shall be the responsibility of the Contractor to insure compliance with 

these instructions for items that are drop-shipped. 

 

68. RESPONSIBILITY FOR SUPPLIES TENDERED: The Contractor shall be 

responsible for the materials or supplies covered by the Contract until they are delivered 
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at the designated point.  The Contractor shall additionally bear all risk on rejected 

materials or supplies after notice of rejection is tendered by the County.  Rejected 

materials or supplies must be removed by and at the expense of the Contractor promptly 

after notification of rejection, unless public health and safety require immediate 

destruction or other disposal of rejected delivery.  If rejected materials are not removed 

by the Contractor within ten (10) days after date of notification, the County may return 

the rejected materials or supplies to the Contractor at the Contractor’s risk and expense or 

dispose of them as abandoned property. 

 
69. INSPECTIONS: The County reserves the right to conduct any test/inspection it may 

deem advisable to assure supplies and Services conform to the specification in the 

Solicitation, Bid or Contract, as applicable.  Inspection and acceptance of materials or 

supplies will be made after delivery at destinations herein specified unless otherwise 

stated.  Unless otherwise specified in the Contract, if inspection is made after delivery at 

the destination specified, the County will bear the expense of inspection except for the 

value of samples used in case of rejection.  Final inspection shall be conclusive except in 

regard to latent defects, fraud or such gross mistakes as to amount to fraud.  Final 

inspection and acceptance or rejection of the materials or supplies will be made as 

promptly as practicable, but failure to inspect and accept or reject materials or supplies 

shall not impose liability on the County for such materials or supplies as are not in 

accordance with the specifications. 

 
70. COMPLIANCE: Delivery must be made as ordered and in accordance with the 

Solicitation, Bid or Contract, as applicable, or as directed by the County when not in 

conflict with the Bid/Contract.  The decision as to reasonable compliance with delivery 

terms shall be final.  Burden of proof of delay in receipt of Goods by the purchaser shall 

rest with the Contractor.  Any request for extension of time of delivery from that 

specified must be approved by the County, such extension applying only to the particular 

item or shipment affected.  Unless otherwise specified in the Contract, should the 

Contractor be unreasonably delayed by the County, there shall be added to the time of 

completion a time equal to the period of such delay caused by the County.  However, the 

Contractor shall not be entitled to claim damages or extra compensation for such delay or 

suspension.  These conditions may vary for construction Contracts.    

 
71. POINT OF DESTINATION: All materials shipped to the County must be shipped 

F.O.B. DESTINATION unless otherwise stated specifically in the Solicitation, Bid or 

Contract, as applicable.  The materials must be delivered to the “Ship To” address 

indicated on the purchase order or Solicitation, as applicable. 

 
72. REPLACEMENT: Materials or components that have been rejected by the County, in 

accordance with the terms of the Contract, shall be replaced by the Contractor at no cost 

to the County. 

 
73. DAMAGES: Any and all damages to property of the “County” that is the direct result of 

the Contractor, the employees of the Contractor and/or its subcontractors, agents, 

licensees, successors, or assigns, shall be the sole responsibility of the Contractor. The 

BOS 2023-07-05 p.351/412



    

27 

Adopted by Fluvanna County Board of Supervisors on April 3, 2013, amended July 16, 2014 

property shall be repaired to its last known condition prior to the damages and/or replaced 

at no cost to the County. The County shall approve any and all repairs/replacements prior 

to acceptance of the repairs/replacement. 

 
74. PACKING SLIPS OR DELIVERY TICKETS: All shipments shall be accompanied 

by Packing Slips or Delivery Tickets and shall contain the following information for each 

item delivered: 

 

a. Purchase Order Number; 

 

b. Name of Article and Stock Number; 

 

c. Quantity Ordered; 

 

d. Quantity Shipped; 

 

e. Quantity Back Ordered; and 

 

f. The Name of the Contractor. 

 

Contractors are cautioned that failure to comply with these conditions shall be considered 

sufficient reason for refusal to accept the Goods. 

 

75. ADDITIONAL CHARGES:  No delivery charges of any kind shall be added to any 

invoice; except that (i) if Goods are expressly bought F.O.B. "shipping point" under the 

Contract and the Contractor prepays transportation, then delivery charges shall be added 

to invoices; and (ii) if express delivery is authorized and substituted by the County on 

orders for the method specified in the Contract, then the difference between freight or 

mail and express charges may be added to invoice. 

76. METHOD AND CONTAINERS:  Unless otherwise specified, Goods shall be delivered 

in commercial packages in standard commercial containers, so constructed as to ensure 

acceptance by common or other carrier for safe transportation to the point of delivery.  

Containers become the property of the County unless otherwise specified by bidder. 
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Exhibit 5 
VENDOR DATA SHEET 

 
Note: The following information is required as part of your response to this solicitation. Failure to 
complete and provide this sheet may result in finding your bid nonresponsive.  
 
1. Qualification: The vendor must have the capability and capacity in all respects to satisfy fully all 
of the contractual requirements.  
 
2. Vendor’s Primary Contact:  
Name: __________________________________ Phone: _________________________  
 
3. Years in Business: Indicate the length of time you have been in business providing this type of 
good or service:  
__________ Years ________ Months  
 
4. Vendor Information:  
 
FIN or FEI Number: ___________________________________ If Company, Corporation, or 
Partnership  
 
5. Indicate below a listing of at least four (4) current or recent accounts, either commercial or 
governmental, that your company is servicing, has serviced, or has provided similar goods. Include 
the length of service and the name, address, and telephone number of the point of contact.  
 

Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 
  

 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
Company: Contact: 
Phone: Email: 

Dates of Service: $$ Value: 
 
Company: Contact: 
Phone: Email: 
Dates of Service: $$ Value: 

 
I certify the accuracy of this information.  
 
Signed: ____________________________________Title:_______________________________  
 
Date: _______________ 
 

PLEASE RETURN THIS PAGE  
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PROOF OF AUTHORITY TO TRANSACT BUSINESS IN VIRGINIA 
 

THIS FORM MUST BE SUBMITTED WITH YOUR PROPOSAL/BID. FAILURE TO INCLUDE 
THIS FORM MAY RESULT IN REJECTION OF YOUR PROPOSAL/BID 

 
Pursuant to Virginia Code §2.2-4311.2, an Offeror/Bidder organized or authorized to transact 
business in The Commonwealth pursuant to Title 13.1 or Title 50 of the Code of Virginia shall include 
in its proposal/bid the identification number issued to it by the State Corporation Commission 
(“SCC”). Any Offeror/Bidder that is not required to be authorized to transact business in the 
Commonwealth as a foreign business entity under Title 13.1 or Title 50 of the Code of Virginia or as 
otherwise required by law shall include in its proposal/bid a statement describing why the 
Offeror/Bidder is not required to be so authorized. Any Offeror/Bidder described herein that fails to 
provide the required information shall not receive an award unless a waiver of this requirement and 
the administrative policies and procedures established to implement this section is granted by the 
County Administrator, as applicable. If this quote for goods or services is accepted by the County of 
Fluvanna, Virginia, the undersigned agrees that the requirements of the Code of Virginia Section 2.2-
4311.2 have been met.  
Please complete the following by checking the appropriate line that applies and providing the 
requested information.  PLEASE NOTE: The SCC number is NOT your federal ID number or 
business license number. 
 
A._____ Offeror/Bidder is a Virginia business entity organized and authorized to transact business in 
Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
B._____ Offeror/Bidder is an out-of-state (foreign) business entity that is authorized to transact 
business in Virginia by the SCC and such vendor’s Identification Number issued to it by the SCC is 
__________________. 
 
C._____ Offeror/Bidder does not have an Identification Number issued to it by the SCC and such 
vendor is not required to be authorized to transact business in Virginia by the SCC for the following 
reason(s): 
 
Please attach additional sheets if you need to explain why such Offeror/Bidder is not required 
to be authorized to transact business in Virginia. 
 
Legal Name of Company (as listed on W-9) _________________________________________ 

Legal Name of Offeror/Bidder _____________________________________________________ 

Date __________________ 

Authorized Signature ______________________________________________________ 

Print or Type Name and Title ______________________________________________________ 

 
PLEASE RETURN THIS PAGE  
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CERTIFICATION OF NO COLLUSION 
 
The undersigned, acting on behalf of ___________________________, does hereby certify in 
connection with the procurement and proposal to which this Certificate of No Collusion is attached 
that: 
 
This bid is not the result of, or affected by, any act of collusion with another person engaged in the 
same line of business or commerce; nor is this bid the result of, or affected by, any act of fraud 
punishable under Article 1.1 of Chapter 12 of Title 18.1 of the Code of Virginia, 1950, as amended 
(18.2-498.1 et seq.).   
 
Respectfully submitted this _________ day of _____________________, 20____. 
 
Complete if Bidder is an Entity: 

WITNESS the following duly authorized signature and seal: 
 

Name of Entity:____________________________ 
By:______________________________________(SEAL) 
   Signature 
Print Name:_______________________________ 
Print Title:________________________________ 
 
STATE OF ____________________________ 
COUNTY/CITY OF _______________________________, to-wit: 
 

The foregoing instrument was acknowledged before me this   day of ___________ 
(month), __________(year) by _________________________________________(Print Name), 
____________________(Print Title) on behalf of _____________________________________ 
(Name of Entity). 
                                                                           [SEAL]  
       Notary Public 
My commission expires:________________         
Notary registration number: ______________ 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: County Attorney Paralegal/Legal Assistant Job Description 

MOTION(s): I move the Board of Supervisors approve the County Attorney Paralegal/Legal 
Assistant Job Description, as presented. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, which goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X 

STAFF CONTACT(S): Donna Snow, Director of Human Resources 

PRESENTER(S): Donna Snow, Director of Human Resources 

RECOMMENDATION: Approve 

TIMING: Routine 

DISCUSSION: 
Requesting the Board of Supervisors approve the position description for the County 
Attorney Paralegal/Legal Assistant Job Description. The position was approved in the 
FY24 budget, pay band 14, with a starting salary of $40,397. 

FISCAL IMPACT: Hiring range: $40,397 - $46,456.55 DOQ 

POLICY IMPACT: None 

LEGISLATIVE HISTORY: None 

ENCLOSURES: Job Description for County Attorney Paralegal/Legal Assistant 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X 

TAB M
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Fluvanna County, Virginia 
County Attorney 
Job Description 

PARALEGAL/LEGAL ASSISTANT 

Job Class #: XXXX 

Pay Grade: 14 

Category: Full-time (with benefits) 

FLSA Status: Non-Exempt 

Reports To: County Attorney 

SUMMARY 

Under the general supervision of the County Attorney, the Paralegal/Legal Assistant will provide legal, clerical, 
and administrative support services as well as prepare, process, and maintain office files and records; serving 
as support to staff in the County Attorney’s Office. 

ESSENTIAL FUNCTIONS 

• Maintains case files ensuring all necessary documents are present.

• Ensures confidentiality of sensitive documents and information.

• Assembles background materials and related materials for meetings of the Board of Supervisors.

• Prepares legal notice advertisements for meetings of the Board of Supervisors.

• Performs title search of land records for properties located in Fluvanna County.

• Prepares deeds and easements.

• Prepares necessary paperwork to institute civil collection of outstanding balances owed to the County.

• Assists in gathering documents for Freedom of Information Act requests.

• Drafts responses to subpoena duces tecum requests for County Attorney’s signature.

• Requests information from attorneys, law enforcement officers, and court personnel.

• Forwards ordinances adopted by the Board of Supervisors to the Municipal Code for inclusion in the
County Code.

• Maintains County Code including distribution of ordinances and supplements to County Code recipients.

• Prepares correspondence and legal papers including motions, briefs, opinions, proceedings, orders,
complaints, decisions, contracts, ordinances, resolutions, commitments, affidavits, and other
documents.

• Assists in the preparation of the County Attorney budget.

• Codes and approves invoices for payment.

• Prepares travel reimbursement forms.

• Handles registration for conferences.

• Responsible for ordering and maintaining office supplies.

• Responsible for processing incoming and outgoing mail.

• Complies with public record access and retention requirements for documents.

• Conducts legal research, as requested.

• Provides assistance to citizen inquiries.

• Performs other related tasks as required.

BOS 2023-07-05 p.358/412

kharris
Highlight



Page 2 of 2 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 

• Thorough knowledge of office practices, procedures, and equipment.

• Thorough knowledge of departmental functions, county functions, organization, and policies.

• Thorough knowledge of the functions and policies of the court system.

• Strong analytical and problem-solving skills.

• Ability to work under pressure.

• Excellent verbal and written communication skills.

• Thorough knowledge of various related software including Microsoft Office.

• Ability to act with integrity, professionalism, and confidentiality.

• Ability to establish and maintain effective working relationships with associates, court officials,
and the general public.

ACCEPTABLE EDUCATION, EXPERIENCE, AND TRAINING 

 Any combination of education or experience equivalent to graduation from a four-year accredited
university or college and experience working in a law office.

 A bachelor’s degree or higher in related field is preferred.

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS 

• Office environment exposure to computer screens; sitting for prolonged periods.

• Must have the ability to frequently or constantly lift, push/pull, and hold/carry 10 pounds.

• Work requires stooping, grasping, and repetitive motions.

• Vocal communication is required for expressing or exchanging ideas by means of spoken words.

• Hearing is required to perceive information at normal spoken word levels.

• Visual acuity is required for preparing and analyzing written or computer data, operating machines,
determining the accuracy and thoroughness of work, and observing general surroundings and
activities.

• The worker is not subject to adverse environmental conditions.

• Must possess an appropriate driver’s license valid in the Commonwealth of Virginia.

POST OFFER REQUIREMENTS 

 Background Check

 Valid driver’s license

Department Head 
Recommended: 

HR Manager 
Approval as to Form: 

County Administrator 
Recommended: 

Board of Supervisors 
Approved: 

June 28, 2023 June 23, 2023 June 28, 2023
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
AGENDA ITEM STAFF REPORT

MEETING DATE: July 5, 2023 

AGENDA TITLE: Emergency Medical Services (EMS) Policies 

MOTION(s): 

Pursuant to Fluvanna County Code Chapter 8, I move the Board of Supervisors 
approve and adopt the attached proposed Fluvanna County Department of 
Emergency Services Standard Procedures SDP # 013 through SDP # 015, SDP # 017 
through SDP # 026, and repeal previously approved SDP # 008 Personnel Apparel, 
Gear & Appearance and replace it with SDP # 016 Grooming Standards. 

BOS 2 YEAR GOALS? 
Yes No 

If yes, list goal(s): X 

AGENDA CATEGORY: 
Public Hearing Action Matter Presentation Consent 

Agenda Other 

X X X 

STAFF CONTACT(S): Eric Dahl, County Administrator; and Jim True, EMS Supervisor 

PRESENTER(S): Eric Dahl, County Administrator 

RECOMMENDATION: Approve 

TIMING: Routine 

DISCUSSION: 

Pursuant to Virginia law and prudent practice, the EMS Chief is to establish policies 
for the Fluvanna County Department of Emergency Services. The policies presented 
are Standard Debarment Procedures: 

• SDP # 013 – Attendance -Tardy
• SDP # 014 – Care of Vehicles
• SDP # 015 – Drug Box Exchange
• SDP # 016 – Grooming Standards
• SDP # 017 – Inspection of Vehicles/Equipment
• SDP # 018 – News and Media Interaction
• SDP # 019 – Non-Departmental Observers
• SDP # 020 – Protected Health Information to Law Enforcement
• SDP # 021 – Placing Item in Service
• SDP # 022 – EMS Quality Management Reporting
• SDP # 023 – Shift Trades
• SDP # 024 – Vacation Request Submission
• SDP # 025 – Volunteer EMS Training
• SDP # 026 – Warning Devices on Department Vehicles

FISCAL IMPACT: None 

POLICY IMPACT: N/A 

LEGISLATIVE HISTORY: N/A 

TAB N
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ENCLOSURES: 

• Repeal SDP # 008 Personnel Apparel, Gear & Appearance 
 

• Fluvanna County Additional Standard Debarment Procedures: 
o SDP # 013 – Attendance -Tardy 
o SDP # 014 – Care of Vehicles 
o SDP # 015 – Drug Box Exchange   
o SDP # 016 – Grooming Standards 
o SDP # 017 – Inspection of Vehicles/Equipment 
o SDP # 018 – News and Media Interaction 
o SDP # 019 – Non-Departmental Observers 
o SDP # 020 – Protected Health Information to Law Enforcement 
o SDP # 021 – Placing Item in Service 
o SDP # 022 – EMS Quality Management Reporting 
o SDP # 023 – Shift Trades 
o SDP # 024 – Vacation Request Submission 
o SDP # 025 – Volunteer EMS Training 
o SDP # 026 – Warning Devices on Department Vehicles 

REVIEWS COMPLETED: 
Legal Finance Purchasing HR Other 

X X  X X 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Personnel Apparel, Gear & Appearance 
 

 SDP # 008 

Scope:    Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7      

 

 Effective Date: 
    

 

 
Purpose:  
A professional and uniform appearance helps identify personnel as members of the Department being a 
part of the System and invokes confidence in the citizens they serve. The purpose of this policy is to 
establish a standard for Members of the Department for the wearing of issued apparel and gear, and a 
policy governing one’s appearance while on duty or when representing the Department. It is also intended 
to provide a consistent approach for the maintenance and supply of apparel and gear. The EMS Chief and 
the EMC for the Department Members and County Volunteers shall be responsible for implementing and 
enforcing this policy. 
 
Definitions: 
 
Personal Protective Equipment (PPE): specialized clothing, equipment, or gear worn to protect against a 
hazard. 
  
Policy:  
 
1. Department-issued uniforms and PPE remain the property of Fluvanna County and shall only be 

worn while representing the System, Department or County in an official capacity. Department-
issued uniforms and PPE shall be maintained in good condition and turned in when no longer 
needed or suitable for use.  
a. Uniform Hardware: Only Department-issued insignia/regalia may be displayed on uniforms 

worn by members of the Department, and as directed by the EMS Chief.  
2. Cleanliness: All issued apparel and PPE shall be clean and in good repair whenever worn. Uniforms 

and PPE shall be cleaned in accordance with the manufacturer’s instructions and the Exposure 
Control Plan SPD #004. 

3. Unacceptable attire includes: wrinkled, stained, faded or torn apparel, or apparel that does not fit 
properly. 

4. Apparel or PPE deemed unsuitable for use shall be turned in and replaced or repaired as soon as 
possible.  Members shall notify the EMC or EMS Chief if apparel or PPE is in need of replacement. 

5. Non-issued items: Members may wear items not issued by the Department, including boots, with 
the approval of the EMS Chief or the EMC. 

6. The EMC for Members of the Department shall perform inspections of uniforms and PPE at least 
biannually and after any event that causes soiling of the garments. Appropriate records should be 
kept of inspection results and any actions deemed necessary.  

7. Any Member who leaves the System shall return all issued uniforms and PPE to the EMS Chief or 
EMC within 30 days.  

 
Personal Hygiene:  
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Hair shall be neat and clean in appearance.  Hair worn loose shall not extend below the collar. Longer 

hair shall be secured in a ponytail or bun. No hairstyle shall affect the wearing or donning of protective 
headgear, including a self-contained breathing apparatus (SCBA) facepiece.  

 
Members of the Department shall not have facial hair which interfere with the facemask seal or safety 

measures including those required by any other Policy of the Department.  
 
 

 
Jewelry: 
 

Jewelry shall be limited in quantity and be discreet in design so as to not interfere with safety.  
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Attendance -Tardy  
 

 SDP # 013 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
The purpose of this policy is to establish a standard set of guidelines for full-time and part-time 
Employees, including reporting to work, meetings, and training. 

Policy 
All Employees shall adhere to the reporting time established and minimum hours required to maintain 
proficiency. 

Hours of Work/Staff Meeting 
Station Personnel 
0700-0700 (24 hours) BLS/ALS Unit 1 
0800-0800 (24 hours) BLS/ALS Unit 2 
 
Staff meetings, as required 

Employees are expected to be in his or her assigned station, properly dressed and ready to answer calls 
at the start of their shift. 

If an Employee cannot report to work or a staff meeting on time, the EMS Supervisor must be notified as 
soon as possible prior to the Employee’s reporting time. The Employee shall give a reason for tardiness 
and give an estimated time of arrival. 

No Employee shall leave his/her duty assignment unless relieved by appropriate personnel as approved 
by the EMS Supervisor. At no time is an Employee allowed to leave his or her assignment to go to their 
private residence or alternative workplace unless their EMS Supervisor is notified and has approved it. If 
an Employee must leave for a family emergency while on-shift the following conditions should be met: 

● These instances must be kept to a minimum. 
● The duration of the absence must be as short as possible. 
● The EMS Supervisor in must be notified in advance to verify there are no other pending 

scheduling issues and so vacation time can be charged. 
● If the absence will take us below minimum staffing, the Mandatory Overtime and Call Back policy 

should be implemented. 
 

Any full-time Employee that has committed to working an overtime shift and requests to cancel must find 
a replacement with equal or higher training level to fill that opening. 
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During inclement weather conditions, Employees are still expected to report to work at the designated 
time. If inclement conditions are occurring or are imminent, Employees are expected to make appropriate 
time adjustments or vehicle arrangements. Employees will not be given compensation for extra hours 
prior to reporting time, unless approved by the EMS Supervisor. 

Part-time Employees are encouraged to work a minimum of one 12-hour shift per month with Fluvanna 
County Department of Emergency Service to maintain proficiency with our guidelines, hospitals, and 
equipment. If part-time Employees have accumulated more than six (6) consecutive months of inactivity 
with the agency, the Employee will be removed from the Virginia Office of EMS roster and will no longer 
receive emails as an invitation to pick up shifts. 

Each Employee will be granted one unexcused tardy per calendar year with a verbal warning issued. 
After that, Employees are subject to disciplinary action in the form of a written warning or further action as 
dictated by the Employee’s current standing in the disciplinary process.  The EMS Supervisor has the 
right to take disciplinary action depending on the severity of the tardiness without a prior warning. 

Any staff meetings, training, and other meetings designated as being mandatory must adhere to this 
tardy policy. If Employees are sick and cannot attend the required meeting, then the EMS Supervisor 
must be notified that the Employee will not be in attendance prior to or as soon as reasonably possible. 
The EMS Supervisor has the right to require a doctor’s note upon the Employee’s return to work. 

An Employee can schedule vacation leave that would cause an absence from a staff meeting. The EMS 
Supervisor will need to confirm in advance that the staff meeting agenda does not include critical items 
such as OMD call review or mega-code. A minimum of 60 day notice will be required should the 
Employee make this request.   

An Employee can request an excused absence from mandatory training or staff meeting.  The excused 
absence will only be granted with 60 day notice and is at the discretion of the EMS Supervisor. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Care of Vehicles  
 

 SDP # 014 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:  
To establish a policy that states when vehicles shall be cleaned and how vehicles should be maintained.  
  
Policy:  
Each vehicle shall be washed daily on the exterior once the external temperature is greater than 40 
degrees Fahrenheit.  In the event that the expected temperature is not going to reach the 40 degrees 
Fahrenheit for the date the unit should be washed during the early afternoon hours between 1200 and 
1500.   
 
On the first Saturday of the month the units should be waxed. 
 
On the first Sunday of the month the interior of the patient compartment is to be cleaned.  Each cabinet 
should have all the equipment removed, the interior and exterior of the cabinet should be cleaned using a 
disinfectant product, and at this time a monthly check sheet of all unit stock is to be completed as well.   
 
The interior of each unit should be cleaned daily after the daily check sheet has been completed and 
submitted in Aladtec.  The interior cleaning includes but is not limited to wiping all hard surfaces down 
with a disinfectant product, including the front of the unit, and removing all trash. 
  
When returning to the station, if the vehicle is dirty, it shall be washed and placed back in service for the 
next incident. If during inclement weather or during the hours of 2300 and 0700, a vehicle becomes dirty, 
that vehicle must be sprayed off or washed before being placed back in service (use caution during 
periods of extreme cold).   
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STANDARD PROCEDURES 

Policy: Drug Box Exchange   
 

 SDP # 015 

Scope:   Operations   P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
To provide a clear and concise guideline for exchanging drug boxes. 

Policy: 
No Cardiac (aka; CT, Drug, and/or C) boxes shall be left open or used at any stations occupied by 
Fluvanna County Department of Emergency Services Employees. 

Any Employee that has an opened or used box must exchange the box immediately once the required 
paperwork has been completed. 

● If a narcotic drug vial cap has been removed the box must be exchanged.  The reason the drug 
vial cap was removed shall be documented in the report.  The narcotic must be wasted, 
witnessed, and documented. 

● Only the Employee responsible for the box should go out of service to exchange the box unless 
the unit is a considerable distance from the station and/or is closer to the hospital where the box 
can be exchanged. 

Under extenuating circumstances (call volume and/or crew fatigue) a box exchange may be pushed to 
the next day duty crew.  In this circumstance the following shall take place: 

● A completed report shall be placed in the box. 
● Controlled substances shall be checked by the original AIC and crew member taking 

responsibility for the box to assure the correct numbers. 
● Reseal the box with a Fluvanna County Department of Emergency Services tag and record the 

tag number and personnel the box was handed off to in the report associated with the call. 
● Exchange the box as soon as possible! 
● Assure the box is secured in a locked compartment on the ambulance or in the supply room until 

exchanged. 
● If something benign happens to or within a drug box and supplies were not used for a patient it 

can be resealed so long as all narcotics are accounted for with no less than two providers. 

An open drug box shall not be transported in a Fluvanna County Department of Emergency Services 
Employee's personal vehicle at any point during the exchange process.  Ideally a response vehicle from 
one of the stations will be used for the exchange. 

Any variance from this policy requires an EMS Supervisor consultation. 
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STANDARD PROCEDURES 

Policy: Grooming Standards 
 

 SDP # 016 

Scope:  Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
To set minimum standards for personal grooming and uniforms of all Employees and Volunteers. 

All Employees and Volunteers must present themselves in such a way as to generate trust, confidence, 
and respect from the public and the citizens we serve.  It is not the goal of this guideline to regulate or 
dictate matters of personal style and taste, except to the degree that individual appearance decisions 
would lessen public confidence in the organization. 

In addition, for those Employees and Volunteers in uniform, regulations stress that personal appearance 
must be commensurate with the high standards traditionally associated with the EMS services. 

Policy: 
Employees and Volunteers are expected to abide by the grooming standards specified herein. All 
standards and rules that pertain to personal grooming apply to all uniformed Employees and Volunteers 
anytime they wear the Fluvanna County Department of Emergency Services uniform, on-duty or off-duty, 
and to non-uniformed Employees and Volunteers any time they are on duty or otherwise representing 
Fluvanna County Department of Emergency Services.  

In the event that a Volunteer is on duty and in conflict with the policy, the EMS Supervisor shall confer 
with the Volunteer to determine the best course of action in dealing with the issue. 

Authority & Responsibility: 
All Employees and Volunteers are responsible to ensure that they conform to these standards. 

1. All Employees and Volunteers are expected to take pride in their appearance, maintain a positive 
public image, and enhance personal safety through the grooming standards outlined in this SOP. 
The standards outlined in this SOP are a job requirement. 

2. Employees and Volunteers whose appearance violates these standards will be informed of the 
necessary corrections needed for compliance.  In cases of extreme violations or safety hazards, 
Employees will not be permitted to be on duty until the correction has been made. 

3. Employees who refuse to comply with these standards and directives may be subject to 
disciplinary action up to and including discharge. 

4. Employee grooming is an appropriate subject for consideration in performance evaluation, work 
assignment, and promotional eligibility. 
 

Procedure: 
1. Grooming Standards - All Employees and Volunteers 

a. Tattoos, Branding, Scarring or other forms of Body Art 
i. Employees and Volunteers are prohibited from showing tattoos or body art that 

are prejudicial to good order, discipline or morale, or bring discredit to Fluvanna 
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County Department of Emergency Services.  Examples of prohibited markings 
include those that are considered by Fluvanna County Department of Emergency 
Services to be sexist, racist, vulgar, anti-social, violent, or discriminate against 
any persons by virtue of including words, symbols, or pictures in the tattoo or 
body art. 

ii. The administration has the right to request that an Employee or Volunteer cover 
a tattoo when it is found to violate this policy, or to take necessary corrective 
action for non-compliance. 
 

2. Grooming Standards - Uniformed Personnel 
a. Necklaces, pendants, and medallions may not be worn exposed while on duty. Lanyards 

are permitted provided they are designed to "Break away". 
b. Wrist watches, rings (one per hand), and medical related bracelets may be worn if the 

article does not interfere with performing assigned duties, and not subject to catching or 
snagging due to being loose on the wrists or fingers. 

c. Earrings worn shall be small posts, no “gauges” or earrings that could interfere with 
performing assigned duties. Piercing holes larger than those necessary to accommodate 
a small post earring must be covered while on duty and/or in uniform. 

d. Articles such as wallets, watch chains or fobs, personal jewelry, handkerchiefs, combs, 
etc. are not part of the uniform and will not be attached to or visible on the uniform. 

e. Employees and Volunteers will maintain acceptable personal hygiene standards at all 
times. 

f. Fingernails will be of moderate length and neatly manicured. 
g. Hair, sideburns, mustaches, soul patches, and articles of clothing must never interfere 

with use of personal protective equipment (PPE). 
i. Hair 

- Hair must be neat, clean, and conservatively groomed as described. Hair 
length, style, and bulk must permit safe and effective use of all PPE 
required to be used by the employee. 

- Hairstyle, including length, shall be neat, clean, and groomed.  Hair long 
enough to interfere with patient care must be kept in a ponytail or other 
type style while preforming patient care.  Hair must not interfere with the 
effective use of all PPE required by the Employee or Volunteer.   

ii. Facial Hair 
- Mustaches and beards are must confirm to a providers ability to properly 

wear all PPE equipment to include respiratory masks of any type.  If an 
Employee or Volunteer chooses to have a beard they must be willing to 
undergo a respirator fit test at the discretion of the EMS supervisor to 
prove compliance with department safety standards.  If the Employee or 
Volunteer does not pass the fit testing process they will be required to 
trim or shave to be able to pass the needed fit testing process for their 
personal safety.   
 

3. Accepted Uniform Clothing 
a. Boots or approved shoes must always be worn during calls for service. 
b. Employees and Volunteers will be provided with navy blue EMS pants to be used while 

on duty or in visible site of the public. EMS duty pants are to be worn during working 
hours which are considered from 0700/0800 to 2100 hours.  An Employee or Volunteer 
may choose to wear other appropriate attire post those hours but should remain in a 
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response ready states for the remainder of the shift.  A department-approved duty belt 
must also be worn with EMS pants. 

c. Uniform t-shirts and/or polo’s are all provided to Employees and Volunteers.  All other t-
shirts are not acceptable as uniform attire. 

i. Uniform Polo’s are expected to be worn from October 1st until May 1st.  T-Shirts 
may be worn during the months of May 1st until October 31st.   

ii. In the event that an Employee or Volunteers chooses to wear uniform polo’s 
during the time frame that allows for uniform T-shirts this will be allowed.  

iii. Employees and Volunteers may not chose to wear uniform T-shirts in place of 
uniform polo’s during the described time frames.   

iv. All Uniform Polo’s and T-shirt should be stain free and professional in nature.  
Employees and Volunteers are encouraged to bring with them a second uniform 
to assist in the ability to maintain a professional appearance at all times. 

d. Fluvanna County Department of Emergency Service provides ball caps and winter hats 
with the appropriate logo.  These may be worn at any time you feel appropriate. 

e. Any apparel item displaying Fluvanna County Department of Emergency Service logo 
and/or name must be approved by Fluvanna County Board of Supervisors if said apparel 
is worn while on duty. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Inspection of Vehicles/Equipment 
 

 SDP # 017 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:   
The purpose of the policy is to create a uniform procedure on how vehicles and equipment should be 
inspected.  
  
Policy:  
Each vehicle has an assigned crew for the day that are required to complete a daily vehicle check sheet 
and inspection.  These daily checks will begin within thirty minutes after the start of your shift.  A variance 
will be given should the current call volume prohibit the time frame, when a variance occurs the crew 
should check the unit upon arrive back at the station.  Employees shall complete the daily check sheet 
online through Aladtec checking all appropriate supplies and equipment.  
  
Shifts are assigned a vehicle, which shall be inspected, and interior compartments cleaned once a month 
while completing the appropriate monthly inventory check sheet.  It is the responsibility of the EMS 
Supervisor to conduct random checks.  Immediate feedback and/or suggested improvements on the 
status of the trucks shall be given to the crews at the time of the inspection.  The EMS Supervisor may 
choose to inspect the vehicles at any point for cleanliness, expired equipment or other abnormalities.  
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STANDARD PROCEDURES 

Policy: News and Media Interaction 
 

 SDP # 018 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
The Health Insurance Portability and Accountability Act of 1996 (“HIPAA”) establishes the circumstances 
under which individuals’ protected health information (“PHI”) can be disclosed.  Fluvanna County 
Department of Emergency Services Employees may not disclose PHI to the news media without the 
patient’s written express authorization.  In addition, state laws may also grant patients additional privacy 
protections and may enable parties to bring legal action for invasion of privacy or other related causes of 
action for improper releases of patient information to the news media – sometimes even information that 
might not qualify as PHI under HIPAA. 

This policy establishes consistent guidelines for Fluvanna County Department of Emergency Services to 
follow when dealing with requests from the media so that Fluvanna County Department of Emergency 
Services respects individual privacy rights and complies with applicable federal and state law.  Fluvanna 
County Department of Emergency Services fully respects the right of the public to know about events, but 
we will provide information to the news media only to the extent that the law allows us and only when it 
would not infringe on the privacy rights of our patients. 

Definition(s): 
Public Information Officer (PIO) – Appointed by Fluvanna County Board of Supervisors 

Scope: 
This policy applies to all Fluvanna County Department of Emergency Services Employees and Volunteers 
who might come into contact with or who may be contacted by various media outlets. All requests from 
the media for any information about an incident involving Fluvanna County Department of Emergency 
Services will be directed to our PIO or the EMS Supervisor. 

 

BOS 2023-07-05 p.373/412



 
 

 

FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
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Policy: Non-Departmental Observers 
 

 SDP # 019 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:   
To establish a policy for allowing non-departmental observers to ride-a-long for a shift.  
  
Policy:  
Any person wishing to ride-a-long to observe the Fluvanna County Department of Emergency Services 
must complete a Request Form.  
  
The Request Form may be downloaded from the Department’s website or picked up at each station.  
  
The completed form shall be submitted to the EMS Supervisor.  
   
The person will be assigned to a shift prior to arriving at the station. The observer must wear the observer 
pass located at the station on all EMS calls.  
  
Employees must make sure that the observers are not put into a situation, which could cause harm or 
unsafe practices.   
  
The Request Form and Release of Liability will be kept on file with the EMS Supervisor. All forms shall be 
submitted to the EMS Supervisor prior to the ride-along.   
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Policy: Protected Health Information to Law 
Enforcement 

 

 SDP # 020 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:  
Protected health information (“PHI”) may only be released to law enforcement officials under specific and 
limited circumstances under the Health Insurance Portability and Accountability Act of 1996 (“HIPAA”).  
This policy provides consistent guidelines for Fluvanna County Department of Emergency Services 
Employees and Volunteers to follow regarding the release of PHI to law enforcement when the law 
enforcement official does not serve some type of legal process, such as a summons, subpoena, or 
warrant, so that Employees and Volunteers only release PHI in accordance with HIPAA.  
  
Scope:  
This policy applies to all Fluvanna County Department of Emergency Services Employees and Volunteers 
who may come in contact with law enforcement including field personnel who may encounter law 
enforcement officials at the scene of an incident and other Employees who may be approached by law 
enforcement directly after an incident.  This policy applies to situations where law enforcement is seeking 
PHI from an Employee or Volunteer, and the law enforcement official does not present Fluvanna County 
Department of Emergency Services with a legal process, such as a subpoena, summons or warrant.  
Fluvanna County Department of Emergency Services Policy on Release of Protected Information 
Pursuant to Warrant, Subpoena, Summons or Administrative Request applies to situations where law 
enforcement or other parties are seeking information pursuant to legal process.   
  
Procedure:  
General Procedure for Handling Requests   

1. If an Employee or Volunteer of Fluvanna County Department of Emergency Services is 
approached by a law enforcement official and the official makes a request for PHI about a patient 
from the Employee or Volunteer, the Employee or Volunteer should verify the identity of the law 
enforcement official and ask the official what is the purpose for which the request is being made. 
   

2. If the request is being made for one of the purposes listed in this policy, then the Employee or 
Volunteer may release the PHI to the law enforcement official, in accordance with this policy.  
Formal written patient authorization is not required when releasing PHI pursuant to one of the 
purposes listed in this policy; however, where the patient is readily available and able to consent 
to the disclosure, the law enforcement officer should be directed to the patient so long as it 
doesn’t delay necessary patient care.   
 

3. If the Employee or Volunteer is unsure about whether the release of PHI is proper, the Employee 
or Volunteer should direct law enforcement to the most senior personnel on scene for guidance.  
Under no circumstance should any Employee or Volunteer release PHI to law enforcement if the 
Employee or Volunteer is unsure about the appropriateness of the disclosure.   
 

4. If the request for PHI does not fall under one of the purposes listed in this policy,the Employee or 
Volunteer should inform the law enforcement officer that s/he is not permitted under HIPAA to 
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release the information.  The Employee or Volunteer may inform the law enforcement official of 
the following two options:  
 

a. The law enforcement official may obtain legal process, such as a warrant, summons, or 
subpoena, to obtain the information of Fluvanna County Department of Emergency 
Services.  

b. The law enforcement official may obtain the information directly from the patient if the 
patient is stable and willing to speak with the official. Employees and Volunteers should 
only provide this option to a law enforcement official when doing so would not impede 
patient care and where the patient is willing to speak with the official.  For a stable 
patient, the Employee or Volunteer should first consult with the patient to determine 
whether the patient is willing to speak with the official.  If the patient declines to speak 
with the official, the Employee or Volunteer should inform the enforcement official.   
 

5. Employees and Volunteers  should record, at a minimum, the following information about all law 
enforcement requests that are unaccompanied by legal process:   

a. The name of the law enforcement official; 
b. The date and time of the request;  
c. The purposes for which the request was made (if provided);  
d. What information the law enforcement official requested;  
e. Whether the patient was consulted about the request and the patient’s response;  
f. Whether the HIPAA Compliance Officer or other individual at the Fluvanna County 

Department of Emergency Services was consulted about the request;  
g. Whether the law enforcement official made any representations that Fluvanna County 

Department of Emergency Services was consulted about the request;   
h. Whether PHI was released and what PHI was released; and  
i. The reason(s) why the PHI was released.   

  
Purposes for Which Disclosure Can Be Made to Law Enforcement without Legal  
Process  
Disclosures of PHI Required by State Reporting Law  

1. Virginia State law requires that Fluvanna County Department of Emergency Services is consulted 
about the request; Employees and Volunteers must report the following types of incidents to law 
enforcement agencies in Virginia:  

a. When the individual is the victim of a crime or;  
b. When the individual has been arrested and has received emergency medical services or 

has refused emergency medical services and the health records consist of the 
prehospital patient care report required by § 32.1-116. 

c. In response to their request, for the purpose of identifying or locating a suspect, fugitive, 
person required to register pursuant to § 9.1-90 of the Sex Offender and Crimes against 
Minors Registry Act, material witness, or missing person, provided that only the following 
information may be disclosed:  

i. Name and address of the person,   
ii. ○ Date and place of birth of the person,  
iii. ○ Social security number of the person,  
iv. ○ Date and time of treatment received by the person,  
v. ○ Date and time of death of the person, where applicable,  
vi. ○ Description of distinguishing physical characteristics of the person (i.e. 

weight, hair color, eye color, gender, facial hair, scars and tattoos), and  
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vii. ○ Type of injury sustained by the person;  

d. To law-enforcement officials regarding the death of an individual for the purpose of 
alerting law enforcement of the death if the health care entity has a suspicion that such 
death may have resulted from criminal conduct;  

e. To law-enforcement officials if the health care entity believes in good faith that the 
information disclosed constitutes evidence of a crime that occurred on its premises;  

2. If there is any doubt regarding whether or not Virginia requires reporting of a particular injury or 
incident, the Employee or Volunteer should contact a supervisor for a list of incidents that must be 
reported under Virginia law.  

  
Disclosing PHI about Crime Victims  

1. PHI about crime victims may be disclosed to law enforcement only upon request of a law 
enforcement official.  The disclosure may not be initiated by Fluvanna County Department of 
Emergency Services.  
 

2. Fluvanna County Department of Emergency Services may disclose PHI about a crime victim to a 
law enforcement official if the individual agrees to the disclosure.  If the patient is conscious and 
alert, and it would not impede the provision of care, the Employee or Volunteer  should ask the 
patient if it is acceptable to disclose the PHI to law enforcement.  If the patient does not consent to 
the disclosure, then PHI should not be disclosed and law enforcement should be informed of that 
fact.  If the victim does consent to the disclosure, the PHI may be released in accordance with the 
patient’s wishes.  The consent may be verbal, but it should be documented on a patient care 
report or other document.  

 
3. If the patient is unable to consent, due to incapacity or other reason, the Employee or Volunteer  

should ask law enforcement if they can wait until the patient is able to consent to the release of the 
PHI.  If the law enforcement official represents that waiting until the patient is capable of agreeing 
to the disclosure would compromise an immediate law enforcement activity, then PHI may be 
disclosed to law enforcement provided the following conditions are met:  

a. The Employee or Volunteer , in the exercise of professional judgment, determines that 
disclosure would be in the best interests of the crime victim;  

b. The law enforcement officer needs the information to determine whether a violation of law 
has occurred; and  

c. The law enforcement officer represents that the information requested is not intended to 
be used against the crime victim.  

Representations from law enforcement may be verbal and should be documented in a patient 
care report or other document.   
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Disclosing PHI Regarding Victims of Abuse, Neglect, or Domestic Violence  

1. If law enforcement makes a request to an Employee or Volunteer for PHI, the EMS Supervisor or 
designee should be consulted about the request; if the Employee or Volunteer  reasonably 
believes the patient to be the victim of violence or abuse, the Employee or Volunteer may release 
PHI to law enforcement if the patient agrees to the disclosures.  The Employee or Volunteer  
should first ask the patient for his/her consent to release the information.  If the patient does not 
consent to the disclosure, no PHI should be provided to law enforcement and law enforcement 
should be informed of this fact.  If the individual agrees to the disclosure of PHI, the Employee or 
Volunteer  may give the PHI to law enforcement in accordance with the patient’s consent.  This 
consent can be verbal but it should be documented on the patient care report.  
 

2. If the individual is unable to consent to the disclosures due to incapacity, mental condition, etc., 
and the laws of Virginia expressly authorize reporting of this type of information to law 
enforcement, the EMS Supervisor or designee should be consulted about the request; and  
Employee or Volunteer may release PHI to law enforcement provided that either of the following 
conditions are met:  
 

a. The Employee or Volunteer , in the exercise of professional judgment, believes that the 
disclosure is necessary to prevent serious harm to the patient or other potential victims; 
or   

b. Law enforcement assures the Employee or Volunteer  that the PHI will not be used 
against the victim and represents that an immediate law enforcement activity that 
depends upon the disclosure would be materially and adversely affected by waiting until 
the individual is able to agree to the disclosure. 
 

3. Representations from law enforcement may be verbal and should be documented in a patient care 
report by the Employee or Volunteer along with all details regarding the disclosure including the 
identity of the requestor, the purpose of the request, the date and time of the request, and the PHI 
released about the victim.   
 

4. If the EMS Supervisor or designee was consulted about the request and discloses PHI without the 
patient’s consent because the patient was unable to consent, the HIPAA Compliance Officer must 
contact the patient and alert them of the disclosure, unless Fluvanna County Department of 
Emergency Services believes contacting the patient will only put the patient at greater risk.  
  

Disclosing PHI Regarding Decedents  
1. PHI can be released to law enforcement about decedents without a request for PHI from a law 

enforcement official (i.e.,  Fluvanna County Department of Emergency Services may initiate this 
type of disclosure).  
  

2. Fluvanna County Department of Emergency Services Employees and Volunteers  may disclose 
limited PHI to law enforcement about an individual who has died when the Employee or Volunteer 
has a reasonable, good faith belief that the death may have resulted from criminal conduct.  The 
Employee or Volunteer does not necessarily have to come to a legal conclusion, or know with 
complete certainty, that the death resulted from a crime.  This includes any type of crime.  

 
3. Disclosure regarding suspected victims of a crime should be limited to basic facts about the victim 

and the circumstances of the death.  
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Disclosing PHI to Report a Crime in an Emergency  

1. Fluvanna County Department of Emergency Services may initiate this type of disclosure to law 
enforcement absent a request from a law enforcement official.   

2. Fluvanna County Department of Emergency Services Employees and Volunteers  may disclose 
PHI to law enforcement when they believe it is necessary to alert law enforcement to:  

- The commission of a crime   
- The nature of a crime  
- The location of the crime  
- The location of a crime victim  
- The identity, description, and location of the perpetrator of a crime  

3. Disclosures of PHI to report a crime in an emergency should be limited to necessary information 
about the nature of the crime and information about the suspect(s).    

  
Disclosure of PHI to Avert a Serious Threat to Health or Safety  

1. Fluvanna County Department of Emergency Services may initiate this type of disclosure to law 
enforcement absent a request from a law enforcement official. 
   

2. Fluvanna County Department of Emergency Services Employees and Volunteers may disclose 
PHI to avert a serious threat to health or safety so long as the Employee or Volunteer believes that 
the disclosure is necessary to:  

a. Avert a serious and imminent threat to a person’s safety or the public at large;  
b. Identify or apprehend an individual because that individual admitted to participating in a 

violent crime that may have caused serious harm to someone; or  
c. Identify or apprehend someone who escaped from a correctional institution or from lawful 

custody.  
 

3. Disclosures of PHI to prevent or lessen a serious and imminent threat to the health or safety 
should only be made to alert persons who are reasonably able to prevent or lessen the threat.  
 

4. Disclosures of PHI to prevent or lessen a serious threat to health or safety should be limited to 
necessary information to prevent or lessen the threat, and necessary information about the 
individual who poses the threat.    
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Placing Item in Service 
 

 SDP # 021 

Scope:   Operations   P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:  
The purpose of the policy is to create uniform procedures for placing a new piece of equipment, software, 
or tool in service.  
   
Policy:  
Each piece of new equipment should have, within thirty (30) days of delivery a training video, 
PowerPoint® Presentation, or formal practical training created that shows the manufacturer’s 
recommendations for proper use of the equipment. The EMS Supervisor or his/her designee shall create 
the necessary training for each new item placed in service. If a new piece of equipment arrives prior to the 
necessary training completed for the equipment, the equipment shall not be placed into service. 
   
The training video or PowerPoint® Presentation need not have a certain length but be informative and 
thorough in nature.  The video must be submitted to the EMS Supervisor upon completion by his/her 
designee for approval.  Upon receipt of approval, the EMS Supervisor shall be assigned with the task of 
distribution to the Employees and Volunteers.  This task shall take place via on-shift training, email, staff 
meeting training, volunteer training, or other methods deemed appropriate by the EMS Supervisor.   
     
This SOP shall not be limited to current and future equipment or goods but shall include items deemed 
necessary. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: EMS Quality Management Reporting 
 

 SDP # 022 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
In accordance with Virginia Code §8.01-581.17 and applicable Virginia Office of Emergency Medical 
Service regulations, this SOP provides guidelines for Quality Management Reporting functions. Quality 
Management Reporting functions are to evaluate system effectiveness and regard for established SOP’s, 
guidelines, and standards of care. 
 
This SOP will provide guidance for the completion of electronic patient care report (ePCR) for Emergency 
Medical Services (EMS) billing, ensure the compliance with treatment protocols, standardized completion 
of ePCR’s, compliance with operational policies, and provide methods for remediation and improvement. 

Policy: 
The AIC will ensure completion of the ePCR and post on the Imagetrend site by the end of the AIC’s shift, 
for each EMS Call dispatched. The AIC will be considered the ePCR’s author. 

• It is important that each report be locked so it is accessible by the QM team. 
 

• Once the report is complete it should be synced so the report is accessible in the EHR system 
within ESO and available to the appropriate hospitals. The AIC may sync the call and complete on 
a station computer or their own laptop as long as they are at the station. Reports should not be 
completed at other locations away from Fluvanna County Department of Emergency Service 
staffed stations. 
 

• If a patient is to be transported to a hospital the AIC should make every effort to leave at least an 
abbreviated report with the nurse at the hospital. If this isn’t possible then a full report should be 
posted on ESO for the hospital to access no later than 12-hours from the time of the call or by the 
end of the AIC’s current shift. 

 
The digital ePCR will then be reviewed by the QM team for its completion, quality of care provided, and 
protocol compliance. 

• QM comments and requests for action: 
o The QM team will alert the author of corrections needed for the ePCR. The alert will be 

sent via Imagetrend messages to the Attendant In Charge (AIC) and Captain of the AIC. 
These notifications may also include the EMS Supervisor. 

○ The author of the report shall make the necessary corrections to their ePCR by the end of 
their next scheduled shift. Preferably at the beginning of their next shift. 
 Failure to do so within six (6) days (or two scheduled shifts) will constitute non-

compliance. 
 

• It is required that each provider sign-in at the beginning of your shift (or as soon as feasible after 
training and truck checks) to check for QM messages and make any required corrections. Once 
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corrected the AIC should send a reply message to the QM team to notify them that the report has 
been corrected so it can be marked “Approved” for billing, if applicable. 
 

• Impact of non-compliance results in lack of funding to the county to support the EMS service to the 
community of Fluvanna County. 

 
• Corrective action in the form of verbal, written, and dismissal may be followed for non-compliance. 

 
• The QM team will create and follow a standard of work regarding the review process for each call 

that is reviewed.  The standard of work will be located in Aladtec for review of the employees. 
 
On a monthly basis the EMS Supervisor will supplement the QM team review of ePCRs on select calls. 
Supplemental review will occur with ePCRs or incidents containing: 

• Patient or public complaint 
• Death on the scene 
• Death in transit 
• Vehicle extrication incidents 
• Any case of inappropriate action by a health care provider 
• Any instance of medication error or receipt of inappropriate orders 
• Use of Aeromedical Services 
• Rapid Sequence Induction (RSI) procedure 
• Any patient requiring electrical therapy 
• Any patient requiring use of the ventilator/BiPap/CPAP 
• Any report can be pulled at random to be reviewed 

 
If appropriate, the review will be forwarded to the Agency Physician for further evaluation and/or action. 

The Agency Physician may conduct an incident review several times during the year in addition to this 
policy to focus on the following incidents: 

• RSI procedures 
• Incidents as deemed necessary by the EMS Supervisor 

 
Definitions: 
Quality Assurance - The process by which the performance of individual EMS Providers will be continuously 
monitored to ensure compliance with treatment protocols and operational policies. 

Quality Improvement - which involves a continuous cycle of evaluation, identification of strengths and 
opportunities for improvement, education, and training in areas needing improvement and then re-
evaluation to determine whether improvement has been achieved. 

Standardized Requirements for ePCR Completion: 
The following is standardized ePCR documentation for Fluvanna County Department of Emergency 
Services personnel, and to provide a comprehensive understanding of what is required for timely billing 
and requested by EMS Supervisor and the Agency Physician. 

Incident Information 
• Address, location, or intersection dispatched to 
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• Primary role of the unit should be marked according to the highest level of care on the unit at time 

of response. 

• Patient Information 
• Verify if patient is a repeat patient 
• Provide name, age, gender, date of birth, address, and parent/guardian for the patients under the 

age of eighteen, where applicable. 
o The address of the patient shall be where the patient receives their mail.  In the event that 

the patient does not have a street address that they receive mail at then both the residence 
address and a Post office box number should be obtained. 

Vitals/Flowchart/Assessments 
• All procedures, medications administered, vitals, and EKG’s shall be entered and time stamped 

under Flowchart within your report.  The import of this is information from your monitor is the 
desirable method when possible.   

• All patients shall have the medical assessment completed to include a minimum of but not limited 
to skin condition, mental status, and neurological assessment. 

• Patients with traumatic injury need to have an injury assessment completed. 
• Patients with burn injury need to have a burn assessment completed. 
• A weight shall be included whenever a weight-based drug is administered. 
• All appropriate sets of vitals shall include a Glasgow Coma Score (GCS). 
• Vital sign acquisition is recommended every 5 minutes for unstable patients, and every 15 minutes 

for stable patients and shall be documented in the Vitals section of your report. Vitals may be 
imported from the monitor under this section of your report.  When a refusal is obtained then two 
sets of vitals should be considered for documentation of arrival and departure conditions. 

• Cardiac Monitoring [4 or 5 lead] (ALS skill only), shall be noted under Flowchart and Other. When 
monitoring 4 or 5 lead the provider shall note in the flow chart any changes in the patient cardiac 
rhythm during transport.  The code summary report may be utilized to assist with the time the 
change occurred and should be upload to the report electronically as well.  

• ECG 12-lead (BLS skill that includes lead placement, pressing analyze, reading results, and 
transmitting results to hospital), as soon as an Intermediate or Paramedic provider is present and 
specifics are interpreted then it becomes ALS. This should be recorded/transferred under Flowchart 
and Other within your report. 

• ECG 15-lead, or posterior leads (ALS skill only) should be documented in the Vitals section of your 
report. This should be recorded/transferred under Flowchart and Other within your report. 

• 12-Leads shall not be administered as a tool to obtain a refusal. If a 12-lead is indicated on scene 
and then patient refuses care and transport then Medical Control shall be contacted for consultation 
prior to leaving the scene. All information regarding the refusal shall be documented. 

• All 4-leads or 12/15-leads should include an interpretation within the Flowchart event for ALS or 
BLS providers. 

• Past History 
• Patient allergies should be recorded when medications are administered. If unable to obtain 

allergies, it should be documented “unable to obtain allergies” and reason why in your narrative. 
All past history can be documented in the Patient tab. 

• Narrative 
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• All providers completing a narrative/report with Fluvanna County Department of Emergency 

Service shall follow the DCHARTE narrative format. Refer to Appendix A for a detailed description 
of what should be included in each section. 

• Narratives are discoverable items and can appear in court. Narratives should not include editorial 
information such as “I could not get dispatch to understand that I needed a helicopter at this 
location” or “patient back boarded prior to my arrival although it wasn’t necessary”. Instances such 
as these should be handled by other means and not included in reports. 

Forms 
• Specialty patient forms shall be completed under the Forms tab for the following patient chief 

complaints: 
o Patients requiring an Advanced Airway 
o Burn patients 
o Stroke patients 
o Patients requiring CPR 
o Patients involved in MVC’s 
o Obstetrical patients 
o Sepsis patients 
o Patients assessed for spinal immobilization 
o Trauma patients 

Disposition 
• The following calls are considered to be making patient contact, patient information and a signature 

shall be obtained. The response disposition should be chosen according to the following: 
o “Patient Treated, Released (AMA)” shall be selected in the rare instances when a 

procedure, medication administration, and/or Advanced Life Support (ALS) has been done, 
such as a patient that may be unresponsive due to low blood sugar (with known history) 
and when given D10 they wake up and do not wish to be transported. In this and similar 
cases medical control shall be contacted due to initiation of advanced medical 
procedures and/or medication administration. Providers must be aware of and prevent 
extensive on-scene times. Document your findings using the DCHARTE format. 

o “Patient Treated, Transported by Law Enforcement” should be chosen if the patient was 
assessed with little or no injuries found and determined the patient will be transported to 
an alternate facility by Law Enforcement. Document your findings using the DCHARTE 
format. If unable to obtain a refusal note in section “E”. 

o “Patient Treated, Transferred Care to Another EMS Professional” should be chosen when 
care was initiated by one unit or EMS provider and care was transferred into the care of 
another service. For example, if a BLS provider is at a scene and treats a patient, but a 
separate ALS provider arrives and takes over, the BLS record would indicate this 
disposition. 

o Document your findings using the DCHARTE format. 
o Occasionally we are called for public service where a patient needs assistance to a chair, 

bed, or car. If the patient has no injury or illness and only needs lifting assistance, this 
call can be marked as “Assist, Public”. A report is required for these patients and basic 
patient demographics shall be obtained and narrative completed using the DCHARTE 
format. 

o “Assist, Agency” shall be selected as the appropriate disposition if a unit of ours assisted 
another unit within our department. Patient demographics shall be obtained. In a cardiac 
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arrest situation the primary lead on the call should obtain and document information for all 
procedures and medications administered on that unit's report. 

o “Patient Refused Evaluation/Care (Without Transport)” shall be obtained and marked 
accordingly if: 

 If assessment completed and vital signs were obtained 
 Patient has an injury or illness that requires 911 to be activated, but decides that    

transport is not necessary. 
 If someone else activates 911 for a patient with an illness or injury and the patient 

decides that transport is not necessary. 
 At least one set of vitals and patient information/demographics shall be obtained 

with any patient refusal. 
 Refusal narratives shall be in the DCHARTE format. 
 Providers must be aware of and prevent extensive on-scene times. 

 
• The following are considered when there is no patient contact and no patient information is 

required. 
o “Standby-Public Safety, Fire, or EMS Operational Support Provided” should be selected 

when an EMS unit is dispatched to standby at a fire or hazardous material scene and no 
medical attention is necessary. This may also be used for any Squad 1 response. 

o “Canceled on Scene/No Patient Found” is used when your patient has fled the scene or is 
no longer at the address you were called to. If you have made contact with a patient and 
they have no injury or illness, then refer to above, “Assist, Public”. 

o If the call was canceled, then mark report as “Canceled (Prior to Arrival at Scene)” 
o If you arrive on scene of an MVC and command has reported no injuries and no patient 

contacts have been made. This can be marked as “Canceled on Scene/No Patient Found”. 
 

 Patient dead at scene; there should be a minimum of patient demographics and one set of vitals 
where necessary to confirm death: 

○ If a cardiac arrest patient or obvious death without transport then mark the report as 
“Patient Dead on Scene - No Resuscitation Attempted (Without Transport)”. 

○ If a cardiac arrest patient with extended downtime or obvious death and you are requested 
to transport the patient to a funeral home or morgue then mark the report as “Patient Dead 
on Scene - No Resuscitation Attempted (With Transport)”. 

○ If a cardiac arrest patient and treatment given without transport then mark the report as 
“Patient Dead on Scene - Resuscitation Attempted (Without Transport)”. 

○ Contact Local law enforcement officers to respond and stay on scene if no calls pending 
to await a decision for transport. It will be the decision of the family and/or the Police 
Department as to which Funeral Home is needed or if the patient is to go to the Morgue. 

 

Signatures 
 Providers shall make all reasonable attempts to obtain patient signatures or obtain authorized 

representatives’ signatures. Causes for a lack of patient signature may include: 
o Patient refusal documentation will have the signature of the provider that is documenting 

the report (AIC).  A second signature must also be obtained as a witness to the fact the 
patient is refusing transport.  The first option would be a family member or bystander 
present that hears the patient state they will not be transported.  Second should be non-
medical personal on scene with the patient, an example would be either LEO or Fire 
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personal.  The last option would be the partner of the AIC.  ALL refusal will have a witness 
signature documented.   

o Patient limitations (i.e. quadriplegia, etc.), altered mental status, and/or injuries that prevent 
signing. 

 First, the provider should attempt to get an authorized representative to sign and 
complete Section II under Signatures. 

 If unable to get an authorized representative then complete Section III and obtain 
a signature from a hospital representative. 

 It shall be documented under section “E” of the narrative when the patient is unable 
to sign. 

o Patient is a minor; the provider should get the parent of the patient to sign and complete 
Section I under Signatures. If the parent is unavailable then complete Section III under 
Signatures and have a hospital representative sign. Document under section “E” of the 
narrative why the patient is unable to sign. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Shift Trades 
 

 SDP # 023 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
The purpose of this policy is to establish a standardized method for requesting shift trades. 

Policy: 
If an Employee wishes to trade a shift, it is the responsibility of the Employee to make the arrangements. 

The trade cannot be made prior to ninety (90) days of the effective date and must be returned in the same 
two week pay cycle.   

No shift trades will be allowed with less than a twenty-four (24) hour notice.  The EMS Supervisor may 
approve a shift trade with less notice should an emergency arise and the Employees agree to the shift 
trade via email including the EMS Supervisor. 

Shift trades shall be made with equal or higher trained personnel than the Employee making the request.  
A BLS must shift trade with another BLS provider.  An ALS provider must trade with another ALS 
provider.  Units cannot be downgraded due to shift trading.   

Employees shall complete the shift trade request using the scheduling software and submit for approval 
by the EMS Supervisor.  The EMS Supervisor will approve or deny the request. 

In the event that a shift trade involves an Employee whose employment terminates, the request is void.  If 
the Employee wishes to still have that date off, another shift trade must be arranged and approved as 
above or vacation time submitted.  Therefore, the Employee’s vacation time balance must be equal to or 
greater than the number of hours requested by the trade. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Vacation Request Submission 
 

 SDP # 024 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
The purpose of this policy is to establish a standardized method for requesting vacation. 

Policy: 
Employees shall be given the opportunity to select vacation time on a first-come, first-served basis. 

Employees shall complete the vacation request using the schedule software and submit to the EMS 
Supervisor no later than the fifteenth (15th) of the month prior to the date requested off. Employees 
requesting more than one shift of vacation time should submit the request 60 days in advance to assist 
with staffing needs.  The EMS supervisor will approve or deny the request and an e-mail will be sent. 

If requesting vacation after the 15th, then Employees shall find their own replacement and submit 48 hours 
prior to the vacation day requested.  Part-time Employees should be considered first to minimize 
overtime.  It is preferred that the replacement have equal training to the person requesting the vacation 
day. 

No less than twelve (12) hours will be approved for vacation. 

Vacation requests can be canceled up to one week prior to the day requested. 

Vacation Selection: 
The vacation selections shall be made based on the following: 

1. No more than one person Shift will be allowed vacation leave at a time. 
 

2. If the request for vacation is made after the 15th of the month prior to the month requested off, 
then it is the Employee’s responsibility to find his/her replacement. 
 

3. A second provider has the ability to request vacation time but must find their own replacement 
after the first providers shift has been filled. 
 

4. The following Holidays will not be approved for vacation requests unless the Employee has 
already found coverage, which is approved by the EMS Supervisor with a minimum of 90 day’s 
notice: New Years Day, Memorial Day, July 4th, Labor Day, Thanksgiving Day, The day after 
Thanksgiving Day, Christmas Eve, and Christmas Day. 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Volunteer EMS Training 
 

 SDP # 025 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose:  
The purpose of this policy is to establish a standard for attendance to Volunteer training events.   
 
Policy:  
There are approximately 11 training meetings offered in a calendar year. The EMS Supervisor shall 
provide a full schedule in the first month of that year. 

There will be three (3) mandatory training meetings in a calendar year. Mandatory meetings may be 
made up online or by appointment with the instructor(s). VAOEMS EC’s can assist the Volunteers in 
making up the training.  Due to the time restraints of Volunteers, times and dates for training will be 
made available to assist with their life work balance. 
  
To remain a Volunteer, you shall attend a minimum of six (6) training meetings in one (1) calendar year. 
The EMS Supervisor may reduce the minimum number of meetings required if any are canceled due to 
weather or other unforeseen circumstances.  
  
Failure to attend the minimum required training meetings in a calendar year, which include all the 
mandatory meetings, would constitute non-compliance of this guideline.  
  
If a Volunteer is in non-compliance, the Volunteer would be placed on a minimum of three (3) months’ 
probation where they will have time to make up required meetings and attend future scheduled 
meetings.  
  
If at the end of the three months the Volunteer has not made up the required meetings and attended at 
least one training session, the EMS Supervisor shall suspend the Volunteer awaiting a written plan of 
corrective action.  The Volunteer must schedule a meeting with the EMS Supervisor to formulate the 
corrective action in writing.  If the Volunteer does not contact the EMS Supervisor in writing within 30 days 
the lack of communication will be considered a resignation and will initiate the equipment and uniforms 
policy 
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FLUVANNA COUNTY DEPARTMENT OF EMERGENCY SERVICES 
STANDARD PROCEDURES 

Policy: Warning Devices on Department Vehicles 
 

 SDP # 026 

Scope:   Operations  P a g e  | 1 

Authority: 
 

Adopted pursuant to Fluvanna County Code 
Chapter 8, Section 7 

 Effective Date: 
 

 
 
Purpose: 
To establish procedures and criteria for the use of warning devices on department vehicles. 

Policy: 
Virginia Vehicle Code authorizes the use of warning lights and sirens on emergency vehicles during 
response to emergency situations.  Emergency situations are defined as those situations where life 
and/or property are directly endangered. 

Emergency Operations: 
Emergency Vehicles: Shall be operated on an emergency basis only when all warning lights are in 
continuous operation. 

Warning Lights: Warning lights on department apparatus shall be kept in operation while responding to 
calls or when necessary while working at emergencies.  Warning lights may also be used during transport 
of a patient to a local hospital or landing zone at the discretion of the attendant in charge. 

Siren: The siren shall be operated as needed when utilizing any of an emergency vehicle’s seven (7) 
exemptions listed in the Virginia State Code.  When two or more emergency vehicles are responding to 
an incident with the same direction of travel, separate siren patterns should be used. 

Headlights: Apparatus headlights shall be kept in operation during all emergency responses day or night.  
It is preferred that headlights be turned off while working highway incidents at night. 

Air Horn: May be used in conjunction with the siren. The air horn is not to be used in a manner which will 
exclude the siren. 

White warning lights: Shall not be left on at accident scenes at night. 

Non-Emergency Operation: 
Vehicles responding to non-emergency type incidents, such as public assists, shall not use warning lights 
or siren, and should not exceed posted speed limits. 

During station tours, warning lights and sirens can be used as part of the demonstrations as long as it is 
determined to be safe and not confusing to adjacent motorists and citizens. 

When the apparatus is parked on a public street, the four-way amber flashers or steady burning warning 
lights, if equipped, may be utilized to warn passing motorists of its presence. 
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Warning lights and/or siren will not be used when returning to the station from incidents. 

Warning lights and/or siren will not be used intermittently to clear intersections. 

At no point while operating a Fluvanna County Department of Emergency Services vehicle will the 
headlights be flashed at slow-moving traffic. 
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FLUVANNA COUNTY BOARD OF SUPERVISORS 
MEETING PACKAGE ATTACHMENTS 

Incl? Item 

☒ BOS Contingency Balance Report 

☐ Building Inspections Report 

☒ Capital Reserve Balances Memo 

☐ Fluvanna County Bank Balance and Investment Report 

☒ Unassigned Fund Balance Report 

☒ VDOT Monthly Report & 2020 Resurfacing List 

☐ ARPA Fund Balance Memo 

☒ The Board of Supervisors Two Year Plan 
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 P.O. Box 540 
Palmyra, VA 22963 

(434) 591-1910 
Fax (434) 591-1911 

www.fluvannacounty.org “Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

 

The FY23 BOS Contingency line balance is as follows: 
 

Beginning Original Budget: $162,000 

Less: Career Development Circuit Court Clear & Commissioner of Revenue -15,393 

Less: Comprehensive Safety Action Plan Grant – Safe Streets - TJPDC -30,000 

Less: Comprehensive Economic Development Strategy (CEDS) - TJPDC -2,097.04 

Less: 2022 Board of Supervisors Planning Retreat -5,000 

Less: Social Services Salary Range Revision  -17,503 

  

  

  

Available: $92,006.96 

 

MEMORANDUM 
Date: June 21, 2023 
From: Theresa McAllister – Management Analyst 
To: Board of Supervisors 
Subject: FY23 BOS Contingency Balance 

BOS 2023-07-05 p.395/412



BOS 2023-07-05 p.396/412



 P.O. Box 540 
Palmyra, VA 22963 

(434) 591-1910 
Fax (434) 591-1911 

www.fluvannacounty.org “Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

 

The FY24 BOS Contingency line balance is as follows: 
 

Beginning Original Budget: $146,615 

  

  

Available: $146,615 

 

MEMORANDUM 
Date: July 5, 2023 
From: Theresa McAllister – Management Analyst 
To: Board of Supervisors 
Subject: FY24 BOS Contingency Balance 
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 P.O. Box 540 
Palmyra, VA 22963 

(434) 591-1910 
Fax (434) 591-1911 

www.fluvannacounty.org “Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

 

 

FY22 Year End Audited Total Unassigned Fund Balance: $26,519,445 

Unassigned Fund Balance – 12% Target Per Policy: $10,215,566 

Unassigned Fund Balance – Excess Above Policy Target: $16,303,879 

Less: Palmyra Village Streetscape Project 10.19.22 -317,831 

Less: Pleasant Grove Athletic Field Lighting  -108,990 

  

  

  

  

Current Unassigned Fund Balance – Excess Above Policy Target: $15,877,058 

 

MEMORANDUM 
Date: June 21, 2023 
From: Theresa McAllister – Management Analyst 
To: Board of Supervisors 
Subject: Unassigned Fund Balance  
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 P.O. Box 540 
Palmyra, VA 22963 

(434) 591-1910 
Fax (434) 591-1911 

www.fluvannacounty.org “Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

MEMORANDUM 
Date: July 05, 2023 
From: Theresa McAllister– Management Analyst  
To: Board of Supervisors 
Subject: Unassigned Fund Balance 

 
 

*FY23 Year End (Unaudited) Unassigned Fund Balance: $15,877,058 

  

Current (Unaudited) Unassigned Fund Balance: $15,877,058 

 
*Audited FY23 Year End Unassigned Fund Balance will be available upon  
  Completion of the FY23 Comprehensive Annual Financial Report  

BOS 2023-07-05 p.401/412



BOS 2023-07-05 p.402/412



 P.O. Box 540 
Palmyra, VA 22963 

(434) 591-1910 
Fax (434) 591-1911 

www.fluvannacounty.org “Responsive & Responsible Government” 

COUNTY OF FLUVANNA 

 
MEMORANDUM 

 
Date: 

 
July 5, 2023 

From: Theresa McAllister – Management Analyst 
To: Board of Supervisors 
Subject: FY24 Capital Reserve Balances 

 
 
The FY24 Capital Reserve account balances are as follows: 
 
County Capital Reserve: 
 
FY23 Carryover $540,987.90 

FY24 Budget Allocation: $250,000 

  

FY24 Available: $790,987.90 

 
Schools Capital Reserve: 
 
FY23 Carryover $258,993.42 

FY24 Budget Allocation: $200,000 

  

FY24 Available: $458,993.42 
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● 

FLUVANNA COUNTY 
June 2023 

MAINTENANCE 

The Palmyra and Zions Crossroads Area Headquarters for the month of May 2023. 
● Mowing of primary & secondary routes-6,15,53,600, 16,617,618,631,633,649,656
● Grade routes-604,747 &759
● Place stone on secondary routes –604,747,759
● Litter pickup
● Asphalt Patching Rte 619,624, 637,638 702,704,715
● Shoulder work Rte 6,605,619,649
● Incident response-Rte 646 downed tree. Rte15 overturned vehicle

LAND DEVELOPMENT & PERMITS AAron LeBeau, 
P.E. 

Plans with outstanding comments or under review (Activity within last 90 days) 
● Dominion (4)

● Haislip (2)

● Zions Crossroads

● Taylor Minor Subdivision

● West River Road Self Storage

Plans found acceptable 
∉ Central Telephone 

∉ Wheaton Family Plat Review 

Other 
● 

LUP Permits Issued and Completed: 
● VDOT issued  4  permits in May 2023.
● VDOT closed 7 permits in May 2023.

Louisa Residency

VDOT Call Center – 1-800-367-ROAD 
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CONSTRUCTION 

Bridge Projects: 

● On-Call Bridge Maintenance Contract BRDG-967-457,N501 (UPC 115014) –
Scope:  Bridge Maintenance (Various locations)
Estimated Contract Completion Date: June 30, 2022 (Term 3)

(Currently Inactive in the area) 

Road Projects: 

● ADA Compliance 9999-967-317, N01 (UPC 119781) various locations. Contract executed 02-
07-2022
NTP: Specific to task orders
Scope: On call ADA compliance
Estimated Contract Completion Date: January 01, 2023 (T1)

● On-Call District Signal Contract 9999-967-527, C501 (119130)– Various Locations
Scope: Specific to each Task order
Estimated Contract Completion Date: December 22, 2023 (T1)

(Currently Inactive in the Area) 
Schedules: 

● ST7A-967-F23, P401 (UPC121616) Various routes
NTP: March 15,2023 
Scope: Plant Mix 
Estimated contract completion date: October 22,2023 
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TRAFFIC STUDIES/ SPECIAL REQUESTS 

 Marking requested on Route 659; passing zone. 
 Status: In Progress; passing zone removed, full installation pending completion by Contractor 

 Bridge Weight Restriction Signage on Rte 637, Antioch Road over Hardware River 
         Request Received on 3/7/2023 

 Status: Installation Completed 5/2/2023 

          Curve warning signs between Rte 655 & Rte 656 
          Request Received on 4/4/2023 
          Status: Installation Completed on 5/25/2023 

          School bus stop ahead on Rte 616 for Rte 1245, Union Mills Road 
          Request Received on 5/01/2023 
          Status: Installation Completed on 5/17/2023 

Study Request Rte 618,Lake Monticello Road & Rte 600,S. Boston Road at River Gate. Solution 
for traffic congestion.
Request Received on 5/31/2023
Status:In Progress;submitting to ATCS
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The Board of Supervisors Two Year Plan – Draft, August 2022  
 

# 

Co
m

pl
et

e 

2022 Two Year Goals Year 
1 

Year 
2 Notes 

A  SERVICE DELIVERY    

A1  Work with FRA to identify support options for Fire and Rescue 
volunteers.  X  

A2 
 Perform comprehensive review of existing partnerships with local area 

support and non-profit groups providing services to Fluvanna 
residents; review service gaps and identify needed partnerships. 

X X 
Begin in Year 1; complete in Year 2 

A3 
 Initiate comprehensive review of traffic throughout the county with a 

particular focus on high-traffic areas around the Lake Monticello 
community. 

 X 
 

A4 
 

Community transportation options and alternatives.   X 
Shared school buses/drivers providing transportation for 
county residents; TJPDC Rural Transportation work group; 
JAUNT 

A5  Implement annual county volunteer recognition ceremony.  X  

A6  Design implementation plan for professional Fire Chief position.   X  

B  COMMUNICATION     

B1  Develop communication plan to inform residents of County projects, 
accomplishments, and where tax dollars are spent.  X  

C  PROJECT MANAGEMENT    

C1  Continue Columbia area renewal efforts. X X  
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# 
Co

m
pl

et
e 

2022 Two Year Goals Year 
1 

Year 
2 Notes 

C2 
 Complete a Master Water and Sewer (Plan Phase I) to identify sources 

for the county’s long-term water needs; particularly for each of its 
community planning areas. 

X  
 

C3 

 

Continue Palmyra Village Streetscape X X 

 
Phase I: project begins in 2025, street flow, sidewalks, and 
street parking on Stone Jail Street side of Civil War Park. 
Phase II: Crosswalks, sidewalks and parking on Main Street. 

  
C3.1 Review and pursue opportunities and options for a 
Palmyra Village Streetscape project to improve safety, parking, 
walkability, and overall appearance.  

X  2022 Smart Scale Grant Awarded. 

  C3.2 Research options for civic displays (flags, banners, 
Notable Residents, etc.)   X  

C4  Successfully oversee and manage Fluvanna County aspects of the 
James River Water Project. X X  

C5  Successfully oversee and manage the design and construction of the 
Zion Crossroads water and sewer system.  X X  

C6  Pursue Fork Union revitalization.  X  

  C6.1 Research options for civic displays (flags, banners, 
Notable Residents, etc.)   X  

C7  Oversee New Administration Building project. X X Multi-year project.  

  C7.1 Create and Issue Request for Proposal for Design X   

  C7.2 Select Design Firm for design of New Admin Building  X  

D  COMMUNITY DEVELOPMENT & ENRICHMENT    

D1  Draft and a formal County-wide economic development and tourism 
strategy inclusive of an implementation schedule. X X  
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# 
Co

m
pl

et
e 

2022 Two Year Goals Year 
1 

Year 
2 Notes 

  D1.1 Adopt Economic Development Strategic Plan. X   

  D1.2 Implement five-year Economic Development Strategic 
Plan.  X  

D2  Seek opportunities to coordinate development activity at Fluvanna’s 
northern border with Louisa County. X X  

D3 
 Hold an Economic Development Discussion Forum for local businesses 

with planning, zoning, building inspections, infrastructure 
components. 

X  
 

D4  Investigate options for utilizing Dominion proffer - $500,000 for 
recreation, green space.  X X  

D5 

 

Investigate opportunities to support expanded recreation 
opportunities, arts, and tourism. X X 

Coordination with State agencies regarding the installation 
of additional boat ramps along the Rivanna and James 
Rivers. 
 
Fluvanna After Five @ Pleasant Grove. 

D6  Research creating a “teaching farm” at PG Park.  X Collaborative effort - FCPS? Cooperative Extension? Farm 
Bureau?  

D7  Implement stronger Code Enforcement on the County’s Spot Blight 
Abatement program X X  

D8  Review the Subdivision Ordinance on Cluster subdivisions; large lot 
subdivisions.  X  

D9  Review the Zoning Ordinance to look at higher density options 
between CPA and R4.  X  

E  FINANCIAL STEWARDSHIP AND EFFICIENCY    
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# 
Co

m
pl

et
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2022 Two Year Goals Year 
1 

Year 
2 Notes 

E1  Reduce the County’s reliance on creating and mailing paper checks for 
payments and implement expanded ACH/EFT transaction options. X   

E2  Implement credit card payment option for citizen at all County funds 
collection points through MUNIS Cashiering process. X X  

E3  Plan for ways to adequately fund, implement and standardize the 
Capital Improvement Plan, eliminating deferred CIP projects.  X  
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