
ARLINGTON COUNTY, VIRGINIA 
OFFICE OF THE PURCHASING AGENT 

2100 CLARENDON BOULEVARD, SUITE 500 
ARLINGTON, VIRGINIA 22201 

NOTICE OF CONTRACT AWARD 

LEAPFOG SOLUTIONS ACQUISITIONS, LLC 

DBA LEAPFROG SOLUTIONS, INC. 

1700 DIAGONAL ROAD 

SUITE 450 

ALEXANDRIA, VA 22314 

DATE ISSUED: NOVEMBER 16, 2019 

CURRENT REFERENCE NO: 20-083-R-3

CONTRACT TITLE: 

MARKET AND 
COMMUNICATION 
CONSULTANTS FOR 
FOCUS GROUPS 

THIS IS A NOTICE OF AWARD OF CONTRACT AND NOT AN ORDER.  NO WORK IS AUTHORIZED UNTIL 
THE VENDOR RECEIVES A VALID COUNTY PURCHASE ORDER ENCUMBERING CONTRACT FUNDS. 

The contract documents consist of the terms and conditions of AGREEMENT No. 20-083-R-3 including any 
attachments or amendments thereto. 

EFFECTIVE DATE: NOVEMBER 16, 2019 
EXPIRES: MAY 31, 2020 
RENEWALS: (3) ADDITIONAL ONE YEAR RENEWAL PERIODS FROM JUNE 1, 2020 TO MAY 31, 2023 
COMMODITY CODE(S): 91522, 91523, 91548, 91572, 91596, 96104, 96153, 96234 
LIVING WAGE: N 
PROFFESSIONAL SERVICES: N 

ATTACHMENTS: 
AGREEMENT NO. 20-093-R-3 

EMPLOYEES NOT TO BENEFIT: 
NO COUNTY EMPLOYEE SHALL RECEIVE ANY SHARE OR BENEFIT OF THIS CONTRACT NOT AVAILABLE TO 
THE GENERAL PUBLIC. 

VENDOR CONTACT:  LISA MARTIN VENDOR TEL. NO.: (703) 273-7900 ext. 103

EMAIL ADDRESS:  LMARTIN@LEAPFROGIT.COM 

COUNTY CONTACT:  ANDREW HARTSIG COUNTY TEL. NO.: (703) 228-3787

EMAIL ADDRESS:     AHARTSIG@ARLINGTONVA.US 

mailto:LINDA.GIRARDI@ERG.COM
mailto:AHARTSIG@ARLINGTONVA.US


1 
Agreement No. 20-083-R-3 

ARLINGTON COUNTY, VIRGINIA 
OFFICE OF THE PURCHASING AGENT 

SUITE 500, 2100 CLARENDON BOULEVARD 
ARLINGTON, VA 22201 

 
RIDER AGREEMENT NO. 20-083-R-3 

 
THIS RIDER AGREEMENT (hereinafter “Agreement”) is made, on the date of its execution by the County,  
between Leapfrog Solutions Acquisitions, LLC dba Leapfrog Solutions, Inc. (“Contractor”), a  Delaware 
Corporation with a place of business at 1700 Diagonal Road, Suite 450, Alexandria, VA 22314,  authorized 
to transact business in the Commonwealth of Virginia, and the County Board of Arlington County, Virginia 
(“County”). The County and the Contractor, for the consideration and quantity(ies) specified herein or 
specified in a County Purchase Order referencing this Agreement, agree as follows: 
  
1. CONTRACT DOCUMENTS 
The Contract Documents consist of Exhibit A: Contract No. 4400008732 Acceptance Agreement and 
Notice of Award, Exhibit B: Fairfax County Government RFP 2000002502, Exhibit C: Fairfax County Social 
Media Policy and Guidelines for Official Accounts, Exhibit D: Web Standards, Exhibit E: Publications 
Required Elements, and any exhibits and amendments issued or applicable thereto (collectively, “Contract 
Documents” or “Contract”).   
 
This Agreement rides a contract awarded to the Contractor by Fairfax County Government and extended 
by the Contractor to the County on the same terms and conditions as the Contractor’s agreement with 
Fairfax County Government and substitutes the phrases "County Board of Arlington County" or “Arlington 
County”, as appropriate, for the phrase wherever those phrases appear in the Contract Documents.  
Where the terms of this Agreement vary from the terms and conditions of the other Contract Documents, 
the terms and conditions of this Agreement shall prevail. 
 
The Contract Documents set forth the entire agreement between the County and the Contractor.  The 
County and the Contractor agree that no representative or agent of either of them has made any 
representation or promise with respect to the parties’ agreement which is not contained in the Contract 
Documents. 
 
2. CONTRACT TERM 
The Contractor’s provision of goods for the County (“Work”) shall commence on the date of execution of 
this Agreement by the County and shall be completed no later than May 31, 2020 ("Initial Contract Term"), 
subject to any modifications as provided for in the Contract Documents.  
 
Upon satisfactory performance by the Contractor, if Fairfax County Government renews their agreement 
identified in Exhibit A, the County may elect to renew this Agreement under the same contract terms for 
three (3) one-year renewal periods from June 1, 2020 to May 31, 2023 (“Subsequent Contract Term”).  
However, if Fairfax County Government does NOT renew their agreement identified in Exhibit A, this 
Agreement shall automatically expire on the date of the contract expiration date. 
 
3. CONTRACT PRICING 
The County will pay the Contractor in accordance with the terms of the Payment paragraph below, at the 
prices set forth in Exhibit A for Work provided by the Contractor, as described and required in the Contract 
Documents, and accepted by the County. 
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4. PAYMENT 
Payment will be made by the County to the Contractor within thirty (30) days after receipt by the County 
Project Officer of an invoice detailing the Work provided by the Contractor and accepted by the County.  
The Project Officer will either approve the invoice or require corrections.  The number of the County 
Purchase Order pursuant to which authority goods or services have been performed or delivered shall 
appear on all invoices. 
 
5. SCOPE OF WORK 
The Contractor agrees to perform services described in the Contract Documents (hereinafter “the Work”). 
The primary purpose of the Work is to provide marketing and communication services. 
 
The Contract Documents set forth the minimum Work estimated by the County and the Contractor to be 
necessary to complete the Work.  It shall be the Contractor’s responsibility, at the Contractor’s sole cost, 
to provide the specific Work set forth in the Contract Documents sufficient to fulfill the purposes of the 
Work.  Nothing in the Contract Documents shall be construed to limit the Contractor’s responsibility to 
manage the details and execution of the Work. 
 
6. PROJECT OFFICER 
The performance of the Contractor is subject to the review and approval of the County Project Officer 
(“Project Officer”) who shall be appointed by the Director of the Arlington County department or agency 
which seeks to obtain the Work pursuant to this Contract.  However, it shall be the responsibility of the 
Contractor to manage the details of the execution and performance of its Work pursuant to the Contract 
Documents. 
 
7. COUNTY PURCHASE ORDER REQUIREMENT 
County purchases are authorized only if a County Purchase Order is issued in advance of the transaction.  
A Purchase Order must indicate that the ordering agency has sufficient funds available to pay for the 
purchase.  Such a Purchase Order is to be provided to the Contractor by the ordering agency.  The County 
will not be liable for payment for any purchases made by its employees without appropriate purchase 
authorization issued by the County Purchasing Agent.  If the Contractor provides goods or services without 
a signed County Purchase Order, it does so at its own risk and expense. 
 
8. NON-APPROPRIATION  
All funds for payments by the County to the Contractor pursuant to this Contract are subject to the 
availability of an annual appropriation for this purpose by the County Board of Arlington County, Virginia.  
In the event of non-appropriation of funds by the County Board of Arlington County, Virginia for the goods 
or services provided under this Contract or substitutes for such goods or services which are as advanced 
or more advanced in their technology, the County will terminate the Contract, without termination charge 
or other liability to the County, on the last day of the then current fiscal year or when the appropriation 
made for the then current year for the services covered by this Contract is spent, whichever event occurs 
first.  If funds are not appropriated at any time for the continuation of this Contract, cancellation will be 
accepted by the Contractor on thirty (30) days prior written notice, but failure to give such notice shall be 
of no effect and the County shall not be obligated under this Contract beyond the date of termination 
specified in the County’s written notice. 
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9. PAYMENT OF SUBCONTRACTORS  
The Contractor is obligated to take one of the two following actions within seven (7) days after receipt of 
amounts paid to the Contractor by the County for work performed by any subcontractor under this 
Contract:  

a) Pay the subcontractor for the proportionate share of the total payment received from the County 
attributable to the work performed by the subcontractor under this Contract; or 

b) Notify the County and the subcontractor, in writing, of the Contractor's intention to withhold all 
or a part of the subcontractor's payment with the reason for nonpayment. 

 
The Contractor is obligated to pay interest to the subcontractor on all amounts owed by the Contractor 
to the subcontractor that remain unpaid after seven (7) days following receipt by the Contractor of 
payment from the County for work performed by the subcontractor under this Contract, except for 
amounts withheld as allowed in subsection b., above.  Unless otherwise provided under the terms of this 
Contract, interest shall accrue at the rate of one percent (1%) per month. 
 
The Contractor shall include in each of its subcontracts, if any are permitted, a provision requiring each 
subcontractor to include or otherwise be subject to the same payment and interest requirements with 
respect to each lower-tier subcontractor.   
 
The Contractor's obligation to pay an interest charge to a subcontractor pursuant to this section may not 
be construed to be an obligation of the County.  A Contract modification may not be made for the purpose 
of providing reimbursement for such interest charge.  A cost reimbursement claim may not include any 
amount for reimbursement for such interest charge. 
 
10. EMPLOYMENT DISCRIMINATION BY CONTRACTOR PROHIBITED 
During the performance of this Contract, the Contractor agrees as follows: 
 

A. The Contractor will not discriminate against any employee or applicant for employment because 
of race, religion, color, sex, national origin, age, disability or any other basis prohibited by state 
law related 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. The Contractor will comply with the provisions of the Americans with Disabilities Act of 1990 
which prohibits discrimination against individuals with disabilities in employment and mandates 
their full participation in both publicly and privately provided services and activities. 

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

 
11. EMPLOYMENT OF UNAUTHORIZED ALIENS PROHIBITED 
In accordance with §2.2-4311.1 of the Code of Virginia, 1950, as amended, the Contractor acknowledges 
that it does not, and shall not during the performance of this Contract for goods and/or services in the 
Commonwealth, knowingly employ an unauthorized alien as that term is defined in the federal 
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Immigration Reform and Control Act of 1986.  
 
12. DRUG-FREE WORKPLACE TO BE MAINTAINED BY CONTRACTOR  
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 by Arlington County in accordance with the 
Arlington County Purchasing Resolution, the employees of which contractor 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.  
 
13. INDEMNIFICATION 
The Contractor covenants for itself, its employees, and subcontractors to save, defend, hold harmless and 
indemnify the County, and all of its elected and appointed officials, officers, current and former 
employees, agents, departments, agencies, boards, and commissions (collectively the “County” for 
purposes of this section) from and against any and all claims made by third parties or by the County for 
any and all losses, damages, injuries, fines, penalties, costs (including court costs and attorney’s fees), 
charges, liability, demands or exposure, however caused, resulting from, arising out of, or in any way 
connected with the Contractor’s acts or omissions, including the acts or omissions of its employees and/or 
subcontractors, in performance or nonperformance of the work called for by the Contract Documents.  
This duty to save, defend, hold harmless and indemnify shall survive the termination of this Contract.  If, 
after notice by the County, the Contractor fails or refuses to fulfill its obligations contained in this section, 
the Contractor shall be liable for and reimburse the County for any and all expenses, including, but not 
limited to, reasonable attorneys’ fees incurred, and any settlements or payments made.  The Contractor 
shall pay such expenses upon demand by the County, and failure to do so may result in such amounts 
being withheld from any amounts due to Contractor under this Contract. 
 
14. RELATION TO COUNTY 
The Contractor is an independent contractor and neither the Contractor nor its employees or 
subcontractors will, under any circumstances, be considered employees, servants or agents of the County.  
The County will not be legally responsible for any negligence or other wrongdoing by the Contractor, its 
employees, servants or agents.  The County will not withhold payments to the Contractor for any federal 
or state unemployment taxes, federal or state income taxes, Social Security tax, or any other amounts for 
benefits to the Contractor.  Furthermore, the County will not provide to the Contractor any insurance 
coverage or other benefits, including workers' compensation, normally provided by the County for its 
employees. 
 
15. DISPUTE RESOLUTION 
All disputes arising under this Contract, or its interpretation, whether involving law or fact, or extra work, 
or extra compensation or time, and all claims for breach of contract shall be submitted to the Project 
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Officer for decision at the time of the occurrence or beginning of the work upon which the claim is based, 
whichever occurs first.  Any such claim shall state the facts surrounding it in sufficient detail to identify it, 
together with its character and scope.  In accordance with the Arlington County Purchasing Resolution, 
claims denied by the Project Officer may be submitted to the County Manager in writing no later than 
sixty (60) days after final payment.  The time limit for final written decision by the County Manager in the 
event of a contractual dispute, as that term is defined in the Arlington County Purchasing Resolution, is 
fifteen (15) days.  Procedures for considering contractual claims, disputes, administrative appeals, and 
protests are contained in the Arlington County Purchasing Resolution, which is incorporated herein by this 
reference.  A copy of the Arlington County Purchasing Resolution is available upon request from the Office 
of the Purchasing Agent.  The Contractor shall not cause a delay in the Work pending any decision of the 
Project Officer, County Manager, County Board, or a court of law. 
 
16. APPLICABLE LAW, FORUM, VENUE AND JURISDICTION 
This Contract and the work performed hereunder shall be governed in all respects by the laws of the 
Commonwealth of Virginia, and the jurisdiction, forum, and venue for any litigation with respect thereto 
shall be in the Circuit Court for Arlington County, Virginia, and in no other court.  In performing its Work 
pursuant to this Contract, the Contractor shall comply with applicable federal, state, and local laws, 
ordinances and regulations. 
 
17. FORCE MAJEURE 
The Contractor shall not be held responsible for failure to perform the duties and responsibilities imposed 
by this Contract if such failure is due to fires, riots, rebellions, natural disasters, wars, acts of terrorism, or 
an act of God beyond control of the Contractor, and outside and beyond the scope of the Contractor’s 
then current, by industry standards, disaster plan, that make performance impossible or illegal, unless 
otherwise specified in the Contract. 
 
The County shall not be held responsible for failure to perform its duties and responsibilities imposed by 
the Contract if such failure is due to fires, riots, rebellions, natural disasters, wars, acts of terrorism, or an 
act of God beyond control of the County that make performance impossible or illegal, unless otherwise 
specified in the Contract. 
 
18. NOTICES 
Unless otherwise provided herein, all notices and other communications required by this Contract shall 
be deemed to have been given when made in writing and either (a) delivered in person, (b) delivered by 
an agent, such as an overnight or similar delivery service, or (c) deposited in the United States mail, 
postage prepaid, certified or registered, addressed as follows: 
 
 

Contact Information for the Contractor: 
 
Lisa Martin, CEO 
Leapfrog Solutions Acquisitions, LLC dba Leapfrog Solutions, Inc.  
1700 Diagonal Road 
Suite 450   
Alexandria, VA 22314 
Phone: (703) 273-7900 ext. 103 
Email: lmartin@leapfrogit.com 
 



6 
Agreement No. 20-083-R-3 

Contact Information for Arlington County: 
 
Andrew Hartsig, Project Officer  
Arlington County Government  
2100 Clarendon Boulevard, Suite 700 

  Arlington, VA 22201 
  Phone: 703-228-3787 

Email: ahartsig@arlingtonva.us  
 
AND  
 
Sharon Lewis, Purchasing Agent 
Arlington County Government 
Office of the Purchasing Agent  
2100 Clarendon Boulevard, Suite 500 
Arlington, Virginia 22201 
Email: slewis1@arlingtonva.us   

 
 

19. ARLINGTON COUNTY BUSINESS LICENSES 
The Contractor must comply with the provisions of Chapter 11 (“Licenses”) of the Arlington County Code, 
if applicable.  For information on the provisions of that Chapter and its applicability to this Contract, the 
Contractor must contact the Arlington County Business License Division, Office of the Commissioner of 
the Revenue, 2100 Clarendon Blvd., Suite 200, Arlington, Virginia, 22201, telephone number (703) 228-
3060. 
 
20. INSURANCE REQUIREMENTS  
The Contractor shall provide to the County Purchasing Agent a Certificate of Insurance indicating that the 
Contractor has in force the coverage types and minimum amounts below prior to the start of any Work 
under this Contract and upon any contract extension.  
 
Arlington County, and its officers, elected and appointed officials, employees, and agents shall be named 
as additional insureds on all policies, except Workers Compensation, Auto, and Professional Liability.  A 
copy of the Additional Insured endorsement, or an “Acord” certificate with the additional insured 
endorsement box checked for all policies that include an additional insured endorsement, must be 
provided by the Contractor to the County Purchasing Agent prior to the execution of this Contract and 
any Contract extension. Failure to provide such documentation shall result in cancellation of the award or 
of the Contract.   
 
The Contractor agrees to maintain such insurance until the completion of this Contract or as otherwise 
stated in the Contract Documents.  All required insurance coverages must be acquired from insurers 
authorized to do business in the Commonwealth of Virginia, with a rating of “A-“or better and a financial 
size of “Class VII” or better in the latest edition of the A.M. Best Co. Insurance Guides, and acceptable to 
the County.   
 
21. COUNTERPARTS 
This Agreement may be executed in one or more counterparts and all of such counterparts shall together 
constitute one and the same instrument. Original signatures transmitted and received via facsimile or 
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other electronic transmission, (e.g., PDF or similar format) are true and valid signatures for all purposes 
hereunder and shall be effective as delivery of a manually executed original counterpart.  
 
WITNESS these signatures: 
 
THE COUNTY BOARD OF ARLINGTON  LEAPFROG SOLUTIONS ACQUISITIONS, LLC  
COUNTY, VIRGINIA    DBA LEAPFROG SOLUTIONS, INC.  
       
AUTHORIZED     AUTHORIZED 
SIGNATURE:       SIGNATURE:        
 
NAME:  ___________________________ NAME AND 
TITLE:   ___________________________ TITLE:         
 
DATE:        DATE:         
 

 

 

 

 

 

Robert W. Sprague, CEO

October 7, 2019

mhurley1
Typewritten Text
Meloni Hurley

mhurley1
Typewritten Text
Assistant Purchasing Agent

mhurley1
Typewritten Text
November 16, 2019



     EXHIBIT A











 

 
PRE-PROPOSAL CONFERENCE 

 
RFP 2000002502 

 
 
An optional pre-proposal conference will be held at 10:00 AM on March 20, 2018 at 
the Fairfax County Government Center, 12000 Government Center Parkway, 
Conference Room 7, Fairfax Virginia. The purpose of this conference is to allow 
potential offerors an opportunity to present questions and obtain clarification 
relative to any facet of this solicitation. 
 
While attendance at this conference will not be a prerequisite to submitting a 
proposal, offerors who intend to submit a proposal are encouraged to attend. Bring 
a copy of the solicitation with you. Any changes resulting from this conference will 
be issued in a written addendum to the solicitation. 
 
All questions pertaining to this RFP should be submitted in writing to the contract 
specialist at dpmmteam3@fairfaxcounty.gov prior to the pre-proposal conference. 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 EXHIBIT B



 

FAIRFAX
COUNTY

V  I  R  G  I  N  I  A                  TELEPHONE: (703) 324-3201  FAX: (703) 324-3228  TTY: 711 

ISSUE DATE: 
March 6, 2018 

REQUEST FOR PROPOSAL NUMBER: 
2000002502 

TITLE: Marketing and Communication Services 

DEPARTMENT: 
Office of Public Affairs 

DUE DATE/TIME: 
April 3, 2018 at 2:00pm 

CONTRACT SPECIALIST : Derek D. Solomon at 
703-324-3603 or derek.solomon@fairfaxcounty.gov 

Proposals - In accordance with the following and in compliance with all terms and conditions, unless otherwise noted, the 
undersigned offers and agrees, if the proposal  is accepted, to furnish items or services for which prices are quoted, delivered or 
furnished to designated points within the time specified.  It is understood and agreed that with respect to all terms and conditions 
accepted by Fairfax County the items or services offered and accompanying attachments shall constitute a contract. 

Note: Fairfax County does not discriminate against faith-based organizations in accordance with the Code of Virginia, § 2.2-4343.1 
or against a bidder or offeror because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by 
state law relating to discrimination in employment in the performance of its procurement activity.  

 
NAME AND ADDRESS OF FIRM: 
 

 
Telephone/Fax No.: 

 
 

 
 

 
E-Mail Address: 

 
 

 
 

 
Federal Employer Identification No or  

 
 

 
 

 
Federal Social Security No.(Sole 

Proprietor) 

 
 

 
 

 
Prompt Payment Discount: 

 
__% for payment within ___days/net 
___ days 

 
 

 
State Corporation Commission (SCC) 

Identification No. 

 
 

By signing this proposal, Offeror certifies, acknowledges, understands, and agrees to be bound by the 
conditions set forth in the General Conditions and Instructions to Bidders as described in Appendix A, the 
Certification Regarding Ethics in Public Contracting set forth in Appendix B, and any other relevant 
certifications set forth in Appendix B. 

BUSINESS CLASSIFICATION  Described in Appendix B - CHECK ONE:   LARGE (Y)  SMALL (B) 

  MINORITY-OWNED SMALL (X)   MINORITY OWNED LARGE (V)    WOMEN-OWNED SMALL (C) 

  WOMEN OWNED LARGE (A)    NON PROFIT (9) 

CHECK ONE:   INDIVIDUAL    PARTNERSHIP    CORPORATION 
  State in which Incorporated:  

    
Vendor Legally Authorized 

Signature 
 Date   

    
Print Name and Title    

Sealed proposals subject to terms and conditions of this Request for Proposal will be received by the Fairfax County Purchasing 
Agent at 12000 Government Center Parkway, Suite 427, Fairfax, Virginia 22035-0013 until the date/time specified above. 
 

AN EQUAL OPPORTUNITY PURCHASING ORGANIZATION 

(DPMM32) rev 08/2013       
 

DEPARTMENT OF PROCUREMENT AND MATERIAL MANAGEMENT
12000 GOVERNMENT CENTER PARKWAY, SUITE 427

FAIRFAX, VIRGINIA 22035-0013 
 

www.fairfaxcounty.gov/dpmm 
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1. SCOPE OF SERVICES: 

1.1. The purpose of this Request for Proposal is to solicit sealed proposals to establish a contract or 
contracts through competitive negotiation for the provision of one or more of the identified 
marketing and communication services for the County of Fairfax, Virginia. These services will be 
on an as needed basis for a variety of occasions. 

 
1.2. Offeror may submit a proposal for one or more of the tasks listed in Section 5.1. through 5.7. 

Offeror must submit a proposal for all three subcategories of Task 5.4., Publication Production, if 
submitting a proposal for Task 5.4.  

 
1.3. Federal funds may be expended under the resulting contract; therefore the Contractor shall be 

bound by the attached Federal Grant Terms and Conditions (Appendix C) without exception. 
 

1.4. The successful offeror(s) agree that all materials, work products and other deliverables to be 
produced or provided under a resulting contract and all intellectual property rights in or related to 
the deliverables shall become and remain the sole and exclusive property of Fairfax County. The 
successful offeror(s) will be required to assign all right, title, and interest in and to all of the 
foregoing to Fairfax County. As owner of the deliverables and related intellectual property rights, 
Fairfax County may:  

 
a. obtain and hold copyrights, patents or such other registrations or intellectual 

property protections with respect to the deliverables as may be desirable or 
appropriate;  

b. adapt, change, modify, edit or use the deliverables as Fairfax County sees fit, 
including in combination with the works of others; 

c. prepare derivative works based on the deliverables and publish, display and 
distribute any deliverable(s) in any medium; and  

d. sell, license, sublicense, lease, or permit others to use the deliverables and any 
intellectual property rights therein or related thereto, all without payment of any 
additional compensation to vendor. 

 
2. PRE-PROPOSAL CONFERENCE: 
 

2.1. An optional pre-proposal conference will be held on March 20, 2018 at 10:00 A.M. in the Fairfax 
County Government Center, Conference Center Room 7 , 12000 Government Center Parkway, 
Fairfax, Virginia. To request reasonable ADA accommodations, call the Department of 
Procurement and Material Management ADA representative at (703) 324-3201 or TTY 711. 
Please allow seven working days in advance of the event to make the necessary arrangements.  

 
2.2. The purpose of the pre-proposal conference is to give potential offerors an opportunity to ask 

questions and to obtain clarification about any aspect of this Request for Proposal. Offerors may 
submit any questions pertaining to the RFP, in writing, prior to the pre-proposal conference to 
derek.solomon@fairfaxcounty.gov. 

 
3. CONTRACT PERIOD AND RENEWAL: 
 

3.1. This contract will begin on May 24, 2018, or date of award, whichever is later, and terminate on 
May 31, 2020. 

 
3.2. Automatic renewals are prohibited. Contract renewals must be authorized by and coordinated 

the contract 
for an additional three (3) years, one (1) year at a time based on satisfactory Contractor 
performance and if agreeable to all parties. 
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3.3. The obligation of the County to pay compensation due the contractor under the contract or any 
other payment obligations under any contract awarded pursuant to this Request for Proposal is 
subject to appropriations by the Fairfax County Board of Supervisors to satisfy payment of such 
obligations. uent fiscal years are 
dependent upon the same action. If such an appropriation is not made for any fiscal year, the 
contract shall terminate effective at the end of the fiscal year for which funds were appropriated 
and the County will not be obligated to make any payments under the contract beyond the 
amount appropriated for payment obligations under the contract. The County will provide the 
contractor with written notice of non-appropriation of funds within thirty (30) calendar days after 
action is complet
notice shall not extend the contract into a fiscal year in which sufficient funds have not been 
appropriated. 
 

4. BACKGROUND: 
 

4.1. The Office of Public Affairs (OPA) provides essential information to the public, elected and 
appointed officials, County departments and the media concerning County programs and 
services. It serves as the central communication office for the County. The services of OPA are 
divided into three primary areas: external, internal and emergency communications. OPA 
collaborates with other County departments and acts as consultant for communication and event-
related issues for about 30 agencies that do not have information officers within the agency. In 
addition, approximately 20 agencies have information officers assigned specifically to provide 
communication support for their individual agencies. 

 
5. TASKS TO BE PERFORMED: 
 
 Qualified offerors are encouraged to submit a proposal for one or more of the following services: 
 

5.1. Outreach Campaigns: Under direction of OPA staff or the agency information officer, assist 
County agencies in developing comprehensive internal and external communication plans.  
Duties may include, but are not limited to: 
 

a. Conduct necessary research and gather data; 
b. Identify communication goals and objectives, key messages, and measures for 

success; 
c. Develop plans based on available funding and staff resources; 
d. Produce collateral associated with the campaign 
e. Review and revise plan(s) as needed. 

 
5.2. Social Media: Under the direction of OPA staff or the agency information officer, provide 

comprehensive and/or select social media support for programs, initiatives and events. Duties 
may include, but are not limited to: 

 
a. Provide strategic counsel for official/approved social media accounts/efforts in line 

with county policies and procedures, provided in Exhibit A; offeror cannot start 
social media accounts on behalf of the county. 

b. Create tactical social media content, including text, graphics and photos, for 
approved county social media accounts. 

c. Analyze content/campaign performance and provide metrics reports.  
d. Align social media efforts with overall communications planning, web content 

development, paid advertising, media relations, big/open data initiatives and other 
efforts. 

e. Provide best practice industry research and trends for staff to consider within 
county policies and procedures, provided upon contract award. 
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5.3. Web Writing and Design: Under direction of OPA staff or the agency information officer, write, 
edit, and produce copy for the Web. Duties may include, but are not limited to: 

 
a.  
b. Offeror cannot start 

.com, .org, or other separate websites. 
c. Locate appropriate photos and create graphic elements to illustrate and enhance 

product; 
d. Research and provide examples of web page designs that can be adapted to 

follow Fairfax County web design guidelines; 
e. Create content that meets Fairfax Cou , provided in 

Exhibit B. 
 

5.4. Publication production: Under direction of OPA staff or the agency information officer, produce 
publication materials for review. Duties may include, but are not limited to: 

 
a. Writing text: Prepare text for a variety of publications and marketing materials for review. 

Duties may include, but are not limited to: 
 

1. Meet with key personnel to determine information to be included, reviewing 
text with them and receive approvals for content; 

2. Write and edit content from available resources, background materials, 
research or interviews with appropriate contacts as determined by the 
appropriate County staff person; 

3. Provide outlines and drafts throughout the process; 
4. Provide final drafts that incorporate the comments and revisions of key 

personnel; 
5. Design formats and develop marketing brands for brochures, newsletters, or 

other publications and coordinating with graphic designer to develop the 
product; 

6. Customize publications for key market segments. 
 

b. Copy editing and proofing. Duties may include, but are not limited to: 
 

1. Check publications and other materials for spelling, grammar, punctuation, 
usage and typographical errors; 

2. Ensure consistency with appropriate style guide  Associated Press 
Stylebook (AP) for general publications and media materials and the Gregg 
Reference Manual for business communications; 

3. Suggest changes to improve clarity and consistency; 
4. Ensure compliance with the Fairfax County Communication Toolkit, 

reference Exhibit C. 
 

c. Graphic Design and Printing: Provide graphic design for a variety of formats for review. 
Duties may include, but are not limited to:   

 
1. Design publications such as brochures, newsletters, fliers, invitations, 

programs, and display materials using Adobe CreativeSuite or Microsoft 
Publisher; 

2. Design promotional materials  e.g. magnets, bookmarks, fans, pens, 
calendars, etc.; 

3. Design logos, brand identities and marketing campaigns; 
4. Format text into graphic design; 
5. Prepare publications for production; 
6. Locate appropriate photos and other graphic elements to illustrate and 

enhance product; 
7. Work with the Fairfax County Print Shop to ensure accurate and timely 

printing and distribution. Successful Offeror must familiarize themselves with 
 materials to fit within their 

capabilities, when possible. 
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5.5. Event Planning: Under direction of OPA staff or the agency information officer, assist with 
concept development and implementation of various tasks for County ceremonies and events. 
Duties may include, but are not limited to: 

 
a. Coordinate activities with the organizing group or committee; 
b. Develop marketing strategies and developing logos, appropriate themes, slogans 

and messages; 
c. Design invitations, fliers, registration materials, promotional and display materials, 

participant evaluations, and programs; 
d. Write and/or edit copy for printed materials, news releases and the web;  
e. Write and/or edit talking points for designated speakers; 
f. Determine and handle event logistics including facilities, technology, audio-visual 

needs, food, publications, registration, staffing, display materials, handout 
materials, event schedule, and order of speakers; and 

g. Provide staff to plan and support the event. 
 

5.6. Photography: Under direction of OPA staff or the agency information officer, photograph events, 
subjects and other assignments for a variety of uses. Duties may include, but are not  limited to: 

 
a. Take photographs at County events, summits or forums in varied locations; 
b. Photograph County officials and staff; 
c. Provide photographs in varied formats (e.g., jpg, gif, tiff, bmp) for different uses 

(e.g., publications, Web, social media); 
d. Coordinate with staff on concept and requirements for photography;  
e. Provide own photography equipment; 
f. Provide availability on short notice; and 
g. Ability to modify and enhance pictures using Photoshop or other editing software. 

 
5.7. Research: Under direction of OPA staff or the agency information officer, research topics for 

various uses. Duties may include, but are not limited to: 
 

a. Use standard resources (e.g., online, library, records, County information and 
publications, media) to provide background and information; 

b. Interview appropriate information sources; 
c. Find appropriate photos and graphics; 
d. Compile research in appropriate format for usage; 
e. Gather and evaluate publications and Web sites; and 
f. Provide research on market segments for outreach. 

 
6. TECHNICAL PROPOSAL INSTRUCTIONS: 
 

6.1. The offeror must submit the Technical Proposal in a separate binder containing the following 
information. This information will be considered the minimum content of the proposal. Proposal 
contents shall be arranged in the same order and identified with headings as presented herein. 

 
a. Name of firm submitting proposal; main office address; when organized; if a 

corporation, when and where incorporated; appropriate Federal, State, and County 
registration numbers.  

 
b. Understanding of the problem and technical approach. 

 
1. Statement and discussion of the requirements as they are analyzed by the 

offeror. 
 

2. Offeror's proposed definitive Scope of Work with explanation of technical 
approaches and a detailed outline of the proposed program for executing 
the requirements of the technical scope and achieving project objectives. 

 
3. Portfolio samples and other graphic representations of previous work. 

 
4. Offeror should demonstrate an awareness of difficulties in the completion of 

this undertaking, and a plan for surmounting them. Special attention should 
be given to methodological issues that will be encountered in such a project. 
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6.2. Preliminary Work Plan:
 

The offeror must present a description of the phases or segments into which the proposed 
program can logically be divided and performed, together with flow charts. The technical narrative 
should address separately each of the tasks described in the Request for Proposal and 
responses should be keyed to appropriate paragraph numbers. This section should also contain a 
discussion of any changes proposed by the offeror that substantially differs from the project 
scope described in these Special Provisions. 

 
This section should include detailed descriptions of activities that are to occur, significant 
milestones, and anticipated deliverables. 

 
6.3. Treatment of the Issues: 

 
In this section, the offeror may also comment if deemed appropriate, on any aspect of the 
Request for Proposal, including suggestions on possible alternative approaches to the coverage, 

section, and may propose alternative approaches. 
 

6.4. Statement of Qualifications: 
 
The statement of Qualifications must include a description of organizational and staff experience, 
and resumes of proposed staff. 

 
a. Organizational Experience: Offerors must describe their qualifications and 

experience to perform the work described in this Request for Proposal.  
Information about experience should include direct experience with the specific 
subject matter. 

 
b. References: Provide a minimum of two references and they may be from Fairfax 

County and/or Fairfax County Public Schools. Special notation must be made of 
similar or related programs performed and must include organization names, 
addresses, names of contact persons, and telephone numbers for such reference. 

 
c. Personnel:  Full-time and part-time staff, proposed consultants and subcontractors 

who may be assigned direct work on this project should be identified.  Information 
is required which will show the composition of the task or work group, its specific 
qualifications, and recent relevant experience. Special mention shall be made of 
direct technical supervisors and key technical personnel, and approximate 
percentage of the total time each will be available for this project. The technical 
areas, character and extent of participation by any subcontractor or consultant 
activity must be indicated and the anticipated sources will be identified. 

 
Resumes of staff and proposed consultants are required indicating education, 
background, recent relevant experience with the subject matter of the project. 
Current telephone numbers must be included. 

 
d. A staffing plan 

to accomplish this work. The staffing plan should indicate a chart that partitions the 
time commitment of each professional staff member across the proposed tasks 
and a timeline for the project. It is mandatory that this section identify the key 
personnel who are to work on the project, their relationship to be contracting 
organization, and amount of time to be devoted to the project. This includes 
Consultants as well as regular employees of the offeror, if relevant. 

 
e. Financial Statements:  The offeror shall provide an income statement and balance 

sheet from the most recent reporting period. 
 

6.5. The personnel named in the technical proposal will remain assigned to the project throughout the 
period of this contract. No diversion or replacement may be made without submission of a 
resume of the proposed replacement with final approval being granted by the County Purchasing 
Agent. 
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7. CONSULTATION SERVICES:
 
7.1. The cont -needed basis 

between 8:00 AM and 5:00 PM, Eastern Time, Monday through Friday. 
 

8. COST PROPOSAL INSTRUCTIONS: 
 
8.1. The offeror must submit a cost proposal in a separate binder fully supported by cost and pricing 

data adequate to establish the reasonableness of the proposed fee. The following information 
should be submitted as part of the cost proposal: 

 
The cost of each task or segment of the task shall be itemized. 

 
a. Offerors must provide a price breakdown for each service separately as well as 

totals for services provided together if price differ. 
 
b. Breakdown of direct labor and labor overhead costs including number of man-

hours and applicable actual or average hourly rates, overhead rate and supporting 
schedule. 

 
c. Travel and per diem or subsistence costs, if any supported by breakdown including 

destination, duration and purpose. 
 
d. Breakdown of other expenses such as clerical support, other overhead costs, 

supplies, etc. 
 

Caution: Failure to break down cost elements may render the Cost proposal non-
responsive.  

 
9. PRICING: 

 
9.1. The subsequent contract will be a hourly labor rate fee for service agreement. The fee(s) will 

remain firm and will include all charges that may be incurred in fulfilling the requirements of the 
contract during the first 365 days. Changes in cost for any subsequent contract years may be 
based on the Consumer Price Index (CPI-U) or other relevant indices. 

 
9.2. The request for a change in the unit price shall include as a minimum, (1) the cause for the 

adjustment; (2) proposed effective date; and, (3) the amount of the change requested with 
documentation to support the requested adjustment (i.e., appropriate Bureau of Labor Statistics, 
Consumer Price Index (CPI-U), change in manufacturer's price, etc.). 

 
9.3. Price decreases shall be made in accordance with paragraph 39 of the General Conditions & 

Instructions to Offerors. (Appendix A) 
 

10. TRADE SECRETS/PROPRIETARY INFORMATION: 
 
10.1. Trade secrets or proprietary information submitted by an offeror in connection with a procurement 

transaction shall not be subject to public disclosure under the Virginia Freedom of Information 
Act; however, offerors must invoke the protections of this section prior to or upon submission of 
the data or other materials.  

10.2. The offeror must identify the data or other materials to be protected and state the reasons 
why protection is necessary. Disposition of material after award(s) should be stated by the 
offeror. 

 
10.3. Appendix B (Request for Protection of Trade Secrets or Proprietary Information) is provided as a 

courtesy to assist offerors desiring to protect trade secrets or proprietary information from 
disclosure under the Virginia Freedom of Information Act. 

 
10.4. The classification of an entire proposal document, line item prices, and/or total proposal prices as 

proprietary or trade secrets is not acceptable and may result in rejection of the proposal. 
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11. CONTACT FOR CONTRACTUAL MATTERS: 

11.1. All communications and requests for information and clarifications shall be directed to the 
following procurement official: 
 

Derek D. Solomon, Contract Specialist 
Department of Procurement and Material Management 
Telephone:  (703) 324-3603     
E-mail: derek.solomon@fairfaxcounty.gov 
 

11.2. No attempt shall be made by any offeror to contact members of the Selection Advisory 
Committee (SAC) about this procurement (see paragraph 16.3).  
 

12. REQUIRED SUBMITTALS: 
 
12.1. Each Offeror responding to this Request for Proposal must supply all the documentation required 

in the RFP.  Failure to provide documentation with the Offeror's response to the RFP will result in 
the disqualification of the Offeror's proposal. 
 

13. SUBMISSION OF PROPOSAL: 
 
13.1. One (1) original (duly marked) and five (5) copies of the Technical proposal, and one (1) original 

(duly marked) and five (5) copies of the Cost proposal (Appendix B) shall be delivered to the 
following address in sealed envelopes or packages with the proposal number, title and the 
offerors name and address on the outside. Electronically stamped delivery receipts are available. 

 
Department of Procurement and Material Management 
12000 Government Center Parkway, Suite 427 
Fairfax, Virginia 22035-0013 
Telephone: 703-324-3201 

 
13.2. Offerors are reminded that changes to the request for proposal, in the form of addenda, are often 

issued between the issue date and within three (3) days before the due date of the solicitation. All 
addenda MUST be signed and submitted to the Department of Procurement and Material 
Management, 12000 Government Center Parkway, Suite 427, Fairfax, VA 22035 before the due 
date/time or must accompany the proposal. Notice of addenda will be posted on eVA and the 
DPMM current solicitation webpage. 
the most current addenda at http://www.fairfaxcounty.gov/solicitations. 

 
13.3. It is the Offeror's responsibility to clearly identify and to describe the services being offered in 

response to the Request for Proposal. Offerors are cautioned that organization of their response, 
as well as thoroughness is critical to the County's evaluation process. The RFP forms must be 
completed legibly and in their entirety; and all required supplemental information must be 
furnished and presented in an organized, comprehensive and easy to follow manner. 

 
13.4. Unnecessarily elaborate brochures of other presentations beyond that sufficient to present a 

complete and effective proposal is not desired. Elaborate artwork, expensive paper, bindings, 
visual and other presentation aids are not required. The County encourages the use of  recycled 
paper, therefore it is urged that proposals be submitted on paper made from or with recycled 
content and be printed on both sides.   

 
13.5. Each original and set of the five (5) copies of the proposal shall consist of: 

 
a. Cover sheet (DPMM32) 
 
b. Technical proposal as required in the Special Provisions, paragraph 6, 

TECHNICAL PROPOSAL INSTRUCTIONS. 
 
c. Cost proposal as required in the Special Provisions, paragraph 8, COST 

PROPOSAL INSTRUCTIONS. (Appendix B should be included in the Cost 
proposal). 
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13.6. By executing the cover sheet (DPMM32), Offeror acknowledges that they have read this Request 
for Proposal, understand it, and agree to be bound by its terms and conditions. Proposals may be 
submitted by mail or delivered in person.   
 

14. LATE PROPOSALS:    
 
14.1. Proposals received in the Office of the County Purchasing Agent after the date and time 

prescribed shall not be considered for contract award and shall be returned to the offeror.   
 

15. PERIOD THAT PROPOSALS REMAIN VALID: 
 

15.1. Proposals will remain valid for a period of one-hundred and twenty days (120) calendar days after 
the date specified for receipt of proposals.   

 
16. BASIS FOR AWARD: 

 
16.1. This Request for Proposal is being utilized for competitive negotiation. Under the competitive 

negotiation process, a contract may be awarded to the responsible offeror whose proposal is 
determined to be the most advantageous to the County, taking into consideration price and the 
evaluation factors set forth in the Request for Proposal. The County reserves the right to make 
multiple awards as a result of this solicitation. 
 

16.2. A Selection Advisory Committee has been established to review and evaluate all proposals 
submitted in response to this Request for Proposal. The Committee shall conduct a preliminary 
evaluation of all proposals on the basis of the information provided with the proposal, and the 
evaluation criteria listed below.  Based upon this review, the cost proposals of the highest rated 
offeror(s) will then be reviewed. 

 
16.3. No Offeror, including any of their representatives, subcontractors, affiliates and interested parties, 

shall contact any member of the Selection Advisory Committee or any person involved in the 
evaluation of the proposals. Selection Advisory Committee members will refer any and all calls 
related to this procurement to the procurement official named in 11.1 above. Failure to comply 
with this directive may, at the sole discretion of the County, result in the disqualification of an 
offeror from the procurement process.  

 
16.4. Based on the results of the preliminary evaluation, the highest rated offeror(s) may be invited by 

the County Purchasing Agent to make oral presentations to the Selection Advisory Committee.  
This committee will then conduct a final evaluation of the proposals.  Selection shall be made of 
two or more offerors deemed to be fully qualified and best suited among those submitting 
proposals, on the basis of the factors involved in the Request for Proposal, including price if so 
stated in the Request for Proposal. Negotiations shall then be conducted with each of the offerors 
so selected.  After negotiations have been conducted with each offeror so selected, the County 
shall select the offeror which, in its opinion, has made the best proposal, and shall award the 
contract to that offeror.  

 
16.5. Should the County determine in writing and in its sole discretion that only one offeror is fully 

qualified, or that one offeror is clearly more highly qualified than the others under consideration, a 
contract may be negotiated and awarded to that offeror.  The Committee will make appropriate 
recommendations to the County Executive and Board of Supervisors, if appropriate, prior to 
actual award of contract. 

 
16.6. Proposal Evaluation Criteria 

 
The following factors will be considered in the award of this contract: 

 
a. Demonstrated ability to provide the Special Provisions, Section 5, TASKS TO BE 

PERFORMED. (35 Points) 
 
b. Demonstrated understanding of the problem and technical approach. (Refer to 

Paragraph 6.1.b.) (20 Points) 
 

c. Demonstrated qualification of firm with appropriately qualified and experienced 
personnel. (Refer to Paragraph 6.4) (25 Points) 

 
d. Reasonableness of cost proposal(s). (20 Points) 
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16.7. Fairfax County reserves the right to make on-site visitations to assess the capabilities of individual 
offerors and to contact references provided with the proposal. 

16.8. The County Purchasing Agent may arrange for discussions with firms submitting proposals, if 
required, for the purpose of obtaining additional information or clarification. 

 
16.9. Offerors are advised that, in the event of receipt of an adequate number of proposals, which, in 

the opinion of the County Purchasing Agent, require no clarifications and/or supplementary 
information, such proposals may be evaluated without further discussion. Consequently, offerors 
should provide complete, thorough proposals with the offerors most favorable terms.  Should 
proposals require additional clarification and/or supplementary information, offerors should submit 
such additional material in a timely manner. 

 
16.10. Proposals which, after discussion and submission of additional clarification and/or supplementary 

information, are determined to meet the specifications of this Request for Proposal will be 
classified as "acceptable". Proposals found not to be acceptable will be classified as 
"unacceptable" and no further discussion concerning same will be conducted. 

 
16.11. The County may cancel this Request for Proposal or reject proposals at any time prior to an 

award, and is not required to furnish a statement of the reasons why a particular proposal was not 
deemed to be the most advantageous. 
 

17. INSURANCE: 
 
17.1. The contractor is responsible for its work and for all materials, tools, equipment, appliances, and 

property of any and all description used in connection with the project, whether owned by the 
contractor or by the County. The contractor assumes all risks of direct and indirect damage or 
injury to any person or property wherever located, resulting from any action, omission, 
commission or operation under the contract, or in connection in any way whatsoever with the 
contracted work. 
 

17.2. The Contractor shall, during the continuance of all work under the Contract provide the following: 
 

a. Maintain statutory Worker's Compensation and Employer's Liability insurance in limits of not 
less than $100,000 to protect the Contractor from any liability or damages for any injuries 
(including death and disability) to any and all of its employees, volunteers, or subcontractors, 
including any and all liability or damage which may arise by virtue of any statute or law in 
force within the Commonwealth of Virginia, or which may be hereinafter enacted. 

 
b. The contractor agrees to maintain Commercial General Liability insurance in the amount of 

$1,000,000 per occurrence/aggregate, to protect the contractor, its subcontractors, and the 
interest of the County, against any and all injuries to third parties, including bodily injury and 
personal injury, wherever located, resulting from any action or operation under the contract or 
in connection with contracted work. 

 
c. The contractor agrees to maintain owned, non-owned, and hired Automobile Liability 

insurance, in the amount of $1,000,000 per occurrence/aggregate, including property 
damage, covering all owned, non-owned borrowed, leased, or rented vehicles operated by 
the Contractor.   

 
d. Liability insurance may be arranged by General Liability and Automobile Liability policies for 

the full limits required, or by a combination of underlying Liability policies for lesser limits with 
the remaining limits provided by an Excess or Umbrella Liability policy. 

 
e. Rating Requirements: 

 
1. The Contractor agrees to provide insurance issued by companies admitted within the 

Commonwealth of Virginia, with the Best's Key Rating of at least A: VI.   
 

2. European markets including those based in London, and the domestic surplus lines 
markets that operate on a non-admitted basis are exempt from this requirement provided 
that the contractor's broker can provide financial data to establish that a market is equal 
to or exceeds the financial strengths associated with the A.M. Best's rating of A:VI or 
better. 

 
f. Indemnification: Article 63 of the General Conditions and Instructions to Bidders (Appendix A) 

shall apply. 
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g. The Contractor will provide an original, signed Certificate of Insurance citing the contract 
number and such endorsements as prescribed herein, and shall have it filed with the County 
Purchasing Agent and/or Risk Manager before any work is started. 

 
h. If the Contractor delivers services from a County-leased facility, the Contractor is required to 

carry property insurance on all equipment, to include County-owned installed and maintained 
equipment used by the contractor while in their care, custody and control for use under this 
contract. 

 
17.3. No change, cancellation, or non-renewal shall be made in any insurance coverage without a 

thirty-five-day written notice to the County Purchasing Agent and/or Risk Manager. The 
Contractor shall furnish a new certificate prior to any change or cancellation date.  The failure of 
the Contractor to deliver a new and valid certificate will result in suspension of all payments until 
the new certificate is furnished. 
 

17.4. Precaution shall be exercised at all times for the protection of persons (including employees) and 
property. 
 

18. METHOD OF ORDERING: 
 
18.1. The County may use two (2) different methods of placing orders from the final contract: Purchase 

ards. 
 
18.2. A Purchase Order (PO) may be issued to the contractor on behalf of the County agency ordering 

the items/services covered under this contract.  An issued PO will become part of the resulting 
contract.  The purchase order indicates that sufficient funds have been obligated as required by 
Title 15.2-1238 of the Code of the Commonwealth of Virginia. 

 
18.3. Procurement Card orders and payments may also be made by the use of a Fairfax County or 

Fairfax County Card is currently a Master 
Card. Contractors are encouraged to accept this method of receiving orders.   

 
18.4. Regardless of the method of ordering used, solely the contract and any modification determine 

performance time and dates. 
 
18.5. Performance under this contract is not to begin until receipt of the purchase order, Procurement 

Card order, or other notification to proceed by the County Purchasing Agent and/or County 
agency to proceed. Purchase requisitions shall not be used for placing orders. 

 
19. REPORTS: 

 
19.1. The Contractor must maintain all records in compliance with federal and state regulations.  
 

20. INVOICING: 
 
20.1. The Contractor must invoice each County department using the final contract separately.  

Invoices for all users of the contract must meet County requirements, unless otherwise indicated. 
The Contractor must send each department an itemized monthly invoice (or as agreed to 
between the parties), which must include the information listed below: 
 

a. Employee name, Point of Contact; 
b. The name of the County department; 
c. Date of services 
d. The type of services; and, 
e. The itemized cost for each item/service. 

 
20.2. County departments must receive monthly invoices by the 10th of each month following the 

month the Contractor provided the service. The Contractor will mail the invoices to the individuals 
identified in the final contract. 

 
21. PAYMENTS: 

 
21.1. The County will pay the Contractor based upon completion, acceptance, and approval by the 

County of each task outlined in the Special Provisions, paragraph 5, TASKS TO BE 
PERFORMED. 
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22. CHANGES: 

22.1. Fairfax County may, at any time, by written order, require changes in the services to be 
performed by the Contractor.  If such changes cause an increase or decrease in the Contractors 
cost of, or time required for, performance of any services under this contract, an equitable 
adjustment shall be made and the contract shall be modified in writing accordingly. The County 
Purchasing Agent must approve all work that is beyond the scope of this Request for Proposal. 

 
22.2. No services for which an additional cost or fee will be charged by the Contractor shall be 

furnished without the prior written authorization of the Fairfax County Purchasing Agent. 
 

23. DELAYS AND SUSPENSIONS: 
 
23.1. The County may direct the Contractor, in writing, to suspend, delay, or interrupt all or any part of 

the work of this contract for the period of time deemed appropriate for the convenience of the 
County.  The County will extend the Contractor's time of completion by a period of time that in the 
discretion of the Purchasing Agent is reasonably suited for completion of work.  The County may 
further amend the contract by mutual agreement for any increase in the cost of performance of 
the contract (excluding profit) resulting solely from the delay or suspension of the contract. No 
adjustment shall be made under this clause for any delay or interruption resulting from any other 
cause, including the fault or negligence of the Contractor. 
  

23.2. If the County does not direct the Contractor, in writing, to suspend, delay, or interrupt the contract, 
the Contractor must give the County Purchasing Agent written notice if Fairfax County fails to 
provide data or services that are required for contract completion by the Contractor. The County 
may extend the Contractor's time of completion by a period of time that in the discretion of the 
Purchasing Agent is reasonably suited for completion of work.  The County may further amend 
the contract by mutual agreement for any increase in the cost of performance of the contract 
(excluding profit) resulting solely from the delay or suspension of the contract. No adjustment 
shall be made under this clause for any delay or interruption resulting from any other cause, 
including the fault or negligence of the Contractor. 

 
23.3. The Contractor shall continue its work on other phases of the project or contract, if in the sole 

or interruption.  All changes to the work plan or project milestones shall be reflected in writing as a 
contract amendment. 
 

24. ACCESS TO AND INSPECTION OF WORK: 
 
24.1. The Fairfax County Purchasing Agent and using agencies will, at all times, have access to the 

work being performed under this contract wherever it may be in progress or preparation. 
 

25. PROJECT AUDITS: 
 
25.1. The Contractor shall maintain books, records and documents of all costs and data in support of 

the services provided.  Fairfax County or its authorized representative shall have the right to audit 
the books, records and documents of the contractor under the following conditions: 
 

a. If the contract is terminated for any reason in accordance with the provisions of 
these contract documents in order to arrive at equitable termination costs; 

 
b. In the event of a disagreement between the contractor and the County on the 

amount due the Contractor under the terms of this contract; 
 
c. To check or substantiate any amounts invoiced or paid which are required to 

reflect the costs of services, or the Contractor's efficiency or effectiveness under 
this contract; and, 

 
d. If it becomes necessary to determine the County's rights and the contractor's 

obligations under the contract or to ascertain facts relative to any claim against the 
Contractor that may result in a charge against the County. 

 
25.2. These provisions for an audit shall give Fairfax County unlimited access during normal working 

hours to the Contractor's books and records under the conditions stated above. 
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25.3. Unless otherwise provided by applicable statute, the contractor, from the effective date of final 
payment or termination hereunder, shall preserve and make available to Fairfax County for a 
period of five (5) years thereafter, at all reasonable times at the office of the Contractor but 
without direct charge to the County, all its books, records documents and other evidence bearing 
on the costs and expenses of the services relating to the work hereunder. 

 
25.4. Fairfax County's right to audit and the preservation of records shall terminate at the end of five (5) 

years as stated herein. The Contractor shall include this "Right of Audit and Preservation of 
Records" clause in all subcontracts issued by it and they shall require same to be inserted by all 
lower tier subcontractors in their subcontracts, for any portion of the work. 

 
25.5. Should the Contractor fail to include this clause in any such contract or lower tier contract, or 

otherwise fail to insure Fairfax County's rights hereunder, the Contractor shall be liable to Fairfax 
County for all reasonable costs, expenses and attorney's fees which Fairfax County may have to 
incur in order to obtain an audit or inspection of or the restoration of records which would have 
otherwise been available to Fairfax County from said persons under this clause.  Such audit may 
be conducted by Fairfax County or its authorized representative. 
 

26. DATA SOURCES: 
 
26.1. The County will provide the Contractor all available data possessed by the County that relates to 

this contract. However, the Contractor is responsible for all costs for acquiring other data or 
processing, analyzing or evaluating County data.   

 
27. SAFEGUARDS OF INFORMATION: 

 
27.1. Unless approved in writing by the County Purchasing Agent, the Contractor may not sell or give to 

any individual or organization any information, reports, or other materials given to, prepared or 
assembled by the Contractor under the final contract. 
 

28. ORDER OF PRECEDENCE: 
 
28.1. In the event of conflict, the Acceptance Agreement (provided at contract award) and the Special 

Provisions of this contract shall take precedence over the General Conditions and Instructions to 
Bidders, (Appendix A). 
 

29. SUBCONTRACTING: 
 
29.1. If one or more subcontractors are required, the contractor is encouraged to utilize small, minority-

owned, and women-owned business enterprises. For assistance in finding subcontractors, 
contact the Virginia Department of Business Assistance http://www.dba.state.va.us; the Virginia 
Department of Minority Business Enterprise http://www.dmbe.state.va.us/; local chambers of 
commerce and other business organizations. 
 

29.2. As part of the contract award, the prime contractor agrees to provide the names and addresses of 
each subcontractor, that subcontractor's status as defined by Fairfax County, as a small, minority-
owned and/or woman-owned business, and the type and dollar value of the subcontracted 
goods/services provided. Reference Appendix B to this solicitation. 
 

30. USE OF CONTRACT BY OTHER PUBLIC BODIES: 
 
30.1. Reference Paragraph 75, General Conditions and Instructions to Bidders, Cooperative 

Purchasing. Offerors are advised that the resultant contract(s) may be extended, with the 
authorization of the Offeror, to other public bodies, or public agencies or institutions of the United 
States to permit their use of the contract at the same prices and/or discounts and terms of the 
resulting contract.  If any other public body decides to use the final contract, the Contractor(s) 
must deal directly with that public body concerning the placement of orders, issuance of purchase 
orders, contractual disputes, invoicing and payment.  The County of Fairfax acts only as the 
"Contracting Agent" for these public bodies.  Failure to extend a contract to any public body will 
have no effect on consideration of your offer. (See Appendix B for sample listing). 
 
 
 



RFP2000002502
SPECIAL PROVISIONS 

 

13 

30.2. It is the Contractors responsibility to notify the public body(s) of the availability of the contract(s).
 

30.3. Other public bodies desiring to use this contract will need to make their own legal determinations 
as to whether the use of this contract is consistent with their laws, regulations, and other policies. 

 
30.4. Each public body has the option of executing a separate contract with the Contractor(s).  Public 

bodies may add terms and conditions required by statute, ordinances, and regulations, to the 
extent that they do not conflict with the contracts terms and conditions.  If, when preparing such a 
contract, the general terms and conditions of a public body are unacceptable to the Contractor, 
the Contractor may withdraw its extension of the award to that public body. 

 
30.5. Fairfax County shall not be held liable for any costs or damages incurred by another public body 

as a result of any award extended to that public body by the Contractor. 
 

31. NEWS RELEASE BY VENDORS: 
 
31.1. As a matter of policy, the County does not endorse the products or services of a contractor.  

News releases concerning any resultant contract from this solicitation will not be made by a 
contractor without the prior written approval of the County. All proposed news releases will be 
routed to the Purchasing Agent for review and approval. 
 

32. AMERICANS WITH DISABILITIES ACT REQUIREMENTS: 
 
32.1. Fairfax County Government is fully committed to the Americans with Disabilities Act (ADA) which 

guarantees non-discrimination and equal access for persons with disabilities in employment, 
public accommodations, transportation, and all County programs, activities and services.  Fairfax 
County government contractors, subcontractors, vendors, and/or suppliers are subject to this 
ADA policy. All individuals having any County contractual agreement must make the same 
commitment. Your acceptance of this contract acknowledges your commitment and compliance 
with ADA. 
 

32.2. Fairfax County is committed to a policy of nondiscrimination in all County programs, services, and 
activities and will provide reasonable accommodations upon request.  Bidders requesting special 
accommodations should call the Department ADA representative at (703) 324-3201 or TTY 711. 
Please allow seven (7) working days in advance of the event to make the necessary 
arrangements. 
 

33. HIPAA COMPLIANCE: 
 
33.1. Fairfax County Government has designated certain health care components as covered by the 

Health Insurance Portability and Accountability Act of 1996. The successful vendor will be 
designated a business associate pursuant to 45 CFR part 164.504(e) of those agencies identified 
as health care components of the County, including the Fairfax-Falls Church Community Services 
Board, upon award of contract. The successful vendor shall be required to execute a Fairfax 
County Business Associate Agreement and must adhere to all relevant federal, state, and local 
confidentiality and privacy laws, regulations, and contractual provisions of that agreement. These 
laws and regulations include, but are not limited to: (1) HIPAA  42 USC 201, et seq., and 45 
CFR Parts 160 and 164; and (2) Va Code  Title 32.1, Health, § 32.1-1 et seq.  The vendor shall 
have in place appropriate administrative, technical, and physical safeguards to ensure the privacy 
and confidentiality of protected health information. 
 

33.2. 
http://www.fairfaxcounty.gov/HIPAA.   
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34. STATE CORPORATION COMMISSION IDENTIFICATION NUMBER:  

34.1. Pursuant to Code of Virginia, §2.2-4311.2 subsection B, a bidder or offeror organized or 
authorized to transact business in the Commonwealth pursuant to Title 13.1 or Title 50 is required 
to include in its bid or proposal the identification number issued to it by the State Corporation 
Commission (SCC). Any bidder or offeror 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 or proposal a statement describing why 
the bidder or offeror is not required to be so authorized. Any bidder or offeror that fails to provide 
the required information may not receive an award. 
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COUNTY OF FAIRFAX 
COMMONWEALTH OF VIRGINIA 

 
GENERAL CONDITIONS AND INSTRUCTIONS TO BIDDERS 

 
BIDS ON SOLICITATIONS ISSUED BY THE COUNTY WILL BIND BIDDERS TO THE APPLICABLE 
CONDITIONS AND REQUIREMENTS IN THE GENERAL CONDITIONS AND INSTRUCTIONS TO BIDDERS 
(GCIB) UNLESS OTHERWISE SPECIFIED IN THE SOLICITATION AND SUBJECT TO APPLICABLE 
STATE, LOCAL, AND FEDERAL LAWS. 
 
BIDDERS OR THEIR AUTHORIZED REPRESENTATIVES SHOULD INFORM THEMSELVES FULLY AS TO 
THE CONDITIONS, REQUIREMENTS, AND SPECIFICATIONS OF EACH COUNTY PROCUREMENT 
BEFORE SUBMITTING BIDS.  FAILURE TO DO SO WILL BE AT THE BIDDER'S OWN RISK AND RELIEF 
CANNOT BE SECURED ON THE PLEA OF ERROR. 
 
1. AUTHORITY:  The Purchasing Agent has the sole responsibility and authority for purchasing supplies, materials, equipment, and 

services, except as excluded 
includes, but is not limited to, issuing and modifying solicitations, negotiating and executing contracts, and placing purchase orders.   
In discharging these responsibilities, the Purchasing Agent may be assisted by contract specialists. Unless specifically delegated by 
the Purchasing Agent, 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 government of the County of Fairfax for an indebtedness.  Any purchase ordered 
or contract made that is contrary to these provisions and authorities shall be of no effect, void, and does not bind the County. 
 

2. DEFINITIONS:  Unless otherwise defined in the GCIB, capitalized terms shall have the meanings defined by the Fairfax County 
Purchasing Resolution.   
 
AGENCY: Any Department, Agency, Authority, Commission, Board or other unit in the Administrative Service of the County. 
 
BID: The offer of a bidder to provide specific goods or services at specified prices and/or other conditions specified in the solicitation. 
 
BIDDER/OFFEROR:  Any individual, company, firm, corporation, partnership or other organization bidding on solicitations issued by 
the Purchasing Agent and offering to enter into contracts with the County.  The term "bidder" will be used throughout this document 
and shall be construed to mean "offeror" where appropriate. 
 
CONTRACTOR: Any individual, company, firm, corporation, partnership or other organization to whom an award is made by the 
County. 
 
INVITATION FOR BID (IFB): A request which is made to prospective suppliers (bidders) for their quotation on goods or services 
desired by the County. The issuance of an IFB will contain or incorporate by reference the specifications and contractual terms and 
conditions applicable to the procurement. 
 
PURCHASING AGENT: The Purchasing Agent employed by the Board of Supervisors of Fairfax County, Virginia. 
 
REQUEST FOR PROPOSAL (RFP): A request for an offer from prospective offerors which will indicate the general terms which are 
sought to be procured from the offeror. The RFP will specify the evaluation factors to be used and will contain or incorporate by 
reference other contractual terms and conditions applicable to the procurement. 
 
SOLICITATION: The process of notifying prospective bidders that the County wishes to receive bids on a set of requirements to 
provide goods or services.  The notification of County requirements may consist of public advertising (newspaper, County Web Site, 
or other electronic notification), the mailing of Notices of Solicitation, Invitation for Bid (IFB) or Request for Proposal (RFP), the public 
posting of notices, issuance of an informal solicitation to include telephone calls to prospective bidders.  
 

CONDITIONS OF BIDDING 
 
3. BID FORMS:  Unless otherwise specified in the solicitation, all bids must be (i) submitted on the forms provided by the County, 

including the bid Cover Sheet and Pricing Schedule(s); (ii) properly signed in ink in the identified spaces; and (iii) submitted in a 
sealed envelope or package.   

 
If the bid prices or any other submissions differ on the copy of the submitted bid, the ORIGINAL copy shall prevail. 

 
4. LATE BIDS & MODIFICATIONS OF BIDS: 

a. Bids or proposals received after the date and time specified for receipt in the solicitation will not be considered. 
b. If an emergency, unanticipated event, or closing of County offices interrupts or suspends normal County business operations so 

that bids cannot be received at the County office designated for receipt of bids by the exact time specified in the solicitation, 
then bids will be due at the same time of day specified in the solicitation on the first work day that normal County business 
operations resume. 

c. The official time used for receipt of bids/modifications is the time and date stamp clock located in the Department of 
Procurement & Material Management. No other clocks, calendars or timepieces are recognized. All bidders must ensure all 
bids/modifications are received prior to the scheduled due date/time. 
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5. WITHDRAWAL OF BIDS:  Bids shall be withdrawn only as set forth in the Fairfax County Purchasing Resolution.

6. 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. Bidders 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 its bid is accepted. 
 

7. LABELING OF BIDS:  All bids and proposals submitted in response to a County solicitation must be submitted in a sealed envelope 
e of the envelope 

or package. 
 
8. ACCEPTANCE OF BIDS/BINDING 90 DAYS:  Unless otherwise specified, all formal bids submitted shall be binding for ninety (90) 

calendar days following bid opening date, unless extended by mutual consent of all parties. 
 
9. CONDITIONAL BIDS: Conditional bids may be rejected in whole or in part. 
 
10. BIDS FOR ALL OR PART: The Purchasing Agent reserves the right to make award on all items in the aggregate or on any of the 

items on an individual basis, whichever is in the best interest of the County. A bidder may restrict its bid to consideration in the group 
aggregate by so stating, but must name a single unit price on each item bid. Any bid in which the bidder names a total price for all the 
articles without quoting a unit price for each and every separate item may not be considered for award. 

 
11. AREA BIDS:  For the purchase and delivery of certain goods and services the County may be divided into Areas (e.g., Areas I, II, III, 

and IV).  When such goods and services are included in the Pricing Schedule, bidders may bid on all areas or an individual area.  A 
map showing the areas of the County will be furnished with the solicitation when required. 

 
12. RECEIPT OF BIDS: Bids received prior to the time of opening will be securely kept, unopened by the County. No responsibility will 

attach to the Purchasing Agent or her representative for the premature opening of a bid not properly addressed and identified.  
Unless specifically authorized in the solicitation, telegraphic, electronic, or facsimile bids/modifications will not be considered by the 
County. 

 
13. BID OPENING: All bids received in response to an Invitation for Bid (IFB) will be opened at the date, time and place specified, read 

publicly, and made available for inspection as provided in paragraph 63, General Conditions and Instructions to Bidders. The 
 

Tabulations of bids received are posted site at: http://www.fairfaxcounty.gov/procurement/bid-tab 
 

Proposals received in response to a Request for Proposal (RFP) will be made available as provided in Paragraph 63, General 
Conditions and Instructions to Bidders. 

 
14. OMISSIONS & DISCREPANCIES:  Any items or parts of any equipment listed in this solicitation that clearly necessary for the 

operation and completion of such equipment, but are: (i) not fully described by the County; or (ii) are omitted by the County from such 
specification, shall be considered a part of such equipment even if not directly specified or called for in the specifications. 

 
If a bidder finds discrepancies or ambiguities in, or omissions from, the solicitation, including the drawings and/or specifications, it 
shall notify the Purchasing Agent at least five (5) days prior to the date set for the opening of bids.  If necessary, the Purchasing 
Agent will send a written addendum for clarification to all bidders no later than three (3) days before the date set for opening of bids. 
Notifications regarding specifications will not be considered if received within five days of the date set for opening of bids. 

 
15. BIDDER INTERESTED IN MORE THAN ONE BID:  If more than one bid is offered by a bidder, directly or indirectly, all such bids 

may be rejected.  A bidder who has quoted prices on work, materials, or supplies to a bidder is not disqualified from quoting prices to 
other bidders or firms submitting a bid directly for the work, materials or supplies. 

 
16. TAX EXEMPTION:  The County is exempt from the payment of any federal excise or any Virginia sales tax.  Fairfax County's Federal 

Excise Tax Exemption Number is 54-74-0127K.     
 
17. PROHIBITION AGAINST UNIFORM PRICING:  The Purchasing Agent encourages open and competitive bidding by all possible 

means and endeavors to obtain the maximum degree of open competition on all purchase transactions using the methods of 
procurement authorized by the Fairfax County Purchasing Resolution.  Each bidder, by virtue of submitting a bid, guarantees that it 
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 void the bids of participating bidders.  Any disclosure to or acquisition by a competitive bidder, in advance of the opening of 
the bids, of the terms or conditions of the bid submitted by another competitor may render the entire proceedings void and may 
require re-advertising for bids. 
 

SPECIFICATIONS 
 

18. CLARIFICATION OF TERMS:  If any prospective bidder has questions about the specifications or other solicitation documents, the 
prospective bidder should contact the contract specialist whose name appears on the face of the solicitation no later than five 
working dates before the due date.  Any revisions to the solicitation will be made only be addendum issued by the contract specialist. 
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19. BRAND NAME OR EQUAL ITEMS: Unless otherwise provided in the Invitation for Bid, 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. Any article that the County 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 for clearly and specifically identifying the product being offered and providing 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. Failure to furnish adequate data for evaluation 
purposes may result in declaring a bid nonresponsive. Unless the bidder clearly indicates in its bid that the product is an equivalent 
product, such bid will be considered to offer the brand name product referenced in the solicitation.   
 

20. SPECIFICATIONS:  When a solicitation contains a specification that states no substitutes, no deviation therefrom will be permitted 
and the bidder will be required to furnish articles in conformity with that specification. 
 
The bidder must 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. 
 

AWARD 
 

21. AWARD OR REJECTION OF BIDS:  The Purchasing Agent 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 Purchasing Agent 
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 as deemed necessary to fulfill the anticipated requirements of Fairfax County. The Purchasing Agent also 
reserves the right to reject the bid of a bidder deemed to be a non-responsible bidder. 
 
In determining the responsibility of a bidder, the following criteria will be considered: 
 
a. The ability, capacity and skill of the bidder to perform the contract or provide the service required; 
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. 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 
j. Such other information as may be secured by the Purchasing Agent having a bearing on the decision to award the contract.  If an 

apparent low bidder is not awarded a contract for reasons of non-responsibility, the Purchasing Agent shall so notify that bidder 
and shall have recorded the reasons in the contract file. 

 
22. NOTICE OF ACCEPTANCE/CONTRACT DOCUMENTS:  A written award (or Acceptance Agreement) mailed or otherwise furnished 

to the successful bidder within the time for acceptance specified in the solicitation shall result in a binding contract. The following 
documents, which are included in the solicitation, are incorporated by reference in and made part of the resulting contract: 
 
a. County of Fairfax Solicitation Form (Cover Sheet) and other documents which may be incorporated by reference, if applicable 
b. Acceptance Agreement 
c. General Conditions and Instructions to Bidders 
d. Special Provisions and Specifications 
e. Pricing Schedule 
f. Any Addenda/Amendments/Memoranda of Negotiations 
 

23. TIE-BIDS:  If all bids are for the same total amount or unit price (including authorized discounts and delivery times), and if the public 
interest will not permit the delay of re-advertisement for bids, the Purchasing Agent is authorized to award the contract to the tie 
bidder that has its principal place of business in the County, or if there be none, to the resident Virginia tie bidder, or if there be none, 
to one of the tie bidders by drawing lots in public; or the Purchasing Agent may purchase the goods or services in the open market 
except that the price paid shall not exceed the lowest contract bid price submitted for the same goods or services. The decision of the 
County to make award to one or more such bidders shall be final. 
 

24. PROMPT PAYMENT DISCOUNT: 
 

a. Unless otherwise specified in the solicitation, prompt payment discounts requiring payment in less than fifteen (15) days will not 
be considered in evaluating a bid for award. However, even though not considered in the evaluation, such discounts will be taken 
if payment is to be made within the discount period. 

b. If a discount for prompt payment is allowed, the discount period will begin on the date of receipt of a properly completed invoice 
or acceptance of materials or services, whichever is later.   

 
 



RFP2000002502 
Appendix A

General Conditions and Instructions to Bidders
 

18 

c. For determining acceptance of supplies in accordance with the provisions of the prompt payment discount paragraph, inspection 
and acceptance shall be accomplished only after examination (including testing) of supplies and services to determine whether 
the supplies and services conform to the contract requirements.  

 
For the purpose of earning the discount, payment is deemed to be made as of the date of mailing of the County check or issuance 
of an Electronic Funds Transfer, or completion of a credit card transaction. 

 
25. INSPECTION-ACCEPTANCE: Acceptance shall occur only after receipt and inspection provided such inspection, as appropriate, is 

accomplished within a reasonable time.  The County reserves the right to conduct any test/inspection it may deem advisable to 
assure goods and services conform to the specifications. 
 

26. DEFINITE BID QUANTITIES:  Where definite quantities are specifically stated, acceptance will bind the County to order quantities 
specified and to pay for, at contract prices, all such supplies or services delivered that meet specifications and conditions of the 
contract. However, the County will not be required to accept delivery of any balances unordered, as of the contract expiration date, 
unless the Contractor furnished the Purchasing Agent with a statement of unordered balances not later than ten (10) days after the 
termination date of the contract. 
 

27. REQUIREMENT BID QUANTITIES:  On "Requirement" bids, acceptance will bind the County to pay for, at unit bid prices, only 
quantities ordered and delivered.  Where the County specifies estimated quantities, the Contractor shall not be required to deliver 
more than ten (10) percent in excess of the estimated quantity of each item, unless otherwise agreed upon. 
 

CONTRACT PROVISIONS 
 

28. TERMINATION OF CONTRACTS:  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, or upon termination by the County 

for Convenience or Cause. 
b. Extended upon written authorization of the Purchasing Agent and accepted by Contractor, to permit ordering of unordered 

balances or additional quantities at contract prices and in accordance with contract terms. 
 

29. TERMINATION FOR CONVENIENCE:  A contract may be terminated in whole or in part by the County in accordance with this clause 
whenever the Purchasing Agent determines that such a termination is in the best interest of the County.  Any such termination shall 
be effected by delivery to the Contractor of a Notice of Termination specifying the extent to which performance shall be terminated 
and the date upon which termination becomes effective.  An equitable adjustment in the contract price shall be made for completed 
service, but no amount shall be allowed for anticipated profit on unperformed services. 
 

30. TERMINATION OF CONTRACT FOR CAUSE: 
 

a. If, through any cause, the Contractor fails to fulfill in a timely and proper manner its obligations under this contract, or if the 
Contractor violates any of the covenants, agreements, or stipulations of this contract, the County shall have the right to terminate 
the contract. Any such termination shall be effected by delivery to the Contractor of a Notice of Termination specifying the extent 
to which performance shall be terminated and the date upon which termination becomes effective.  In such event all finished or 
unfinished documents, data, studies, surveys, drawings, maps, models, and reports prepared by the Contractor under the 
contract shall, at the option of the County, become its property and the Contractor shall be entitled to receive just and equitable 
compensation for any satisfactory work completed on such documents. 

b. Termination of the Contract for Cause does not relieve the Contractor of liability to the County for damages sustained by the 
County by virtue of any breach of contract by the Contractor for the purpose of set off until such time as the exact amount of 
damages due to the County from the Contractor is determined. 

 
31. CONTRACT ALTERATIONS:  No alterations in the terms of a contract shall be valid or binding upon the County unless made in 

writing and signed by the Purchasing Agent or her authorized agent. 
 

32. SUBLETTING OF CONTRACT OR ASSIGNMENT OF CONTRACT FUNDS:  It is mutually understood and agreed that the 
Contractor shall not assign, transfer, convey, sublet or otherwise dispose of his or her contractual duties to any other person, firm or 
corporation, without the previous written consent of the Purchasing Agent.  If the Contractor desires to assign its right to payment of 
the contract, Contractor shall notify the Purchasing Agent immediately, in writing, of such assignment of right to payment.  In no case 
shall such assignment of contract relieve the Contractor from its obligations or change the terms of the contract. 
 

33. FUNDING:  The obligation of the County to pay compensation due the Contractor under the contract or any other payment 
obligations under any contract awarded pursuant to this contract is subject to appropriations by the Fairfax County Board of 
Supervisors to satisfy payment o
dependent upon the same action.  If such an appropriation is not made for any fiscal year, the contract shall terminate effective at the 
end of the fiscal year for which funds were appropriated and the County will not be obligated to make any payments under the 
contract beyond the amount appropriated for payment obligations under the contract.  The County will provide the  

 
Contractor with written notice of non-appropriation of funds within thirty (30) calendar days after action is completed by the Board of 

ufficient 
funds have not been appropriated. 
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34. DELIVERY/SERVICE FAILURES: If a Contractor (i) fails to deliver goods or services within the time specified or within a reasonable 
time as interpreted by the Purchasing Agent; or (ii) fails to make replacements or corrections of rejected articles or services when so 
requested, immediately or as directed by the Purchasing Agent, then the Purchasing Agent shall have the authority to purchase in the 
open market goods or services of comparable grade or quality to replace goods or services not delivered or rejected.  On all such 
purchases, the Contractor shall reimburse the County, within a reasonable time specified by the Purchasing Agent, for any expense 
incurred in excess of contract prices.  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 Purchasing Agent. 
 

35. NON-LIABILITY:  The Contractor shall not be liable in damages for delay in shipment or failure to deliver when such delay or failure 
is the result of fire, flood, strike, the transportation carrier, act of God, act of Government, act of an alien enemy or by any other 
circumstances which, in the Purchasing Agent's opinion, are beyond the reasonable control of the Contractor.  Under such 
circumstances, however, the Purchasing Agent may, at her discretion terminate the contract. 
 

36. NON-DISCRIMINATION:  During the performance of this contract, the Contractor agrees as follows: 
 

a. The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, 
national origin, age, disability, or 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 
non-discrimination 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. The Contractor will include the provisions of the foregoing paragraphs a, b, and c above in every subcontract or purchase order 
of over $10,000 so that the provisions will be binding upon each subcontractor or vendor. 

e. Contractor shall, throughout the term of this contract, comply with the Human Rights Ordinance, Chapter 11 of the Code of the 
County of Fairfax, Virginia, as reenacted or amended.  Contractor shall further require that all of its subcontractors will comply 
with the Human Rights Ordinance, Chapter 11 of the Code of the County of Fairfax, Virginia, as reenacted or amended. 

 
37. SMALL, WOMEN-OWNED, AND MINORITY-OWNED BUSINESS USE: 

 
a. It is the declared policy of the County of Fairfax, through its Small and Minority Business Enterprise Program, that Fairfax County 

and its employees undertake every effort to increase opportunity for use of small or minority businesses in all aspects of 
procurement to the maximum extent feasible. 

b. Where it is practicable for any portion of the awarded contract to be subcontracted to other suppliers, the contractor is 
encouraged to offer such subcontracting opportunities to small, women and minority businesses. 

c. Where Federal grants or monies are involved, it is the policy of Fairfax County, through its agents and employees, to comply with 
the requirements set forth in the 2 CFR 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards, as they pertain to small and minority business use. 

 
38. GUARANTEES & WARRANTIES:  All guarantees and warranties required shall be furnished by the Contractor and shall be 

delivered to the Purchasing Agent before contract execution.  Unless otherwise stated, manufacturer's standard warranty applies. 
 

39. PRICE REDUCTION:  If the Contractor makes a general price reduction for any material covered by the solicitation to customers 
generally, an equivalent price reduction shall apply to this 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, or retailers), 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 is not a "general price reduction" under this provision.  The Contractor shall 
submit its 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 will also within ten days of any general price reduction notify the Purchasing Agent of such 
reduction by letter.  FAILURE TO DO SO MAY RESULT IN TERMINATION OF THE CONTRACT.   
 

40. CHANGES:  ecution of this contract to make any 
change in design, or to make any alterations that will increase the expense, the Purchasing Agent shall determine an equitable 

 
 
No payment shall be made to the Contractor for any extra material or services, or of any greater amount of money than stipulated to 
be paid in the contract, unless some changes in or additions to the contract requiring additional outlay by the Contractor are first 
expressly authorized and ordered in writing by contract amendment or otherwise furnished by the Purchasing Agent. 
 

41. PLACING OF ORDERS:  Orders against contracts will be placed with the Contractor by Purchase Order or Procurement Card (P-
Card) executed and released by the Purchasing Agent or their designee.  When a Blanket Purchase Order has been released by the 
Purchasing Agent, telephonic orders may be placed directly with the Contractor by authorized personnel in the ordering Agency.  
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DELIVERY PROVISIONS

42. SHIPPING INSTRUCTIONS - CONSIGNMENT:  Unless otherwise specified in the solicitation each case, container, package, etc., 
delivered under the contract must be plainly marked, stating the Contractor's name, purchase order number, and delivery address as 
indicated in the order.  Deliveries must be made within the hours of 8:00 AM - 3:00 PM.  Deliveries at any other time will not be 
accepted unless specific arrangements have been previously made with the receiver 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. 
 

43. RESPONSIBILITY FOR MATERIALS OR GOODS TENDERED:  Unless otherwise specified in the solicitation, the Contractor is 
responsible for the materials or supplies covered by the contract until they are delivered at the delivery point designated by the 
County.   The Contractor bears all risk of loss on rejected materials or supplies after notice of rejection.  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 its risk and 

rty. 
 

44. INSPECTIONS:  Inspection and acceptance of materials or supplies will be made after delivery at the designated destinations unless 
otherwise stated.  If inspection is made after delivery at the designated destination, the County will bear the expense of inspection 
except for the value of samples used in case of rejection.  Final inspection is 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. 
 

45. COMPLIANCE:  Delivery must be made as ordered and in accordance with the contract or as directed by the Purchasing Agent 
when not in conflict with the contract.  The decision of the Purchasing Agent as to reasonable compliance with delivery terms shall be 
final.  If the Contractor claims the delay in receipt of goods was caused by the County, the Contractor must provide evidence 

 specified 
in the contract must be approved by the Purchasing Agent, such extension applying only to the particular item or shipment affected.  
If the Contractor is 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.  See contract for the individual instructions. 
 

46. POINT OF DESTINATION:  All materials shipped to the County must be shipped F.O.B. DESTINATION unless otherwise stated in 
the contract or purchase order.  The materials must be delivered to the "Ship to" address indicated on the purchase order. 
 

47. ADDITIONAL CHARGES:  Unless bought F.O.B. "shipping point" and Contractor prepays transportation, no delivery charges shall be 
added to invoices except when express delivery is authorized and substituted on orders for the method specified in the contract.  In 
such cases, difference between freight or mail and express charges may be added to invoice. 
 

48. METHOD AND CONTAINERS:  Unless otherwise specified, goods shall be delivered in commercial packages in standard 
commercial containers that are constructed 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. 
 

49. REPLACEMENT:  Materials or components that have been rejected by the Purchasing Agent, in accordance with the terms of a 
contract, shall be replaced by the Contractor at no cost to the County. 
 

50. PACKING SLIPS OR DELIVERY TICKETS:  All shipments must be accompanied by Packing Slips or Delivery Tickets and must 
contain the following information for each item delivered: 
 
a. The Purchase Order Number, 
b. The Name of the Article and Stock Number (Supplier's), 
c. The Quantity Ordered, 
d. The Quantity Shipped, 
e. The Quantity Back Ordered, 
f. The Name of the Contractor. 
 
Contractors are cautioned that failure to comply with these c
goods. 
 

BILLING 
 

51. BILLING:  Billing for the Fairfax County Public Schools and for County agencies:  Unless otherwise specified on the contract or 
purchase order (PO), invoices are to be submitted for each purchase order immediately upon completion of the shipment or services. 
 Invoices should be mailed to the "BILL TO" address on the PO or to the appropriate address specified in the contract. 

 
PAYMENTS 

 
52. PAYMENT:  Payment shall be made after satisfactory performance that is in accordance with all provisions of the contract, and upon 

receipt of a properly completed invoice.  The County reserves the right to withhold any or all payments or portions thereof for 
Contractor's failure to perform in accordance with the provision of the contract or any subsequent modifications. 
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53. PARTIAL PAYMENTS:  Unless otherwise specified, partial payments will be made upon acceptance of materials or services so 
invoiced if in accordance with completion date.  However, up to 5 percent (5%) of the value of the entire order may be retained until 
completion of contract. 
 

54. PAYMENT FOR EQUIPMENT, INSTALLATION, AND TESTING:  When equipment requires installation (which includes erection, 
setting up or placing in position, service, or use) and testing, and the installation or testing is delayed, payment may be made based 
on 50% of the contract price when such equipment is delivered on the site.  A further allowance of 25% may be made when the 
equipment is installed and ready for test.  The balance shall be paid after the equipment is tested and found to be satisfactory.  If the 
equipment must be tested, but installation is not required to be made by the Contractor or if the equipment must be installed but 
testing is not required, payment may be made based on 75% at the time of delivery and the balance shall be paid after satisfactory 
test or installation is completed. 
 

GENERAL 
 

55. GENERAL GUARANTY:  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 

uncopyrighted 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. Warrant that when the contract includes a software license, or use of licensed software, the Contractor is the owner of the 
Software or otherwise has the right to grant to the County the license to use the Software granted through the Contract without 
violating or infringing any law, rule, regulation, copyright, patent, trade secret or other proprietary right of any third party. 

c. Protect the County against latent defective material or workmanship and to repair or replace any damages or marring 
occasioned in transit or delivery. 

d. Furnish adequate protection against damage to all work and to repair damages of any kind to the building or equipment, to his 
or her own work or to the work of other contractors, for which his or her workers are responsible. 

e. Pay for all permits, licenses and fees and give all notices and comply with all laws, ordinances, rules, regulations, and policies 
of the County. 

f. Protect the County from loss or damage to County owned property while it is in the custody of the Contractor. 
 

56. SERVICE CONTRACT GUARANTY:  Contractor agrees to: 
 
a. Furnish services described in the solicitation and resultant contract at the times and places and in the manner and subject to 

conditions of those documents provided that the County may reduce the said services at any time. 
b. 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. 
c. All work and services rendered in strict conformance to all laws, statues, and ordinances and the applicable government rules, 

regulations, methods, and procedures. 
d. Allow services to be inspected or reviewed by an employee of the County at any reasonable time and place selected by the 

County.  The County is under no obligation to compensate Contractor for any services not rendered in strict conformity with the 
contract. 

e. Stipulate 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 the contract documents.  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. Notification of an omission or failure will be documented by the Purchasing 
Agent. 

 
57. INDEMNIFICATION: 

 
a. General Indemnification:  Contractor must indemnify, keep and save harmless, and defend the County, its agents, officials, 

employees and volunteers against Claims that may accrue or arise against the County as a result of the granting a contract, if 
the Claim was caused by the negligence or error, or omission of the Contractor, its employees, its subcontractor, or its 

  As used in this Section, a Claim includes:  injuries, death, damage to property, breach of data 
security, suits, liabilities, judgments, or costs and expenses.  Upon request by the County, the Contractor must at its own 

  If, related to a 
Claim, any judgment is rendered against the County or a settlement reached that requires the County to pay money, the 
Contractor must at its own expense satisfy and discharge the same.  Contractor expressly understands and agrees that any 
performance bond or insurance protection required by this Contract, or otherwise provided by the Contractor, does not limit the 

 
b. Intellectual Property Indemnification:  In addition to the General Indemnification, Contractor will indemnify the County for and 

defend the County against third-party claims for infringement of any valid United States patent, trademark or copyright by the 
s, software, services, or deliverables.  Contractor must indemnify the County for any loss, damage, expense 

   
 
In the event of a claim covered by this subparagraph, and in addition to all other obligations of Contractor in this Paragraph 58, 
Contractor must at its expense and within a reasonable time: (a) obtain a right for the County to continue using such products 
and software, or allow Contractor to continue performing the Services; (b) modify such products, software, services or 
deliverables to make them non-infringing; or (c) replace such products or software with a non-infringing equivalent.  If, in the 

foregoing options is feasible Contractor must immediately notify the County and 
accept the return of the products, software, services, or deliverables, along with any other components rendered unusable as a 
result of the infringement or claimed infringement, and refund to the County the price paid to Contractor for such components as 
well as any pre-paid fees for the allegedly infringing services, including license, subscription fees, or both.  Nothing in 
Paragraph 58, however, relieves the Contractor of liability to the County for damages sustained by the County by virtue of any 
breach of contract related to a third-party infringement claim.   
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c. Right to Participate in Defense.  The County may, at its sole expense, participate in the defense or resolution of a Claim.  
Contractor will have primary control of the defense and resolution of the Claim, except when such defense or resolution 
requires the County to (i) admit liability or wrongdoing; or (ii) to pay money. In either of these cases Contractor must obtain the 

 
d. No Indemnification by the County.  The parties agree that under applicable law the County cannot indemnify or defend 

the Contractor.  To the extent any promise or term contained in this Contract, including any exhibits, attachments, or 
other documents incorporated by reference therein, includes an indemnification or obligation to defend by the County, 
that promise or term is stricken from this Contract and of no effect.   

 
58. OFFICIALS NOT TO BENEFIT: 

 
a. Each bidder or offeror shall certify, upon signing a bid or proposal, that to the best of their knowledge no Fairfax County official 

or employee having official responsibility for the procurement transaction, or member of their immediate family, has received or 
will receive any financial benefit of more than nominal or minimal value relating to the award of this contract.  If such a benefit 
has been received or will be received, this fact shall be disclosed with the bid or proposal or as soon thereafter as it appears 
that such a benefit will be received.  Failure to disclose the information prescribed above may result in suspension or 
debarment, or rescission of the contract made, or could affect payment pursuant to the terms of the contract. 

b. Whenever there is reason to believe that a financial benefit of the sort described in paragraph "a" has been or will be received 
in connection with a bid, proposal or contract, and that the Contractor has failed to disclose such benefit or has inadequately 
disclosed it, the County Executive, as a prerequisite to payment pursuant to the contract, or at any other time, may require the 
Contractor to furnish, under oath, answers to any interrogatories related to such possible benefit. 

c. In the event the bidder or offeror has knowledge of benefits as outlined above, this information should be submitted with the bid 
or proposal.  If the above does not apply at time of award of contract and becomes known after inception of a contract, the 
bidder or offeror shall address the disclosure of such facts to the Fairfax County Purchasing Agent, 12000 Government Center 
Parkway, Suite 427, Fairfax, Virginia 22035-0013.  Relevant Invitation/Request for Proposal Number (see cover sheet) should 
be referenced in the disclosure. 
 

59. LICENSE REQUIREMENT:  All firms doing business in Fairfax County, shall obtain a license as required by Chapter 4, Article 7, of 
The Code of the County of Fairfax, Virginia, as amended, entitled "Business, Professional and Occupational Licensing (BPOL) Tax."  
Questions concerning the BPOL Tax should be directed to the Department of Tax Administration, telephone (703) 222-8234 or visit: 
https://www.fairfaxcounty.gov/taxes/business/understanding-bpol-tax.  The BPOL Tax number must be indicated in the space 
provided on the Cover Sheet, "Fairfax License Tax No." when appropriate. 
 

60. AUTHORIZATION TO CONDUCT BUSINESS IN THE COMMONWEALTH:  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 Fairfax County pursuant to the Fairfax County Purchasing Resolution shall not allow its existence to lapse or its certificate of 
authority or registration to transact 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. Fairfax County may void any contract with a business entity if the business 
entity fails to remain in compliance with the provisions of this section. 
 

61. COVENANT AGAINST CONTINGENT FEES:  The Contractor warrants that no person or selling agency has been employed or 
retained to solicit or secure this contract upon an agreement or understanding for a commission, percentage, brokerage, or 
contingent fee, except bona fide employees or bona fide established commercial or selling agencies maintained by the Contractor for 
the purpose of securing business.  For violation of this warranty, the County shall have the right to terminate or suspend this contract 
without liability to the County or in its discretion to deduct from the contract price or consideration, or otherwise recover, the full 
amount of such commission, percentage, brokerage, or contingent fee. 
 

62. VIRGINIA FREEDOM OF INFORMATION ACT:  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 except as provided below: 

 
a. Cost estimates relating to a proposed procurement transaction prepared by or for a public body 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 all 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.  
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 except as provided in paragraph "c" below. Any inspection of procurement 
transaction records under this section shall be subject to reasonable restrictions to ensure the security and integrity of the 
records. 

c. Trade secrets or proprietary information submitted by a bidder, offeror or Contractor in connection with a procurement 
transaction or prequalification application submitted pursuant to the prequalification process identified in the Special Provisions, 
shall not be subject to the Virginia Freedom of Information Act; however, the bidder, offeror or Contractor shall (i) invoke the 
protections of this section prior to or upon submission of the data or other materials, (ii) identify the data or other materials to be 
protected, and (iii) state the reasons why protection is necessary. 

d. Nothing contained in this section shall be construed to require the County, when procuring by "competitive negotiation" 
(Request for Proposal), to furnish a statement of the reasons why a particular proposal was not deemed to be the most 
advantageous to the County. 

e. The County cannot maintain as confidential any information, data, or records obtainable through the Virginia Freedom of 
Information or similar law. This includes records or information that have not been properly designated as trade secret or 
proprietary information pursuant to Va. Code Ann. § 2.2-4342(F). 
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BIDDER/CONTRACTOR REMEDIES

63. INELIGIBILITY: 
 
a. Any person or firm suspended or debarred from participation in County procurement shall be notified in writing by the 

Purchasing Agent. 
1. The Notice of Suspension shall state the reasons for the actions taken and such decision shall be final unless the person or 

firm appeals within ten (10) days of receipt of the Notice by instituting legal action as provided in the Code of Virginia. 
2. The Notice of Debarment shall state the reasons for the actions taken and the decision shall be final unless the person or 

firm appeals within ten (10) days of receipt of the Notice by instituting legal action as provided in the Code of Virginia. 
b. The Purchasing Agent shall have the authority to suspend or debar a person or firm from bidding on any contract for the causes 

stated below: 
1. Conviction for commission of a criminal offense as an incident to obtaining or attempting to obtain a public or private contract 

or subcontract, or in the performance of such contract or subcontract; 
2. Conviction under state or federal statutes of embezzlement, theft, forgery, bribery, falsification or destruction of records, 

receiving stolen property, or any other offense indicating a lack of business integrity or business honesty which currently, 
seriously, and directly affects responsibility as a County Contractor; 

3. Conviction under the state or federal antitrust statutes arising out of the submission of bids or proposals; 
4. Violation of contract provisions, as set forth below, of a character which is regarded by the Purchasing Agent to be so serious 

as to justify suspension or debarment action: 
a. failure without good cause to perform in accordance with the specifications or within the time limit provided in the 

contract; or 
b. a recent record of failure to perform or of unsatisfactory performance in accordance with the terms of one or more 

contracts; provided, that failure to perform or unsatisfactory performance caused by acts beyond the control of the 
Contractor shall not be considered to be a basis for suspension or debarment; 

5. Any other cause the Purchasing Agent determines to be so serious and compelling as to affect responsibility as a Contractor, 
such as debarment by another governmental entity for any cause listed herein, or because of prior reprimands; 

6. The contractor has abandoned performance, been terminated for default on a Fairfax County project, or has taken any 
actions that inure to the detriment of Fairfax County or a Fairfax County project; 

7. The Contractor is in default on any surety bond or written guarantee on which Fairfax County is an obligee. 
c. If, upon appeal, it is determined that the action taken by the Purchasing Agent was arbitrary or capricious, or not in accordance 

with the Constitution of Virginia, statutes or regulations, the sole relief available to the person or firm shall be restoration of 
eligibility.  The person or firm may not institute legal action until all statutory requirements have been met. 

 
64. APPEAL OF DENIAL OF WITHDRAWAL OF BID: 

 
a. A decision denying withdrawal of a bid submitted by a bidder or offeror shall be final and conclusive unless the bidder appeals 

the decision within ten (10) days after receipt of the decision by instituting legal action as provided in the Code of Virginia.  The 
bidder or offeror may not institute legal action until all statutory requirements have been met. 

b. If no bid bond was posted, a bidder refused withdrawal of bid under the provisions of Article 2, Section 4.A.8, of the Fairfax 
County Purchasing Resolution, prior to appealing, shall deliver to the County a certified check or cash bond in the amount of the 
difference between the bid sought to be withdrawn and the next low bid.  Such security shall be released only upon a final 
determination that the bidder was entitled to withdraw the bid. 

c. If, upon appeal, it is determined that the decision refusing withdrawal of the bid was not an honest exercise of discretion, but 
rather was arbitrary or capricious or not in accordance with the Constitution of Virginia, applicable state law or regulation, or the 
terms or conditions of the Invitation to Bid, the sole relief shall be withdrawal of the bid. 

 
65. APPEAL OF DETERMINATION OF NONRESPONSIBILITY: 

 
a. Any bidder who, despite being the apparent low bidder, is determined not to be a responsible bidder for a particular County 

contract shall be notified in writing by the Purchasing Agent.  Such notice shall state the basis for the determination, which shall 
be final unless the bidder appeals the decision within ten (10) days of receipt of the notice by instituting legal action as provided 
in the Code of Virginia. The bidder may not institute legal action until all statutory requirements have been met. 

b. If, upon appeal, it is determined that the decision of the Purchasing Agent was arbitrary or capricious and the award for the 
particular County contract in question has not been made, the sole relief available to the bidder shall be a finding that the bidder 
is a responsible bidder for the County contract in question.  Where the award has been made and performance has begun, the 
County may declare the contract void upon a finding that this action is in the best interest of the public.  Where a contract is 
declared void, the performing Contractor shall be compensated for the cost of performance up to the time of such declaration.  
In no event shall the performing Contractor be entitled to lost profits. 

 
66. PROTEST OF AWARD OR DECISION TO AWARD: 

 
a. Any bidder or offeror may protest the award or decision to award a contract by submitting a protest in writing to the Purchasing 

Agent, or an official designated by the County of Fairfax, no later than ten (10) days after the award or the announcement of the 
decision to award, whichever occurs first. Any potential bidder or offeror on a contract negotiated on a sole source or 
emergency basis who desires to protest the award or decision to award such contract shall submit such protest in the same 
manner no later than ten days after posting or publication of the notice of such contract as provided in Article 2, Section 2, of the 
Fairfax County Purchasing Resolution.  However, if the protest of any actual or potential bidder or offeror depends in whole or in 
part upon information contained in public records pertaining to the procurement transaction which are subject to inspection 
under Article 2, Section 4.D of the Fairfax County Purchasing Resolution, then the time within which the protest must be 
submitted shall expire ten days after those records are available for inspection by such bidder or offeror under Article 2, Section 
4.D, or at such later time as provided herein. No protest shall lie for a claim that the selected bidder or offeror is not a 
responsible bidder or offeror. The written protest shall include the basis for the protest and the relief sought. The Purchasing 
Agent shall issue a decision in writing within ten (10) days of the receipt of the protest stating the reasons for the action taken.  
This decision shall be final unless the bidder or offeror appeals within ten (10) days of receipt of the written decision by 
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instituting legal action as provided in the Code of Virginia. Nothing in this section shall be construed to permit a bidder to 
challenge the validity of the terms or conditions of the Invitation for Bid or Request for Proposal.

b. If prior to award it is determined that the decision to award is arbitrary or capricious, then the sole relief shall be a finding to that 
effect. The Purchasing Agent shall cancel the proposed award or revise it to comply with the law. If, after an award, it is 
determined that an award of a contract was arbitrary or capricious, then the sole relief shall be as hereinafter provided.  Where 
the award has been made but performance has not begun, the performance of the contract may be declared void by the 
County. Where the award has been made and performance has begun, the Purchasing Agent may declare the contract void 
upon a finding that this action is in the best interest of the County.  Where a contract is declared void, the performing Contractor 
shall be compensated for the cost of performance at the rate specified in the contract up to the time of such declaration.  In no 
event shall the performing Contractor be entitled to lost profits. 

c. Pending final determination of a protest or appeal, the validity of a contract awarded and accepted in good faith in accordance 
with this article shall not be affected by the fact that a protest or appeal has been filed. 

d. An award need not be delayed for the period allowed a bidder or offeror to protest, but in the event of a timely protest, no further 
action to award the contract will be taken unless there is a written determination that proceeding without delay is necessary to 
protect the public interest or unless the bid or offer would expire. 

 
67. CONTRACTUAL DISPUTES: 

 
a. Any dispute concerning a question of fact as a result of a contract with the County which is not disposed of by agreement shall 

be decided by the Purchasing Agent, who shall reduce her decision to writing and mail or otherwise forward a copy to the 
Contractor within ninety (90) days.  The decision of the Purchasing Agent 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 the Code of 
Virginia.  A Cont
Purchasing Agent fails to render such decision within the time specified. 

b. Contractual claims, whether for money or other relief, shall be submitted in writing no later than sixty 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 amounts agreed due in the final payment. 

 
68. LEGAL ACTION:  No bidder, offeror, potential bidder or offeror, or Contractor shall institute any legal action until all statutory 

requirements have been met.  
 

69. VENUE:  This contract and its terms, including but not limited to, the parties
available to each party, are governed, construed, and interpreted in accordance with the laws of the Commonwealth of Virginia.  Any 

hat would cause the application of any laws other than those of the 
Commonwealth of Virginia do not apply.  Any and all disputes, claims, and causes of action arising out of or in any way connected 
with this contract or its performance must be brought in the applicable court of Fairfax County, or in the United States District Court 
for the Eastern District of Virginia, Alexandria Division.   
 

70. COOPERATIVE PURCHASING:  The County or any entity identified in the Fairfax County Purchasing Resolution, Article 1, 
Section 3 may participate in, sponsor, conduct or administer a cooperative procurement agreement as set forth in the Fairfax 
County Purchasing Resolution.    
 

71. DRUG FREE WORKPLACE:  During the performance of a 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 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 conjunction with a specific contract awarded to a Contractor in 
accordance with this section, 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. 
 

72. IMMIGRATION REFORM AND CONTROL ACT:  Contractor agrees that it 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. 
 

73. AUDIT OF RECORDS:  The parties agree that County or its agent must have access to and the right to examine any books, 
documents, papers, and records of the Contractor involving transactions related to the Contract or compliance with any clauses 
thereunder, for a period of three (3) years after final payment.  The contractor must include this requirement in all subcontracts 
related to this Contract.    
 

74. NONVISUAL ACCESS:  All information technology, which is purchased or upgraded by the County under this contract, must comply 
with the following access standards from the date of purchase or upgrade until the expiration of the Contract: 
 
a. Effective, interactive control and use of the technology (including the operating system), applications programs, and format of 

the data presented, shall be readily achievable by nonvisual means;  
b. the technology equipped for nonvisual access shall be compatible with information technology used by other individuals with 

whom the blind or visually impaired individual interacts;  
c. Nonvisual access technology shall be integrated into networks used to share communications among employees, program 

participants, and the public; and  
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d. The technology for nonvisual access shall have the capability of providing equivalent access by nonvisual means to 
telecommunications or other interconnected network services used by persons who are not blind or visually impaired. A covered 
entity may stipulate additional specifications in any procurement.

e. Compliance with the nonvisual access standards set out this Section is not required if the Board of Supervisors determines that 
(i) the information technology is not available with nonvisual access because the essential elements of the information 
technology are visual and (ii) nonvisual equivalence is not available. 
 
 
 

APPROVED: 
 
 
/S/ Elizabeth D. Teare ____________________  
COUNTY ATTORNEY  
 
/S/ Cathy A. Muse __  ________            _____ 
COUNTY PURCHASING AGENT 
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OFFEROR DATA SHEET 
 
 

NAME OF OFFEROR:         
 
 
ADDRESS:           
 

          
 
E-MAIL ADDRESS: ___________________________________________ 
 
Name and e-mail addresses of both service and fiscal representatives (Key Personnel) 
who would handle this account. 

Service Representative:        
Telephone Number: (      )         
E-Mail Address: _____________________________________  

Fiscal Representative:        
Telephone Number: (      )        

 E-Mail Address: ______________________________________ 
 

 
Payment Address, if different from above: 
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Request for Protection of Trade Secrets or Proprietary Information Pursuant to 
Article 2, Section 4.D.3 of the Purchasing Resolution and Va. Code Ann. § 2.2-4342(F) 
 
Request for Protection of Trade Secrets or Proprietary Information Pursuant to Article 2, Section 4.D.3 of the 
Purchasing Resolution and Va. Code Ann. § 2.2 4342(F) 
 
This form is provided as a courtesy to assist vendors desiring to protect trade secrets and proprietary 
information from disclosure under the Virginia Freedom of Information Act.  In order to receive protection, you 
must (a) invoke the protection prior to or upon submission of the data or other materials, (b) identify the data 
or other materials to be protected, and (c) state the reason(s) why protection is necessary.  Each of these 
requirements must be met with respect to the particular information for which protection is sought. 
 
a)Submission of this form with or without other reference to Article 2, Section 4.D.3 of the Purchasing 
Resolution or Va. Code Ann. § 2.2-4342(F) shall satisfy the invocation requirement with respect to data or 
other materials clearly identified herein. 
 
b)Identify the specific data or other material for which protection is sought.  Suggested forms of designation 
include: listing the Proposal Section, Tab, or Page numbers; attaching to this form a copy of the table of 
contents from your Proposal with the relevant trade secret or proprietary contents highlighted; or identifying 

 classification of an entire proposal document, 
line item prices, and/or total proposal prices as proprietary or trade secrets is not acceptable.  
 
c)For each distinct section of data or other information identified in response to paragraph b), above, state the 
reason(s) why protection is necessary. NOTE:  Your explanation must do more than simply stating the 

this form as needed. 
 
Use of this form does not guarantee protection. It is incumbent upon each vendor to meet the prerequisites for 
protection of their trade secrets or proprietary information. Provision of this form does not constitute legal 
advice; you are encouraged to consult with your legal counsel prior to designation of materials for protection. 
 

DATA/MATERIAL TO 
BE PROTECTED 

SECTION NO., 
& PAGE NO. 

REASON WHY PROTECTION IS NECESSARY 
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VIRGINIA STATE CORPORATION COMMISSION (SCC)  
REGISTRATION INFORMATION 

 
 
The bidder: 
 

________________________________ -OR- 
 

liability partnership, or business trust -OR- 
 

-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 

-of-state location) -OR- 
 

-of-state business entity that is including with this bid/proposal an opinion of 

contacts with Virginia and describes why whose 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. 
 
Please check the following box if you have not checked 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 
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BUSINESS, PROFESSIONAL AND OCCUPATIONAL LICENSE
 
All firms located or operating in Fairfax County must obtain a Business, Professional and 
Occupational License (BPOL) as required by Chapter 4, Article 7, of the Code of the County of 
Fairfax, Virginia.  In order for the Department of Tax Administration to determine your BPOL 
requirement prior to contract award, it is necessary for you to provide the following information: 
 
 If you currently have a Fairfax County business license, please submit a copy with your 

proposal. 
 
 Do you have an office in: Virginia   Yes  No 

Fairfax County  Yes  No 
 
 Date business began/will begin work in Fairfax County 

 
A detailed description of the business activity that will take place in Fairfax County. If business is 
located outside of Fairfax County, give the percentage of work actually to be done in the County 
  
  
  
  
  
  
  
 
 
 
             
  Signature      Date 
 
 
 
 
 
 
 
 
 
Complete and return this form or a copy of your current Fairfax County Business License 
with your proposal.  
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CERTIFICATION REGARDING DEBARMENT OR SUSPENSION
 
In compliance with contracts and grants agreements applicable under the U.S. Federal Awards 
Program, the following certification is required by all offerors submitting a proposal in response to 
this Request for Proposal: 
 
1. The Offeror certifies, to the best of its knowledge and belief, that neither the Offeror nor its 

Principals are suspended, debarred, proposed for debarment, or declared ineligible for the 
award of contracts from the United States federal government procurement or nonprocurement 
programs, or are listed in the List of Parties Excluded from Federal Procurement and 
Nonprocurement Programs issued by the General Services Administration.  

 
2.   partners, 

and persons having primary management or supervisory responsibilities within a business entity 
(e.g., general manager, plant manager, head of a subsidiary, division, or business segment, and 
similar positions). 

 
3. The Offeror shall provide immediate written notice to the Fairfax County Purchasing Agent if, at 

any time prior to award, the Offeror learns that this certification was erroneous when submitted 
or has become erroneous by reason of changed circumstances. 

 
4. This certification is a material representation of fact upon which reliance will be placed when 

making the award.  If it is later determined that the Offeror rendered an erroneous certification, in 
addition to other remedies available to Fairfax County government, the Fairfax County 
Purchasing Agent may terminate the contract resulting from this solicitation for default. 

 
 

  
    

Printed Name of  
Representative: 

 
_______________________________ 

    
    

Signature/Date: _______________________________/_______________ 
    
    
    

Company Name: _______________________________ 
  

Address: _______________________________ 
  

City/State/Zip: _______________________________ 
    

DUNS No: _______________________________ 
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Certification Regarding Ethics in Public Contracting 

 
In submitting this proposal, and signing below, Offeror certifies the following in connection with a 
proposal, or contract: 
 
 
Check one:  
 1. I have not given any payment, loan, subscription, advance, deposit of 

money, services or anything of more than nominal or minimal value to any 
public employee or official have official responsibility for a procurement 
transaction. 

 
 2. I have given a payment, loan, subscription, advance, deposit of money, 

services or anything of more than nominal or minimal value to a public 
employee or official have official responsibility for a procurement transaction, 
but I received consideration in substantially equal or greater value in 
exchange. 

 
 
If 2 is selected, please complete the following: 
 
Recipient:  _____________________________________________________  

Date of Gift:  _____________________________________________________ 

Description of the gift and its value:  

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Description of the consideration received in exchange and its value:  

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 
Printed Name of Offeror Representative: ___________________________________ 
Signature/Date: ____________________________________  / _______________ 
Company Name: _____________________________________________________ 
Company Address: _____________________________________________________ 
City/State/Zip: _____________________________________________________ 
 
This certification supplements but does not replace the requirements set forth in paragraph 
55 (OFFICIALS NOT TO BENEFIT) of the General Conditions and Instructions to Bidders 
included in this solicitation. 
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REFERENCE PARAGRAPH 29 
PU  to; 

 
 
 Alexandria Public Schools, VA  Manassas Park, Virginia 
 Alexandria Sanitation Authority  Maryland-National Capital Park & Planning 

Commission 
 Alexandria, Virginia  Maryland Transit Administration 
 Arlington County, Virginia  Metropolitan Washington Airports Authority 
 Arlington Public Schools, Virginia  Metropolitan Washington Council of 

Governments 
 Bladensburg, Maryland  Montgomery College 
 Bowie, Maryland  Montgomery County, Maryland 
 Charles County Public Schools, MD  Montgomery County Public Schools 
 College Park, Maryland  Northern Virginia Community College 
 Culpeper County, Virginia  Omni Ride 
 District of Columbia  Potomac & Rappahannock Trans. Commission 
 District of Columbia Courts  Prince George's  County, Maryland 
 District of Columbia Public Schools  Prince George's County Public Schools 
 DC Water and Sewer Authority  Prince William County, Virginia 
 Fairfax County Water Authority  Prince William County Public Schools, VA 
 Fairfax, Virginia (City)  Prince William County Service Authority 
 Falls Church, Virginia  Rockville, Maryland 
 Fauquier County Government and 

Schools, Virginia 
 Spotsylvania County Schools, Virginia 

 Frederick, Maryland  Stafford County, Virginia 
 Frederick County Maryland  Takoma Park, Maryland 
 Gaithersburg, Maryland  Upper Occoquan Sewage Authority 
 Greenbelt, Maryland  Vienna, Virginia 
 Herndon, Virginia  Virginia Railway Express 
 Leesburg, Virginia  Washington Metropolitan Area Transit 

Authority 
 Loudoun County, Virginia  Washington Suburban Sanitary Commission 
 Loudoun County Public Schools  Winchester, Virginia 
 Loudoun County Sanitation Authority  Winchester Public Schools 
 Manassas, Virginia   
 Manassas City Public Schools, 

Virginia 
  

    
    
 

Complete and return this form with your proposal.  
  

________________________________ 
 Vendor Name 
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BUSINESS CLASSIFICATION 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

YOU MUST CLASSIFY YOUR BUSINESS/ORGANIZATION BY MARKING THE APPROPRIATE BOXES ON 
THE COVER SHEET (DPMM32). This designation is required of all business/organizations including publicly traded 
corporations, non-profits, sheltered work shops, government organizations, partnerships, sole proprietorships, etc. 

 
 

DDEEFFIINNIITTIIOONNSS  
 

Small Business  means a business, independently owned or operated by one or more individuals who are U.S. 
citizens or legal resident aliens, and together with affiliates, has 250 or fewer employees, or average annual gross 
receipts of $10 million or less averaged over the previous three years.  One or more of the individual owners shall 
control both the management and daily business operations of the small business. 
 

Minority-Owned Business - means a business concern that is at least 51% owned by one or more minority 
individuals who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership, or limited 
liability company or other entity, at least 51% of the equity ownership interest in the corporation, partnership, or 
limited liability company or other entity is owned by one or more minority individuals who are U.S. citizens or 
legal resident aliens, and both the management and daily business operations are controlled by one or more 
minority individuals. 

Woman-Owned Business  means a business that is at least 51% owned by one or more women who are U.S. 
citizens or legal resident aliens, or in the case of a corporation, partnership, or limited liability company or other 
entity, at least 51% of the equity ownership interest is owned by one or more women who are U.S. citizens or legal 
resident aliens, and both the management and daily business operations are controlled by one or more women.   
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COUNTY OF FAIRFAX 
DEPARTMENT OF PROCUREMENT AND MATERIAL MANAGEMENT 

SMALL AND MINORITY BUSINESS ENTERPRISE PROGRAM 
12000 Government Center Parkway, Suite 427 

Fairfax, Virginia 22035-0013 
Fax: 703

 
SUBCONTRACTOR (S) NOTIFICATION FORM 

Contract Number/Title:  

Prime Contractors Name:  

: ________________________________________  

You are required to provide the County with names, addresses, anticipated dollar amount and small/minority classification o
(ref. paragraph 29, Special Provisions).  Please complete this form and return it with your submission.   

Please check here if you are not using a subcontractor: _____ 

SUBCONTRACTOR(S) 
NAME 

STREET ADDRESS CITY STATE ZIP CODE ANTICIPATED DOLLA
AMOUNT 

     
     
     
     
     

Complete and return this form with your proposal.  
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Please provide the following information on your company letter head: 

 
Supplier name: __________________________________________________________ 
 
 
Doing Business As/(Trade Name): ___________________________________________ 
               

DUNS # (if applicable):  ______________ 
Business classification(s): __________________________ (Classification descriptions) 
Certified by: ____________ Certification #: ____________   Date of expiration: __________ 

  
 
Corporate Address:  ______________________________________ 
 

  ______________________________________    
 

Zip code: ______-____ (please include last four digits) 
 
 
Invoice/PO Address (if different from above): ______________________________________ 
 

_______________________________________  
   

Zip code: ______-____ (please include last four digits) 
 
 
Email:_______________________________ 
 
Phone:______________________________     FAX: _____________________________ 
 
 
 
Contact name: ___________________________________________________________ 
 
Contact email (if different from above):  __________________________________________ 
 
Contact phone (if different from above):  _______________________ contact fax#: _____________ 
 
 





RFP2000002502
Appendix C 

Federal Grant Terms and Conditions
 

36 

1. Civil Rights Requirements  29 U.S.C. § 62, 42 U.S.C. § 2000, 42 U.S.C. § 602, 42 U.S.C. § 12112, 
42 U.S.C. § 12132, 49 U.S.C. § 5332 
a. Nondiscrimination  In accordance with Title VI of the Civil Rights Act, as amended, 42 U.S.C. § 

2000d, section 303 of the Age Discrimination Act of 1975, as amended, 42 U.S.C. § 6102, section 
202 of the Americans with Disabilities Act of 1990, 42 U.S.C. § 12132, and all other provisions of 
Federal law, the CONTRACTOR agrees that it will not discriminate against any employee or 
applicant for employment because of race, color, creed, national origin, sex, age, or disability.  In 
addition, the CONTRACTOR agrees to comply with applicable Federal implementing regulations.  

b. Equal Employment Opportunity  The following equal employment opportunity requirements 
apply to the underlying contract:   

 
1. Race, Color, Creed, National Origin, Sex  In accordance with Title VII of the Civil Rights 

Act, as amended, 42 U.S.C. § 2000e, the CONTRACTOR agrees to comply with all 
applicable equal employment opportunity requirements of U.S. Department of Labor (U.S. 

Opp

U.S.C. § 2000e note), and with any applicable Federal Statutes, executive orders, 
regulations, and Federal policies that may in the future affect activities undertaken in the 
course of this Project.  The CONTRACTOR agrees to take affirmative action to ensure that 
applicants are employed, and that employees are treated during employment without regard 
to their race, color, creed, national origin, sex, or age.  Such action shall include, but not be 
limited to, the following: employment, upgrading, demotion or transfer, recruitment or 
recruitment advertising, layoff or termination; rates of pay or other forms of compensation; 
and selection for training, including apprenticeship.  In addition, the CONTRACTOR agrees to 
comply with any implementing requirements the funding federal agency may issue.  

2. Age  In accordance with section 4 of the Age Discrimination in Employment Act of 1967, as 
amended, 29 U.S.C. § § 623 and other applicable law, the CONTRACTOR agrees to refrain 
from discrimination against present and prospective employees for reason of age. In addition, 
the CONTRACTOR agrees to comply with any implementing requirements the funding 
federal agency may issue.  

3. Disabilities  In accordance with section 102 of the Americans with Disabilities Act, as 
amended, 42 U.S.C. § 12112, the CONTRACTOR agrees that it will comply with the 

pertaining to employment of persons with disabilities.  In addition, the CONTRACTOR agrees 
to comply with any implementing requirements the funding federal agency may issue.  

 
c.  The CONTRACTOR also agrees to include these requirements in each subcontract financed in 

whole or in part with Federal Assistance, modified only if necessary to identify the affected 
parties.  

 
2. Energy Conservation - 42 U.S.C. 6321 et seq. 

The CONTRACTOR agrees to comply with mandatory standards and policies relating to energy   
efficiency which are contained in the state energy conservation plan issued in compliance with the 
Energy Policy and Conservation Act. 

 
3. Davis-Bacon Act  

Minimum wages. 
i. All laborers and mechanics employed or working upon the site of the work (or under the United 

States Housing Act of 1937 or under the Housing Act of 1949 in the construction or development 
of the project], will be paid unconditionally and not less often than once a week, and without 
subsequent deduction or rebate on any account (except such payroll deductions as are permitted 
by regulations issued by the Secretary of Labor under the Copeland Act (29 CFR part 3]], the full 
amount of wages and bona fide fringe benefits (or cash equivalents thereof] due at time of 
payment computed at rates not less than those contained in the wage determination of the 
Secretary of Labor which is attached hereto and made a part hereof, regardless of any 
contractual relationship which may be alleged to exist between the contractor and such laborers 
and mechanics.  
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Contributions made or costs reasonably anticipated for bona fide fringe benefits under section 
l(b](2] of the Davis-Bacon Act on behalf of laborers or mechanics are considered wages paid to 
such laborers or mechanics, subject to the provisions of paragraph (a](l](iv] of this section; also, 
regular contributions made or costs incurred for more than a weekly period (but not less often 
than quarterly] under plans, funds, or programs which cover the particular weekly period, are 
deemed to be constructively made or incurred during such weekly period. Such laborers and 
mechanics shall be paid the appropriate wage rate and fringe benefits on the wage determination 
for the classification of work actually performed, without regard to skill, except as provided in § 
5.5(a](4]. Laborers or mechanics performing work in more than one classification may be 
compensated at the rate specified for each classification for the time actually worked therein: 
Provided, That the employer's payroll records accurately set forth the time spent in each 
classification in which work is performed. The wage determination (including any additional 
classification and wage rates conformed under paragraph (a] (1] (ii] of this section] and the Davis-
Bacon poster (WH1321] shall be posted at all times by the contractor and its subcontractors at 
the site of the work in a prominent and accessible place where it can be easily seen by the 
workers.  
 

ii.  The contracting officer shall require that any class of laborers or mechanics, including helpers, 
which is not listed in the wage determination and which is to be employed under the contract shall 
be classified in conformance with the wage determination. The contracting officer shall approve 
an additional classification and wage rate and fringe benefits therefore only when the following 
criteria have been met:  

 
a.  The work to be performed by the classification requested is not performed by a classification 

in the wage determination; and  
b. The classification is utilized in the area by the construction industry; and 
c.  The proposed wage rate, including any bona fide fringe benefits, bears a reasonable 

relationship to the wage rates contained in the wage determination.  
 

iii.  If the contractor and the laborers and mechanics to be employed in the classification (if known], 
or their representatives, and the contracting officer agree on the classification and wage rate 
(including the amount designated for fringe benefits where appropriate], a report of the action 
taken shall be sent by the contracting officer to the Administrator of the Wage and Hour Division, 
Employment Standards Administration, U.S. Department of Labor, Washington, DC 20210. The 
Administrator, or an authorized representative, will approve, modify, or disapprove every 
additional classification action within 30 days of receipt and so advise the contracting officer or will 
notify the contracting officer within the 30-day period that additional time is necessary.  

 
iv. In the event the contractor, the laborers or mechanics to be employed in the classification or their 

representatives, and the contracting officer do not agree on the proposed classification and wage 
rate (including the amount designated for fringe benefits, where appropriate), the contracting 
officer shall refer the questions, including the views of all interested parties and the 
recommendation of the contracting officer, to the Administrator for determination. The 
Administrator, or an authorized representative, will issue a determination within 30 days of receipt 
and so advise the contracting officer or will notify the contracting officer within the 30-day period 
that additional time is necessary.  

 
v.  The wage rate (including fringe benefits where appropriate) determined pursuant to paragraphs 

(a) (1) (ii) (B) or (C) of this section, shall be paid to all workers performing work in the 
classification under this contract from the first day on which work is performed in the 
classification.  

 
a. Whenever the minimum wage rate prescribed in the contract for a class of laborers or 

mechanics includes a fringe benefit which is not expressed as an hourly rate, the contractor 
shall either pay the benefit as stated in the wage determination or shall pay another bona fide 
fringe benefit or an hourly cash equivalent thereof.  
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b.  If the contractor does not make payments to a trustee or other third person, the contractor 
may consider as part of the wages of any laborer or mechanic the amount of any costs 
reasonably anticipated in providing bona fide fringe benefits under a plan or program, 
Provided, That the Secretary of Labor has found, upon the written request of the contractor, 
that the applicable standards of the Davis-Bacon Act have been met. The Secretary of Labor 
may require the contractor to set aside in a separate account assets for the meeting of 
obligations under the plan or program.  

 
Withholding. Fairfax County shall upon its own action or upon written request of an authorized 
representative of the Department of Labor withhold or cause to be withheld from the contractor under 
this contract or any other Federal contract with the same prime contractor, or any other federally-
assisted contract subject to Davis-Bacon prevailing wage requirements, which is held by the same 
prime contractor, so much of the accrued payments or advances as may be considered necessary to 
pay laborers and mechanics, including apprentices, trainees, and helpers, employed by the contractor 
or any subcontractor the full amount of wages required by the contract. In the event of failure to pay 
any laborer or mechanic, including any apprentice, trainee, or helper, employed or working on the site 
of the work (or under the United States Housing Act of 1937 or under the Housing Act of 1949 in the 
construction or development of the project), all or part of the wages required by the contract, the 
(Agency) may, after written notice to the contractor, sponsor, applicant, or owner, take such action as 
may be necessary to cause the suspension of any further payment, advance, or guarantee of funds 
until such violations have ceased.  

 
Payrolls and basic records.  
i.  Payrolls and basic records relating thereto shall be maintained by the contractor during the 

course of the work and preserved for a period of three years thereafter for all laborers and 
mechanics working at the site of the work (or under the United States Housing Act of 1937, or 
under the Housing Act of 1949, in the construction or development of the project). Such records 
shall contain the name, address, and social security number of each such worker, his or her 
correct classification, hourly rates of wages paid (including rates of contributions or costs 
anticipated for bona fide fringe benefits or cash equivalents thereof of the types described in 
section 1(b)(2)(B) of the Davis-Bacon Act], daily and weekly number of hours worked, deductions 
made and actual wages paid. Whenever the Secretary of Labor has found under 29 CFR 
5.5(a)(l](iv) that the wages of any laborer or mechanic include the amount of any costs reasonably 
anticipated in providing benefits under a plan or program described in section 1(b)(2)(B) of the 
Davis-Bacon Act, the contractor shall maintain records which show that the commitment to 
provide such benefits is enforceable, that the plan or program is financially responsible, and that 
the plan or program has been communicated in writing to the laborers or mechanics affected, and 
records which show the costs anticipated or the actual cost incurred in providing such benefits. 
Contractors employing apprentices or trainees under approved programs shall maintain written 
evidence of the registration of apprenticeship programs and certification of trainee programs, the 
registration of the apprentices and trainees, and the ratios and wage rates prescribed in the 
applicable programs.  

 
ii.  The contractor shall submit weekly for each week in which any contract work is performed a copy 

of all payrolls to the (write in name of appropriate federal agency] if the agency is a party to the 
contract, but if the agency is not such a party, the contractor will submit the payrolls to the 
applicant, sponsor, or owner, as the case may be, for transmission to the (write in name of 
agency]. The payrolls submitted shall set out accurately and completely all of the information 
required to be maintained under 29 CFR 5.5(a](3](i], except that full social security numbers and 
home addresses shall not be included on weekly transmittals. Instead the payrolls shall only need 
to include an individually identifying number for each employee [e.g., the last four digits of the 
employee's social security number). The required weekly payroll information may be submitted in 
any form desired. Optional Form WH-347 is available for this purpose from the Wage and Hour 
Division Web site at http://www.dol.gov/esa/whd/forms/wh347instr.htm or its successor site. The 
prime contractor is responsible for the submission of copies of payrolls by all subcontractors. 
Contractors and subcontractors shall maintain the full social security number and current address 
of each covered worker, and shall provide them upon request to the (write in name of appropriate 
federal agency) if the agency is a party to the contract, but if the agency is not such a party, the 
contractor will submit them to the applicant, sponsor, or owner, as the case may be, for 
transmission to the (write in name of agency), the contractor, or the Wage and Hour Division of 
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the Department of Labor for purposes of an investigation or audit of compliance with prevailing 
wage requirements. It is not a violation of this section for a prime contractor to require a 
subcontractor to provide addresses and social security numbers to the prime contractor for its 
own records, without weekly submission to the sponsoring government agency (or the applicant, 
sponsor, or owner).  

 
Each payroll submitted shall be accompanied by a "Statement of Compliance," signed by the 
contractor or subcontractor or his or her agent who pays or supervises the payment of the 
persons employed under the contract and shall certify the following:  
 

a.  That the payroll for the payroll period contains the information required to be provided 
under § 5.5 (a)(3)(h) of Regulations, 29 CFR part 5, the appropriate information is being 
maintained under § 5.5 (a) (3) (i) of Regulations, 29 CFR part 5, and that such 
information is correct and complete;  

b.  That each laborer or mechanic (including each helper, apprentice, and trainee) employed 
on the contract during the payroll period has been paid the full weekly wages earned, 
without rebate, either directly or indirectly, and that no deductions have been made either 
directly or indirectly from the full wages earned, other than permissible deductions as set 
forth in Regulations, 29 CFR part 3;  

c.  That each laborer or mechanic has been paid not less than the applicable wage rates 
and fringe benefits or cash equivalents for the classification of work performed, as 
specified in the applicable wage determination incorporated into the contract.  

 
The weekly submission of a properly executed certification set forth on the reverse side of 
Optional Form WH-347 shall satisfy the requirement for submission of the "Statement of 
Compliance" required by paragraph (a] (3] (ii) (B) of this section.  
 
The falsification of any of the above certifications may subject the contractor or subcontractor to 
civil or criminal prosecution under section 1001 of title 18 and section 231 of title 31 of the United 
States Code.  

 
iii.  The contractor or subcontractor shall make the records required under paragraph (a) (3] [i) of this 

section available for inspection, copying, or transcription by authorized representatives of the 
(write the name of the agency) or the Department of Labor, and shall permit such representatives 
to interview employees during working hours on the job. If the contractor or subcontractor fails to 
submit the required records or to make them available, the Federal agency may, after written 
notice to the contractor, sponsor, applicant, or owner, take such action as may be necessary to 
cause the suspension of any further payment, advance, or guarantee of funds. Furthermore, 
failure to submit the required records upon request or to make such records available may be 
grounds for debarment action pursuant to 29 CFR 5.12.  

 
Apprentices and trainees   
i. Apprentices. Apprentices will be permitted to work at less than the predetermined rate for the 

work they performed when they are employed pursuant to and individually registered in a bona 
fide apprenticeship program registered with the U.S. Department of Labor, Employment and 
Training Administration, Office of Apprenticeship Training, Employer and Labor Services, or with 
a State Apprenticeship Agency recognized by the Office, or if a person is employed in his or her 
first 90 days of probationary employment as an apprentice in such an apprenticeship program, 
who is not individually registered in the program, but who has been certified by the Office of 
Apprenticeship Training, Employer and Labor Services or a State Apprenticeship Agency (where 
appropriate) to be eligible for probationary employment as an apprentice. The allowable ratio of 
apprentices to journeymen on the job site in any craft classification shall not be greater than the 
ratio permitted to the contractor as to the entire work force under the registered program. Any 
worker listed on a payroll at an apprentice wage rate, who is not registered or otherwise employed 
as stated above, shall be paid not less than the applicable wage rate on the wage determination 
for the classification of work actually performed. In addition, any apprentice performing work on 
the job site in excess of the ratio permitted under the registered program shall be paid not less 
than the applicable wage rate on the wage determination for the work actually performed. Where 
a contractor is performing construction on a project in a locality other than that in which its 
program is registered, the ratios and wage rates (expressed in percentages of the journeyman's 
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hourly rate) specified in the contractor's or subcontractor's registered program shall be observed. 
Every apprentice must be paid at not less than the rate specified in the registered program for the 
apprentice's level of progress, expressed as a percentage of the journeymen hourly rate specified 
in the applicable wage determination. Apprentices shall be paid fringe benefits in accordance with 
the provisions of the apprenticeship program. If the apprenticeship program does not specify 
fringe benefits, apprentices must be paid the full amount of fringe benefits listed on the wage 
determination for the applicable classification. If the Administrator determines that a different 
practice prevails for the applicable apprentice classification, fringes shall be paid in accordance 
with that determination. In the event the Office of Apprenticeship Training, Employer and Labor 
Services, or a State Apprenticeship Agency recognized by the Office, withdraws approval of an 
apprenticeship program, the contractor will no longer be permitted to utilize apprentices at less 
than the applicable predetermined rate for the work performed until an acceptable program is 
approved.  

 
ii.  Trainees. Except as provided in 29 CFR 5.16, trainees will not be permitted to work at less than 

the predetermined rate for the work performed unless they are employed pursuant to and 
individually registered in a program which has received prior approval, evidenced by formal 
certification by the U.S. Department of Labor, Employment and Training Administration. The ratio 
of trainees to journeymen on the job site shall not be greater than permitted under the plan 
approved by the Employment and Training Administration. Every trainee must be paid at not less 
than the rate specified in the approved program for the trainee's level of progress, expressed as a 
percentage of the journeyman hourly rate specified in the applicable wage determination. 
Trainees shall be paid fringe benefits in accordance with the provisions of the trainee program. If 
the trainee program does not mention fringe benefits, trainees shall be paid the full amount of 
fringe benefits listed on the wage determination unless the Administrator of the Wage and Hour 
Division determines that there is an apprenticeship program associated with the corresponding 
journeyman wage rate on the wage determination which provides for less than full fringe benefits 
for apprentices. Any employee listed on the payroll at a trainee rate who is not registered and 
participating in a training plan approved by the Employment and Training Administration shall be 
paid not less than the applicable wage rate on the wage determination for the classification of 
work actually performed. In addition, any trainee performing work on the job site in excess of the 
ratio permitted under the registered program shall be paid not less than the applicable wage rate 
on the wage determination for the work actually performed. In the event the Employment and 
Training Administration withdraws approval of a training program, the contractor will no longer be 
permitted to utilize trainees at less than the applicable predetermined rate for the work performed 
until an acceptable program is approved.  

 
iii.  Equal employment opportunity. The utilization of apprentices, trainees and journeymen under 

this part shall be in conformity with the equal employment opportunity requirements of Executive 
Order 11246, as amended, and 29 CFR part 30.  

 
Compliance with Copeland Act requirements. The contractor shall comply with the requirements of 
29 CFR part 3, which are incorporated by reference in this contract.  
 
Subcontracts. The contractor or subcontractor shall insert in any subcontracts the clauses contained 
in 29 CFR 5.5 [a] (1) through [10) and such other clauses as the (write in the name of the Federal 
agency) may by appropriate instructions require, and also a clause requiring the subcontractors to 
include these clauses in any lower tier subcontracts. The prime contractor shall be responsible for the 
compliance by any subcontractor or lower tier subcontractor with all the contract clauses in 29 CFR 
5.5.  
 
Contract termination: debarment. A breach of the contract clauses in 29 CFR 5.5 may be grounds 
for termination of the contract, and for debarment as a contractor and a subcontractor as provided in 
29 CFR 5.12.  
 
Compliance with Davis-Bacon and Related Act requirements. All rulings and interpretations of the 
Davis-Bacon and Related Acts contained in 29 CFR parts 1, 3, and 5 are herein incorporated by 
reference in this contract.  
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Disputes concerning labor standards. Disputes arising out of the labor standards provisions of this 
contract shall not be subject to the general disputes clause of this contract. Such disputes shall be 
resolved in accordance with the procedures of the Department of Labor set forth in 29 CFR parts 5, 6, 
and 7. Disputes within the meaning of this clause include disputes between the contractor (or any of 
its subcontractors) and the contracting agency, the U.S. Department of Labor, or the employees or 
their representatives.  
 
Certification of eligibility.  

i. By entering into this contract, the contractor certifies that neither it (nor he or she) nor any 
person or firm who has an interest in the contractor's firm is a person or firm ineligible to be 
awarded Government contracts by virtue of section 3(a) of the Davis-Bacon Act or 29 CFR 
5.12(a)(1).  

ii.  No part of this contract shall be subcontracted to any person or firm ineligible for award of a 
Government contract by virtue of section 3(a) of the Davis-Bacon Act or 29 CFR 5.12(a)(1).  

iii.  The penalty for making false statements is prescribed in the U.S. Criminal Code, 18 U.S.C. 
1001. 

 
4. Contract Work Hours and Safety Standards Act. The Agency Head shall cause or require the 

contracting officer to insert the following clauses set forth in paragraphs (b)(1), (2), (3), and (4) of this 
section in full in any contract in an amount in excess of $100,000 and subject to the overtime provisions of 
the Contract Work Hours and Safety Standards Act. These clauses shall be inserted in addition to the 
clauses required by § 5.5(a) or 4.6 of part 4 of this title. As used in this paragraph, the terms laborers and 
mechanics include watchmen and guards.  

i.  Overtime requirements. No contractor or subcontractor contracting for any part of the contract 
work which may require or involve the employment of laborers or mechanics shall require or 
permit any such laborer or mechanic in any workweek in which he or she is employed on such 
work to work in excess of forty hours in such workweek unless such laborer or mechanic receives 
compensation at a rate not less than one and one-half times the basic rate of pay for all hours 
worked in excess of forty hours in such workweek.  

ii.  Violation; liability for unpaid wages; liquidated damages. In the event of any violation of the 
clause set forth in paragraph (b)(1) of this section the contractor and any subcontractor 
responsible therefor shall be liable for the unpaid wages. In addition, such contractor and 
subcontractor shall be liable to the United States (in the case of work done under contract for the 
District of Columbia or a territory, to such District or to such territory), for liquidated damages. 
Such liquidated damages shall be computed with respect to each individual laborer or mechanic, 
including watchmen and guards, employed in violation of the clause set forth in paragraph (b)(1) 
of this section, in the sum of $10 for each calendar day on which such individual was required or 
permitted to work in excess of the standard workweek of forty hours without payment of the 
overtime wages required by the clause set forth in paragraph (b)(1) of this section.  

iii.  Withholding for unpaid wages and liquidated damages. The County of Fairfax shall upon its 
own action or upon written request of an authorized representative of the Department of Labor 
withhold or cause to be withheld, from any moneys payable on account of work performed by the 
contractor or subcontractor under any such contract or any other Federal contract with the same 
prime contractor, or any other federally-assisted contract subject to the Contract Work Hours and 
Safety Standards Act, which is held by the same prime contractor, such sums as may be 
determined to be necessary to satisfy any liabilities of such contractor or subcontractor for unpaid 
wages and liquidated damages as provided in the clause set forth in paragraph (b)(2) of this 
section.  

iv.  Subcontracts. The contractor or subcontractor shall insert in any subcontracts the clauses set 
forth in paragraph (b)(1) through (4) of this section and also a clause requiring the subcontractors 
to include these clauses in any lower tier subcontracts. The prime contractor shall be responsible 
for compliance by any subcontractor or lower tier subcontractor with the clauses set forth in 
paragraphs (b)(1) through (4) of this section.  
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In addition to the clauses contained in paragraph (b), in any contract subject only to the Contract 
Work Hours and Safety Standards Act and not to any of the other statutes cited in § 5.1, the 
Agency Head shall cause or require the contracting officer to insert a clause requiring that the 
contractor or subcontractor shall maintain payrolls and basic payroll records during the course of 
the work and shall preserve them for a period of three years from the completion of the contract 
for all laborers and mechanics, including guards and watchmen, working on the contract. Such 
records shall contain the name and address of each such employee, social security number, 
correct classifications, hourly rates of wages paid, daily and weekly number of hours worked, 
deductions made, and actual wages paid. Further, the Agency Head shall cause or require the 
contracting officer to insert in any such contract a clause providing that the records to be 
maintained under this paragraph shall be made available by the contractor or subcontractor for 
inspection, copying, or transcription by authorized representatives of the (write the name of 
agency) and the Department of Labor, and the contractor or subcontractor will permit such 
representatives to interview employees during working hours on the job. 

5. Recycled Products  42 U.S.C. 6962 
The Recycled Products requirements apply to all contracts for items designated by the EPA, when the 
County or the CONTRACTOR procures $10,000 or more of one of these items during the fiscal year, or 
has procured $10,000 or more of such items in the previous fiscal year, using federal funds.  
 
The CONTRACTOR agrees to comply with all requirements of Section 6002 of the Resource 
Conservation and Recovery Act (RCRA), as amended (42 U.S.C. 6962), including but not limited to 
regulatory provisions of 40 CFR Part 247, and Executive Order 12873, as they apply to the procurement 
of the items designated in Subpart B of 40 CFR Part 247.   

 
6. Clean Water Requirements  33 U.S.C. 1251 et seq. 

i. The CONTRACTOR agrees to comply with all applicable standards, orders or regulations issued 
pursuant to the Federal Water Pollution Control Act, as amended.  The CONTRACTOR agrees to 
report each violation to the County and understands and agrees that the County will, in turn, 
report each violation as required to assure notification to appropriate federal agencies including 
the appropriate EPA Regional Office.  

 
ii. The CONTRACTOR also agrees to include these requirements in each subcontract exceeding 

$100,000 financed in whole or in part with Federal assistance.  
 

7. Clean Air  42 U.S.C. 7401 et seq. 
The Clean Air requirements apply to all contracts exceeding $100,000, including indefinite quantities 
where the amount is expected to exceed $100,000 in any year.  

 
i. The CONTRACTOR agrees to comply with all applicable standards, orders or regulations issued 

pursuant to the Clean Air Act, as amended, 42 U.S.C. §§ 7401 et seq. The CONTRACTOR 
agrees to report each violation to the County and understands and agrees that the County will, in 
turn, report each violation as required to assure notification to the funding federal agency, if any, 
and the appropriate EPA regional office.  

ii. The CONTRACTOR also agrees to include these requirements in each subcontract exceeding 
$100,000 financed in whole or in part with Federal assistance.  

 
8. Program Fraud and False or Fraudulent Statements and Related Acts  31 U.S.C. 3801 et seq.  

 
a.  The CONTRACTOR acknowledges that the provisions of the Program Fraud Civil Remedies Act 

of 1986, as amended, 31 U.S.C. § 3801 et. seq. and all appropriate federal agency regulations 
apply to its actions pertaining to this Project.  Upon execution of the underlying contract, the 
CONTRACTOR certifies or affirms the truthfulness and accuracy of any statement it has made, it 
makes, it may make, or causes to be made, pertaining to the underlying contract of the Federally 
assisted project for which this contract work is being performed.  In addition to other penalties that 
may be applicable, the CONTRACTOR further acknowledges that if it makes, or caused to be 
made, a false, fictitious, or fraudulent claim, statement, submission, or certification, the Federal 
Government reserves the right to impose the penalties of the Program Fraud Civil Remedies Act 
of 1986 on the CONTRACTOR or to the extent the Federal Government deems appropriate.  
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b.  The CONTRACTOR also acknowledges that if it makes, or causes to be made, a false, fictitious, 
or fraudulent claim, statement, submission, or certification to the Federal Government under a 
contract connected with a project that is financed in whole or in part with Federal assistance, the 
Federal Government reserves the right to impose the penalties of 18 U.S.C. § 1001 and 49 
U.S.C. § 5307(n)(1) on the CONTRACTOR, to the extent the Federal Government deems 
appropriate.   

c.  The CONTRACTOR agrees to include the above two clauses in each subcontract financed in 
whole or in part with Federal assistance.  It is further agreed that the clause shall not be modified, 
except to identify the subcontractor who will be subject to the provisions.  

 
9. Patent and Rights in Data  

A. Rights in Data - The following requirements apply to each contract involving experimental, 
developmental or research work:  

(1) The term "subject data" used in this clause means recorded information, whether or not copyrighted, 
that is delivered or specified to be delivered under the contract. The term includes graphic or pictorial 
delineation in media such as drawings or photographs; text in specifications or related performance or 
design-type documents; machine forms such as punched cards, magnetic tape, or computer memory 
printouts; and information retained in computer memory. Examples include, but are not limited to: 
computer software, engineering drawings and associated lists, specifications, standards, process sheets, 
manuals, technical reports, catalog item identifications, and related information. The term "subject data" 
does not include financial reports, cost analyses, and similar information incidental to contract 
administration.  

(2) The following restrictions apply to all subject data first produced in the performance of the contract 
to which this Attachment has been added:  

(a)  In accordance with 49 C.F.R. § 18.34 and 49 C.F.R. § 19.36, the Federal Government reserves a 
royalty-free, non-exclusive and irrevocable license to reproduce, publish, or otherwise use, and to 
authorize others to use, for "Federal Government purposes," any subject data or copyright 
described in subsections (2)(b)l and (2)(b)2 of this clause below. As used in the previous 
sentence, "for Federal Government purposes," means use only for the direct purposes of the 
Federal Government. Without the copyright owner's consent, the Federal Government may not 
extend its Federal license to any other party.  

1.  Any subject data developed under that contract, whether or not a copyright has been 
obtained; and  

2.  Any rights of copyright purchased by the Purchaser or CONTRACTOR using Federal 
assistance.  

B.  Patent Rights - The following requirements apply to each contract involving experimental, 
developmental, or research work:  

(1] General - If any invention, improvement, or discovery is conceived or first actually reduced to 
practice in the course of or under the contract to which this Attachment has been added, and that 
invention, improvement, or discovery is patentable under the laws of the United States of America or 
any foreign country, the Purchaser and CONTRACTOR agree to take actions necessary to provide 
immediate notice and a detailed report to the party at a higher tier until the Federal funding agency is 
ultimately notified.  

(2) Unless the Federal Government later makes a contrary determination in writing, irrespective of the 
CONTRACTOR status (a large business, small business, state government or state instrumentality, 
local government, nonprofit organization, institution of higher education, individual), the Purchaser and 
the CONTRACTOR agree to take the necessary actions to provide, through the Federal funding 
agency, those rights in that invention due the Federal Government as described in U.S. Department 
of Commerce regulations, "Rights to Inventions Made by Nonprofit Organizations and Small Business 
Firms Under Government Grants, Contracts and Cooperative Agreements," 37 C.F.R. Part 401.  
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(3) The CONTRACTOR also agrees to include the requirements of this clause in each subcontract for 
experimental, developmental, or research work financed in whole or in part with Federal assistance. 

10. Rights to Inventions Made Under a Contract or Agreement.  
If the Federal award meets the definition of "funding agreement" under 37 CFR §401.2 (a) and the 
recipient or subrecipient wishes to enter into a contract with a small business firm or nonprofit organization 
regarding the substitution of parties, assignment or performance of experimental, 
developmental, or research work under that "funding agreement," the recipient or subrecipient must 
comply with the requirements of 37 CFR Part 401,"Rights to Inventions Made by Nonprofit Organizations 
and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements," and any 
implementing regulations issued by the awarding agency. 
 

11. Interest of Members of Congress 
No member of or delegates to the Congress of the United States shall be admitted to a share or part of 
this Contract or to any benefit arising there from. 
 

12. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) 
Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each 
tier certifies to the tier above that it will not and has not used Federal appropriated funds to pay any person 
or organization for influencing or attempting to influence an officer or employee of any agency, a member 
of Congress, officer or employee of Congress, or an employee of a member of 
Congress in connection with obtaining any Federal contract, grant or any other award 
covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with non-Federal funds 
that takes place in connection with obtaining any Federal award. Such disclosures are 
forwarded from tier to tier up to the non-Federal award. 
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BYRD ANTI-LOBBYING CERTIFICATION 
31 U.S.C. 1352 et seq. 

(To be submitted with each bid or offer exceeding $100,000) 
  
The undersigned certifies, to the best of his or her knowledge and belief, that: 
 

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to 
any person for influencing or attempting to influence an officer or employee of an agency, a Member 
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with the awarding of any Federal contract, the making of any Federal grant, the making of 
any Federal Loan, the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of and Federal contract, grant, loan, or cooperative agreement.  
 

2. If any funds or than Federal appropriated funds have been paid or will be paid to any person for 
making lobbying contacts to an officer or employee of an agency, a Member of Congress, an officer 
or employee of Congress, or an employee of a Member of Congress in connection with this Federal 
contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard 
Form

Language in paragraph (2) herein has been modified in accordance with Section 10 of the Lobbying 
Disclosure Act of 1995 (P.L. 104-65, to be codified at 2 U.S.C. 1601, et.seq.)] 

 
3. The undersigned shall require that the language of this certification be included in the award 

documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. 

        
This certification is a material representation of fact upon which reliance was placed when this transaction was 
made or entered into.  Submission of this certification is a prerequisite for making or entering into this 
transaction by 31, U.S.C. § 1352 (as amended by the Lobbying Disclosure Act of 1995).  Any person who fails 
to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than 
$100,000 for each such failure.  
 
[Note:  Pursuant to 31 U.S.C. § 1352(c)(1)-(2)(A), any person who makes a prohibited expenditure or fails to 
file or amend a required certification or disclosure form shall be subject to a civil penalty of not less than 
$10,000 and not more than $100,000 for each such expenditure or failure.] 
 
The CONTRACTOR, ___________________________, certifies or affirms the truthfulness and accuracy of 
each statement of its certification and disclosure, if any.  In addition, the CONTRACTOR understands and 
agrees that the provisions of 31 U.S.C. A 3801, et seq., apply to this certification and disclosure, if any.  
 

Printed Name of  
Representative: _________________________________ 

 
 

Signature/Date:  _________________________________ 
 
 
 

Company Name: _________________________________ 
 
Address:  _________________________________ 
 
City/State/Zip:  _________________________________ 
 
DUNS No: _________________________________ 

  
 



 
Department of Procurement and Material Management 

12000 Government Center Parkway, Suite 427 
Fairfax, VA  22035-0013 

Website:  http://www.fairfaxcounty.gov/procurement 
Phone 703-324-3201, TTY: 711, Fax: 703-324-3228 

 

  
DATE: March 28, 2018 

ADDENDUM NO. 1 
 
TO:   ALL PROSPECTIVE OFFERORS 
 
REFERENCE:  RFP2000002502 
 
TITLE:   Marketing and Communication Services 
 
DUE DATE/TIME: April 6, 2018 @ 2:00 p.m. (Revised) 
 
The referenced Request for Proposal is amended as follows:  
 
1. The solicitation due date/time has been extended to April 6, 2018 at 2:00 P.M. 
 
2. Appendix B is available in Word format on the current solicitation webpage at: 

http://www.fairfaxcounty.gov/solicitation. 
 

3. Refer to ATTACHMENT 1 of this Addendum for the answers to questions received prior to and at 
the pre-proposal conference held on March 20, 2018. Questions not addressed in this addendum 
will be addressed in a second addendum. 
 

 
All other terms and conditions remain the same. 
 

 
 
Derek D. Solomon 
Contract Specialist II 
 
 
THIS ADDENDUM IS ACKNOWLEDGED AND IS CONSIDERED A PART OF THE SUBJECT 
REQUEST FOR PROPOSAL: 
 
 
 
__________________________________________________________________________ 

Name of Firm 
 
 
 
_________________________________   __________________________ 

(Signature)   (Date) 
 
 
A SIGNED COPY OF THIS ADDENDUM MUST BE INCLUDED IN THE TECHNICAL PROPOSAL OR 
RETURNED PRIOR TO DATE/TIME OF CLOSING. 
 
Note:  SIGNATURE ON THIS ADDENDUM DOES NOT SUBSTITUTE FOR YOUR SIGNATURE 

ON THE ORIGINAL PROPOSAL DOCUMENT. THE ORIGINAL PROPOSAL DOCUMENT 
MUST BE SIGNED.  

 

C o u n t y  o f  F a i r f a x ,  V i r g i n i a
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Q1. Are there more details on the services you are seeking?  
A1. The Request for Proposal list the details of the solicitation and can be found at: 

https://www.fairfaxcounty.gov/solicitation/ 
  
Q2. Whether companies from Outside Switzerland can apply for this? 
A2.  Yes. 
 
Q3. Whether we need to come over there for meetings? 
A3. The majority of projects will require in person meetings at some point. It is not required, 

but it is strongly preferred.  
 
Q4. Can we perform the tasks (related to RFP) outside Switzerland? 
A4. Yes, the tasks can be performed, but since there will be multiple contracts, most 

agencies may select a local option.  
 
Q5. Can we submit the proposals via email? 
A5. No. 
 
Q6. Will Fairfax County provide any information related to budget parameters for the opportunity? 
A6. The budget parameters will be dependent on the specific project requested by a Fairfax 

County agency. For example, an agency may want to spend a couple hundred dollars to 
develop a brochure, while another agency may want to spend hundreds of thousands of 
dollars on a comprehensive communications campaign.  

 
Q7. Could you also please clarify if the contract will be structured as an IDIQ, as a retainer, or as a 

single project that spans the full period of performance?  
A7. The structure of the project will be determined by the requesting County agency. 
 
Q8. When I download the RFP, the file is protected and uneditable. Could you possibly make 

available a version that we can edit, for the ease of filling out the required forms? 
A8. The County does not provide the entire RFP in a Word format. As stated in #2 above 

Appendix B is available in Word. 
 
Q9. Is ?  
A9. Most county agencies do not have their own photographer on staff so the need 

occasionally arises to hire a photographer to either shoot a formal event, such as a 
ribbon cutting or groundbreaking ceremony, or to take head shots of staff members. 
These instances are rare, but they are the most common example that fall under 
photograph services.  

 
Q10. Can you confirm that we are able to bid on only the two tasks for which we feel most qualified - 

Tasks 5.1 and 5.7 - and that we do not need to submit responses for the other tasks? 
A10. Yes. (Refer to Section 1.2., Scope of Services, of the RFP) 
  
Q11. Is there any page limit to the Technical Proposal? 
A11. No. 
 
Q12. The RFP does not specify any tasks or campaigns. Can you please confirm that we are 

submitting qualifications only relevant for the task areas for which we are responding and that 
there is no specific task or project? 

A12. Offeror should provide their qualification for the relevant proposed task. There is no 
specific task or project addressed in this solicitation. Work will vary throughout the life of 
the contract depending on county agency needs.   

 
Q13. Should we submit labor categories and rates that will be used to build costs once specific tasks 

are released under this contract?   
A13. Yes. 
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Q14.  
A14. Offeror should provide hourly rates that include all charges and any relevant information 

to support those rates. 
 
Q15. For Task 5.7, are you expecting primary or secondary research?  Can you provide some example 

topics, uses or goals so we can better determine if this is a good fit for our organization? 
A15. The research could be either primary or secondary based on the specific project 

requested by the county agency. An example could be a need for a communications 
campaign that would reach a specific target audience in Fairfax County, such as older 
adults or the Vietnamese population. The requested research may be to identify how to 
best communicate with these audiences.  

 
Q16. Can references (6.4.b) be from organizations outside of Fairfax County; or are inside county 

references required for consideration? 
A16. Offeror may provide references inside or outside the County. 
 
Q17. What is the budget for these services? 
A17. The budget parameters will be dependent on the specific project requested by a Fairfax 

County agency. 
 
Q18. What does your current social media strategy look like? How many sites are you on, what content 

are you currently posting? How often do you post per day? Per month? 
A18. View our Social Media Hub for an overview of channels and posts: 

https://www.fairfaxcounty.gov/news2/social-hub/ 
 
Q19. What level of content development is required for the website? Would the project be a whole 

website re-design? Or are you looking for the development of a microsite connected to the 
current website? 

A19. The needs of website content and redesign will vary by project, but a full redesign is not 
likely as the county underwent a comprehensive redesign in 2017. 

 
Q20. Are you looking for original photography only, or for stock photography as well? 
A20. Original photography, although stock photography may be used in some cases for 

publications. 
 
Q21. How many publications do you anticipate producing? How many copies of each are you 

anticipating, and what page number in each are you expecting?  
A21. Publications will vary depending on requests by individual county agencies. 
 
Q22. What languages are you anticipating a need for in printed materials? What languages are you 

anticipating in digital materials?  
A22. Languages needed will vary depending on requests by individual county agencies. 
 
Q23. For the publications, are you looking for design enhancements or are you anticipating full 

newsletter, brochure, etc. re-design?  
A23. Publications will vary depending on requests by individual county agencies, but most 

likely new brochures/newsletters would be needed than updating current publications. 
  
Q24. What size events are you anticipating planning? How many events per month/per year do you 

anticipate? Are the events public or private? 
A24. Events will vary depending on requests by individual county agencies. They could range 

from small ground breakings to large ribbon cutting ceremonies. Most events would be 
public. 

 



 
Department of Procurement and Material Management 

12000 Government Center Parkway, Suite 427 
Fairfax, VA  22035-0013 

Website:  http://www.fairfaxcounty.gov/procurement 
Phone 703-324-3201, TTY: 711, Fax: 703-324-3228 

 

 
 

DATE: March 30, 2018 
ADDENDUM NO. 2 

 
TO:   ALL PROSPECTIVE OFFERORS 
 
REFERENCE:  RFP2000002502 
 
TITLE:   Marketing and Communication Services 
 
DUE DATE/TIME: April 6, 2018 @ 2:00 p.m. 
 
The referenced Request for Proposal is amended as follows: 
 
Refer to ATTACHMENT 1 of this Addendum for the answers to questions, received prior to an 
at the pre-proposal conference held on March 20, 2018. 
 
All other terms and conditions remain the same. 
 

 
 
Derek D. Solomon 
Contract Specialist II 
 
 
THIS ADDENDUM IS ACKNOWLEDGED AND IS CONSIDERED A PART OF THE 
SUBJECT REQUEST FOR PROPOSAL: 
 
 
 
__________________________________________________________________________ 

Name of Firm 
 
 
 
_________________________________   __________________________ 

(Signature)   (Date) 
 
 
A SIGNED COPY OF THIS ADDENDUM MUST BE INCLUDED IN THE TECHNICAL 
PROPOSAL OR RETURNED PRIOR TO DATE/TIME OF CLOSING. 
 
Note:  SIGNATURE ON THIS ADDENDUM DOES NOT SUBSTITUTE FOR YOUR 

SIGNATURE ON THE ORIGINAL PROPOSAL DOCUMENT. THE ORIGINAL 
PROPOSAL DOCUMENT MUST BE SIGNED.  

 

C o u n t y  o f  F a i r f a x ,  V i r g i n i a
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Q1. Section 6.2, Preliminary Work Plan, states "The offeror must present a description of the phases 
or segments into which the proposed program can logically be divided and performed, together 
with flow charts...This section should also contain a discussion of any changes proposed by the 
offeror that substantially differs from the project scope described in these Special 
Provisions...This section should include detailed descriptions of activities that are to occur, 
significant milestones, and anticipated deliverables."  If we are correct in our understanding that 
responses for the Technical Approach are qualifications only and that there is no specific project, 
how should bidders address this "Preliminary Work Plan" section? 

A1. Offerors could accomplish this by either discuss how they generally approach each of the 
tasks or use a hypothetical scenario that fits the description. 

 
Q2. Section 6.4.d. states "A staffing plan is required which describes the Offeror's proposed staff 

distribution to accomplish this work. The staffing plan should indicate a chart that partitions the 
time commitment of each professional staff member across the proposed tasks and a timeline for 
the project." If we are correct in our understanding that this is a request for qualifications and that 
there is no specific project or task for which we are responding, how shall we address this 
section? 

A2. Offerors could show how they generally assign staff to each of the services listed in 
Section 5. For example, a chart showing which staff members could potentially be 
assigned to each project would be sufficient. 

 
Q3. The RFP Cover Sheet Request Business Classification information. Is preference for award being 

made to firms with minority or small business designation (i.e., other-than-large businesses)? 
A3. There is no preference for minority or small business designations, as there are no set 

asides in Fairfax County. 
 
Q4. Page 5, TECHNICAL PROPOSAL INSTRUCTIONS, item 6.4 Statement of Qualifications, d. 

staffing plan indicates a requirement for proposed staff distribution to accomplish this work, 
including a pie chart that partitions the time commitment of each staff member across the 
proposed tasks and a timeline for the project.  

 
How is the county expecting contractors to respond to a proper work plan, timeline, milestones, 
significant deliverables, staffing requirements and task to be performed? 

A4. See answer 1 above.  
 
Q5. How should contractors address Section 8.  COST PROPOSAL INSTRUCTIONS on providing a 

price breakdown for each service separately? 
 

Question is: What specific services  Outreach Campaigns, Social Media and the like  and is 
the County looking for some sort of total pricing, and if so based on what? How are contractors to 
know how to break down direct labor, overhead costs, travel, supplies, etc. without knowing what 
exact deliverable the County is looking to have completed? 
 
This contractor proposes that all submissions include a matrix/spreadsheet/schedule of any/all 
tasks and other direct costs the contractor may need to employ in order to execute their duties in 
response to any County-issued Task Order to include Labor Categories, Hourly/Daily Labor 
Rates as well as Unit pricing for any supplies, deliveries, travel, etc. not included in individual 
Labor Rates. 

A5. Offeror should show how they would generally staff each of the services listed in Section 
5 and what rates would be applied. For example, we are interested in what staff would be 
assigned to a typical publication production project (project manager, designer, copy 
writer, etc.) and what the rates are for those positions. Offerors are welcome to use 
hypothetical scenarios for each of the categories. 
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Q6. Should the COST PROPOSAL to be in a separate volume, what is the County referring to when 

her than the General Conditions and Instructions to Bidders included with the 
RFP? Are contractors to assume that we need to include all pages of Appendix A as they appear 
in the RFP in our responses?  

A6. The cost proposal should include the completed forms in Appendix B and be submitted 
separately from the technical proposal. Appendix B is the General Conditions and 
Instructions for Bidders and does not have to be include in the proposal.  

 
Q7. In federal government contracting, contracts are increasingly let on a fixed price basis and on 

contract vehicles with preapproved rates, such as those on the General Service  
FSS program. Such contracts do not require a buyer to determine the reasonableness of 

tial contractors for this multiple award contract may not 
therefore not have overhead rates computed or audited. Would it be possible for such contractors 
to submit rates approved by another government authority, such as the GSA, in lieu of a 
breakdown of cost elements? 

A7. Offeror should provide hourly rates that include all charges and any relevant information 
to support those rates. 

 
Q8. Is Appendix B  Offeror Data Sheet, for post-award reference only or does it need to be 

submitted with the proposal?  
A8. See answer 6 above. 
 
Q9. 

 a correct reference. Please clarify if this contract will be 
available to other local public bodies and provide the correct paragraph reference in the special 
provisions. 

A9. The resulting contracts will be available to other local public bodies. The reference on 
page 32 was changed to Section 30, use of contract by other public bodies. 

 
Q10. Does the County want to see and approve all resumes for the proposal and throughout the 

contract period of performance? 
A10. Resumes should be submitted to demonstrate competency of the offeror and will be 

evaluated and scored. The County may request resumes throughout the life of the 
contract.  

 
Q11. Can the County define the roles and responsibilities of the information officers within the agencies 

that have them? 
A11. The roles and responsibilities vary by agency, but in general the scope of information 

officers covers most of the services outlined in Section 5 of the RFP. 
 
Q12. D

consultant for communication and event-
support does OPA and the resulting vendor provide to the other County departments? 

A12. formation 
officer that is responsible for communications work specifically for that agency. OPA 
provides communications expertise to those agencies that do not have their own PIO, in 
addition to providing countywide strategic communications planning and management. 
The vendor will assist with communications support on a project-by-project basis and the 
needs will vary throughout the life of the contract. 
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Q13. Reference 5.1, on average, how many outreach campaigns/communication plans are developed 
for OPA or information officers in a given month? 

A13. With approximately 50 county agencies, the outreach campaigns vary greatly from month 
to month depending on the needs of the individual information officers. 

 
Q14. Reference 5.2, is there any anticipated requirement for the vendor to monitor social media or post 

directly to identified platforms on behalf of OPA or agencies? 
A14. Depending on the project, monitoring and posting to social media on behalf of the county 

is possible. These requirements would be established at the beginning of the project.  
 
Q15. Reference 5.2, does the County anticipate weekly and/or monthly social media metric 

reporting from the vendor?  
A15. Depending on the project, social media metrics may be helpful. These requirements 

would be established at the beginning of the project. 
 
Q16. Reference 5.2, how often in a month are the current vendors asked to provide social media 

support to the 50 agencies?  
A16. It will vary greatly depending on the needs of individual county agencies and projects. 
 
Q17. What social media sites and channels is the vendor responsible for providing content? 
A17. Social media channels can be found on our Social Media Hub: 

https://www.fairfaxcounty.gov/news2/social-hub/ 
 
Q18. Reference 5.3, how frequently does OPA add new content to their websites? 
A18. Daily 
 
Q19. Reference 5.3, approximately how many content pieces are produced per month for posting on 

the internal and external websites? 
A19. The needs will vary depending on the project, but in general, content is produced daily for 

 
 
Q20. Reference 5.3, how many web pages are designed per month for incorporation into the internal 

and external websites? 
A20. There are thousands of 

the vendor will vary by project. 
 
Q21. Reference 5.3, how frequently does OPA update existing website content?  
A21. Daily 
 
Q22. Reference 5.3 how many internal and external websites will the vendor support under this 

program? What are the sites? 
A22. The support needs will vary by the individual project. Pages will primarily be on 

www.fairfaxcounty.gov. 
 
Q23. Will the vendor be required to post content, using the approved content management system, to 

the internal and external websites?   
A23. In some cases, yes. But it will vary depending on the needs of the individual project. 
 
Q24. Reference 5.4, on average, how many pieces of collateral (brochures, fliers, posters, etc.) are 

developed for OPA or information officers in a given month?  
A24. The number of publications and fliers vary greatly from month to month depending on the 

needs of the individual information officers. 
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Q25.  Reference 5.4, on average, how many newsletters (for print or online viewing) are developed for 
OPA or information officers in a given month? 

A25. The number of newsletters vary greatly from month to month depending on the needs of 
the individual information officers. 

 
Q26. Reference 5.5, on average, how many events does OPA anticipate will be supported by this 

contract in a given month?  
A26. The number of events vary greatly from month to month depending on the needs of the 

individual information officers.  
 
Q27. How many of the events require full event support to include all logistics and design 

requirements?   
A27. It will depend on the needs of the individual agencies at the time of their request. 
 
Q28. Is venue research and contracting part of event logistics under events? 
A28. That may be included as part of an individual project. Those details would be worked out 

between the agency and the vendor at the time of the request. 
 
Q29. Reference 5.6, on average, how many events in a given month require photography services on 

site? 
A29. The number of photography requests vary greatly from month to month depending on the 

needs of the individual information officers. 
 
Q30. What is the current process for any of the 50 agencies to request support for social media, 

events, publication development, photography or other support tasks from vendors?  
A30. Information officers will solicit quotes from one or more of the vendors for their specific 

project and budget. Information officers will meet with the vendor to discuss their needs 
and outcomes, and select the best vendor that meets the agency needs. 

 
Q31. What is the average page count for County proposal submissions for technical volumes? 
A31. The average page count is unavailable, but there is no page limit. 
 
Q32. Page 2, paragraph 3.3 - Will the initial contract period (approximately 2-years) be fully funded? 
A32. The Fairfax County Board of Supervisors appropriate funds each fiscal year to each 

agency. Projects will vary throughout the life of the contract depending on the needs of 
individual county agencies. If an agency selects a vendor to perform work on a project, 
that project will be funded by the county agency. Successful offerors will be on contract 
with the county, but are not guaranteed any work. 

 
Q33. Page 2, paragraph 4.1 - Please elaborate on the relationship between the OPA and the 50 county 

agencies?  
A33. See answer 12 above. 
 
Q34. What influence does the OPA have on those agencies? 
A34. OPA sets countywide communications strategy and protocols. 
 
Q35. What role will the contractor play in those relationships? 
A35. Individual agencies will contract directly with the vendor. In most cases, OPA will not be 

involved, although it is possible. 
 
Q36. Page 5, paragraph 6.4.b  Are there any limitations on the number of references presented? 
A36. No. 
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Q37. Page 5, paragraph 6.4.c  Without specific knowledge of task orders it could be challenging for 
offerors to provide staffing plans and identify specific personnel needed. Can the county provide 
more detail on specific projects/orders in order to give the offeror a better idea of what specific 
skill set is required to accomplish specific tasks? 

A37. See answer 1 and 2 above. 
 
Q38. Page 6, paragraph 7.1  Does the County require 9-hour workdays/45-hour work weeks for this 

effort? 
A38. Workdays and hours will be based on project needs.  
 
Q39. Page 6, paragraph 8.1  Are offerors expected to provide pricing detail for each task as well as 

each sub-task listed? 
A39. Offeror should provide hourly rates that include all charges and any relevant information 

to support those rates. 
 
Q40. Does the County also require detailed information on all indirect costs? 
A40. See answer 39 above. 
 
Q41. Has travel been identified for this effort?  
A41. Travel should be limited to attending meetings or scheduled events. 
 
Q42. Will the County consider providing a reimbursable NTE budget for this portion of the requirement? 
A42. Budget parameters will be dependent on the specific project requested by the agency. 
 
Q43. Page 9, paragraph 16.7  Will visits by County personnel be coordinated/scheduled? 
A43. Yes 
 
Q44. Page 10, paragraph 20.1  Can the County provide an estimate of the number of County 

departments that may be separately invoiced? 
A44. There are approximately 50 agencies in the county. About half of these have used vendor 

services in the past. 
 
Q45. Will orders be awarded by department or will all orders be awarded via Fairfax County? 
A45. Contracts will be awarded by Fairfax County but task orders with specific deliverables 

and task will be issued, evaluated and awarded by individual agencies. 
 
Q46. Please confirm that Appendix C and the W-9 form are to be submitted within the Cost Volume? 
A46. Appendix C and W-9 form should be submitted with the cost proposal. 
 
Q47. On page 6 of the solicitation, Section 8.1 states "The cost of each task or segment of the task 

shall be itemized". Please confirm that providing pricing, and supporting detail, at the task level 
(Task 5.1 - Task 5.7) is compliant with the solicitation's instructions? 

A47. Offeror should provide hourly rates that include all charges and any relevant information 
to support those rates. Providing pricing at the task level would be compliant. 

 
Q48. On page 8, section 15.1 states the proposal must be valid for 120 calendar days. Appendix A 

states the proposal must be valid for 90 days. Please confirm that the proposal validity period 
should be 120 days? 

A48. Proposal shall be valid for 120-days. 
 
Q49. On page 1, Section 3.1 and 3.2 state the contract period is 2 years with optional renewal period of 

3 additional years. Is the contract a 2-year base with 3 option periods for a total of 5-year period 
of performance? 

A49. Yes. 
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Q50. Can the County please provide a page count for the technical proposal?  
A50. There is no page requirement. 
 
Q51. Can the County please clarify the preferred font size for the technical proposal?  
A51. There is no requirement, but font size 11 or 12 is standard. 
 
Q52. Can the County please clarify if there is there a small business set aside requirement for this 

contract?  
A52. See answer 3 above. 
 
Q53. Can the County please clarify the contract type (i.e., firm-fixed price or time and materials)?  
A53. The contract will be an hourly labor rate fee for service agreement. (Ref. Paragraph 9.1. 

of the RFP) 
 
Q54. Can the County please share which agencies/offices have most frequently used the current 

contract? 
A54. It varies by project, but examples include the Police Department, Health Department, 

Department of Transportation, Office of Emergency Management, and more. 
Q55. Can the County please clarify if it has an anticipated budget for this contract? 
A55. Budgets will vary widely based on the individual projects throughout the life of the 

contract. 
 
Q56. Does Exhibit B, Web Standards, reflect the most recent Section 508 compliance requirements?  
A56. Yes. 
 
Q57. Will the contract awardee support or facilitate any of the office's travel needs? 
A57. Yes, if this service is needed in the agency project request.  
 
Q58. Page 6, Section 8.1b notes "Breakdown of direct labor and labor overhead costs including 

number of manpower hours and applicable actual or average hourly rates, overhead rate and 
supporting schedule." Can the County please clarify what information is required to be broken 
down and what supporting information is required for submission? Does the government want the 
offerors most recent indirect rate agreement to verify the elements of the indirect rates, such as 
fringe, overhead, G&A? 

A58. Offeror should provide hourly rates that include all charges and any relevant information 
to support those rates. 

 
Q59. Can the government please provide a cost template for offerors to use to ensure an even playing 

field across all the offerors and to ensure we provide all the information necessary for a fair 
evaluation with all the offerors?    

A59. A template will not be provided. 
 
Q60. Page 6, Section 8.1 notes "Failure to break down cost elements may render the Cost proposal 

non-responsive." Can the County please clarify how far offerors should break down cost for each 
task? 

A60. Offeror should show how they would generally staff each of the services listed in Section 
5 and what rates would be applied. For example, we are interested in what staff would be 
assigned to a typical publication production project (project manager, designer, copy 
writer, etc.) and what the rates are for those positions. Offerors are welcome to use 
hypothetical scenarios for each of the categories. 

 
Q61. Are offerors able to realign funding by task so long as they do not exceed the total funded value? 
A61. Yes 
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Q62. Appendix A, Page 15, Section 3 notes offerors must submit bids on the forms provided by the 
county, including the bid cover sheet and pricing schedule. It is not included in the RFP. Will the 
County provide a pricing template? 

A62. No. 
 
Q63. Can the County please clarify the validity of the length of the offer  90 days or 120 days? 
A63. Proposal shall be valid for 120-days. 
 
Q64. Page 13, Section 33.1 HIPAA Compliance; is this a requirement for this contract? If so, can the 

County please clarify the type of HIPAA information (i.e. SSN, names, email address, address) 
the awardee will have access to? 

A64. No HIPAA information is expected to be part of this contract. 
 
Q65. Appendix B, can the County please clarify why "line item pricing" may not be marked as 

proprietary or trade secret? What does line item pricing refer to as it relates to task or segments? 
It is not clear what the county is considering line item pricing as that could be sensitive 
information that we would need to list in Appendix B, page 27. 

A65. Pricing is not considered proprietary or a trade secret. (Reference Paragraph 10.4. of the 
RFP) An offeror may provide specific data or other material as to why pricing is 
confidential.  

 
Q66. Will the County provide a list of all forms, by title, that are required to be submitted with the 

proposal? 
Q66. Refer to Section 13.5, Submission of Proposal, of the RFP and include Appendix C and 

W-9 form. 
 
Q67. The RFP indicates that contract awards could be made to multiple offerors. How many contract 

awards does Fairfax County Government anticipate making? 
A67. In the past, 3-4 awards have been made. We anticipate a similar number this time. 
 
Q68. The RFP states that offerors can submit a proposal for one or more tasks in Section 5: Tasks to 

Be Performed. Will Fairfax County Government view offers more favorably that submit proposals 
showing the capability to perform more than one task in Section 5? 

A68. No. 
 
Q69. Can you please provide the total contract dollar amount awarded to date under each previous 

contract #4400003789, #4400003804, #4400003805, #4400003806? 
A69. Approximately $277,553.00 (4400003789), $193,765.00 (4400003804), $1,411,623.67 

(4400003805) and $0.00 (4400003806). These figures are based on Purchase Order 
encumbrances. 

 
Q70. Is there a specific problem or challenge that you would like proposals to respond to? 
A70. No. 
 
Q71. For budgeting purposes, can Fairfax County kindly clarify what type of contract is required for this 

project? 
A71. Hourly labor rate fee for service contract.  
 
Q72. Based on the uncertainty of the actual tasks to be awarded or the size and location of meetings, 

etc., please confirm that the cost proposal will include loaded labor rates only and not include an 
estimate of other direct costs. 

A72. Yes 
 
Q73. May bidders suggest or propose escalated labor rates for the second year? 
A73. Yes 
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Q74. 
and/or Fairfax Public Schools. Can bidders provide references from other entities? 

A74. Yes 
 
Q75. The instructions regarding staffing plan indicates the requirement for a chart and timeline relating 

contract award for specific task orders? 
A75. They are applicable to this bid. We are looking for vendors to show how they would 

generally staff each of the services listed in Section 5 and what rates would be applied. 
For example, we are interested in what staff would be assigned to a typical publication 
production project (project manager, designer, copy writer, etc.) and what the rates are 
for those positions. Offerors are welcome to use hypothetical scenarios for each of the 
categories. 

 
Q76. Can a single technical proposal be submitted covering multiple task types? 
A76. Yes 
 
Q77. Can a single cost proposal be submitted covering multiple task types? 
A77. Yes 
 
Q78. After contract award, will a contractor be able to include additional or new staff and consultants 

on task bids? 
A78. Yes 
 
Q79. How many contracts does Fairfax County estimate will be awarded for each type of task? 
A79. We anticipate awarding a total of 3-4 contracts which will cover all the tasks. 
 
Q80. Will preference for awards be given to organizations based in Fairfax County? 
A80. No. 
 
Q81. Section 6.1 (b) 2 requests a technical approach and a proposed program for executing the 

technical scope. Section 6.2 requests a preliminary work plan that addresses each task. How is 
the technical approach/proposed program different than the work plan? In addition, the 
preliminary work plan requests significant milestones. How is this different than the timeline 
requested under Section 6.4 (d), staffing plan? 

A81. There can be some overlap in Section 6.1(b) and Section 6.2. However, in general, the 
response to 6.1(b) should show how offerors generally approach each of the services in 
Section 5, and they are welcome to make some assumptions or use hypothetical 
scenarios. The work plan in Section 6.2 should include a rough timeline of these 
approaches (such as Phase 1  initial kickoff meeting) if they are not already included in 
the response to Section 6.1(b). The staffing plan in Section 6.4(d) should include a chart 
or matrix of which staff would typically be assigned to each service listed in Section 5. 

 
Q82. Is it acceptable to submit an online portfolio sample? 
A82. No 
 
Q83. Section 6.4 (d) staffing plan:  The staffing plan requests a timeline and a description of the 

amount of time each staff person will devote to the project. Given the broad nature of the SOW, 
the proposed timeline and level of effort for specific assignments will vary by the request. For 
example, a formal conference for 200 attendees will require both more time and staff resources 
than an informal event for a small group. Please clarify what assumptions bidders should use to 
estimate the timeline and level of effort. 

A83. Offerors should may make their own assumptions and outline those in their response. 
 
Q84. Section 6.4 (e) financial statements: May bidders include financial statements in the cost 

proposal binder instead of the technical proposal binder? 
A84. No. 
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Q85. Cost Proposal Instructions: Section 8.1 asks bidders to submit a total cost for each task. There 
SOW currently does not indicate the total number nor specific scope of outreach campaigns, 
social media efforts, web pages, print documents, events, photography sessions, and research 
needed. Please provide additional information on the anticipated needs or level of effort such that 
bidders can estimate total costs and man hours for each task.  

A85. Offerors should show how they would generally staff each of the services listed in Section 
5 and what rates would be applied. For example, we are interested in what staff would be 
assigned to a typical publication production project (project manager, designer, copy 
writer, etc.) and what the rates are for those positions. Offerors are welcome to use 
hypothetical scenarios for each of the categories. 

 
Q86. Is the contractor supporting an existing marketing department or initiative? 
A86. Although the county has its own public information staff, there are times when outside 

assistance is required for a variety of services. The successful offeror would support the 
 the life of the contract will 

be new initiatives. 
 
Q87. Is the contractor augmenting County resources or working semi-autonomously under a program 

manager/etc.? 
A87. The successful offeror will work with a different point of contact for each individual 

project. That county POC will jointly establish a scope of work with the firm, and the 
successful offeror will be responsible for completing that work. In many cases, the county 
POC is the program manager for the project. 

 
Q88. Based on the task descriptions, the contracting teams needs to be fairly well-entrenched into the 

County. Is it expected the resources(s) would be hired by the County at the conclusion of the 
contract? 

A88. No 
 
Q89. For Web Tasks: is there a testing server, content management system (type/brand), and backend 

capacities which are expected to be managed in whole or in part by the contracting team? 
A89. 

how to use the system in advance if they were expected to post information on behalf of 
the county. 

 
Q90. Are there are will there be metrics towards existing activities in these task areas? In addition, can 

these be made available before RFP submission in order to better determine the scope of work 
the contracting team(s) would be supporting? 
- How many outreach campaigns/yr. 
- What was the approx. proportions of staffing for outreach campaigns 
- What is the current reach, amount of views/visits, etc. for the social media and website 

properties 
- About how many web pages of content on the existing site 
- Approximately how many publications per year 
- Approximate timeline from idea to presentable/public publication 
- Approximately how many events per year 
- Will photographers be working alongside an existing photography/marketing person or 

department or will be assuming all responsibilities (reporting to who?)  
A90. The answers to most of these questions will vary greatly depending on the need for 

different projects throughout the life of the contract. For social media info, visit our Social 
Media Hub at View our Social Media Hub for an overview of channels and posts: 
https://www.fairfaxcounty.gov/news2/social-hub/. The website was recently redesigned in 
2017 and the current number of web pages is not known. 
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Q91. What kinds of access to all branches of County government should the researcher expect? Are 
there any security clearances (or similar) needed for the person(s) fulfilling this role? 

A91. Access will vary depending on the project requested. Security clearance should not be 
needed, but there are some cases vendors will need to complete training or get approval 

accounts. 
 
Q92. Can you point to existing County assets which represent the form and quality the County is 

looking for from the contracting team? 
A92. Many current county information campaigns can be found at 

https://www.fairfaxcounty.gov/topics/projects-initiatives 
 
Q93. In Section 8.1 regarding Cost Proposal Instructions, you ask for the cost of each task. Similarly, in 

Section 9.1 regarding Pricing, you ask for the hourly labor rate fee. We never charge by the hour. 
We always price by project once we know the final scope of work. Since this RFP is for ad-hoc 
"services as needed," how would you like us to answer these questions? 

A93. Offeror could make assumptions or use hypothetical scenarios to establish cost 
estimates.  

 
Q94. Are physical resumes required of personnel? Or would a listing or description of their 

qualifications suffice? 
A94. Yes. 
 
Q95. What is your marketing budget for this contract period? 
A95. The budget will vary greatly depending on the individual projects needed by county 

agencies. 
 
Q96. We are a Digital Agency located in Maryland and is this solicitation is opened to out of state 

agencies to bid on it. 
A96. Yes. 
 
Q97. Are there any travel requirements? 
A97. There is limited travel anticipated outside of traveling locally for meetings. 
 
Q98. Will proposal offering multiple task be given a better rating?  
A98. No, all task will be evaluated separately based on Section 16.6, Proposal Evaluation 

Criteria. 
 
Q99. Page 5, section 6.4c of the RFP requests resumes of staff and proposed consultants. Do 

you require a resume for every person who might contribute to these tasks, or just key 
staff who would spend the majority of time?  

A99. Key staff is fine. 
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FAIRFAX COUNTY SOCIAL MEDIA POLICY & GUIDELINES FOR 
OFFICIAL ACCOUNTS

I.) Record of Updates 
This policy and guidance will evolve as new technologies and social media sites change. Refer to this 
record of updates section for the latest changes.  

MAY 2015: Updates to reflect new social media strategy document. 
DECEMBER 2014: Edits to the number of initial agency/program accounts, additional 
language about using social media across topics rather than departments; updates to OPA’s 
role; refined guidance for emergencies and emerging incidents; added SoundCloud platform; 
removal of employee sections, which are now covered in revised information technology 
policies.  
JANUARY 2014: Details for how to use social media during emergencies, updates to 
reference a new County Facebook Reference Guide, copyright images and other minor 
modifications.
APRIL 2012: HootSuite, blogs, retention guidelines, new links to Communications Toolkit 
features and minor modifications to specific tools. 
JUNE 2011: Policy adopted. 

II.) Official County Social Media Sites 

Every day people discuss, debate and engage Fairfax County Government in many online 
conversations. We recognize the vital importance of participating in these conversations and we are 
committed to ensuring we participate and listen in meaningful ways. 

Six philosophies of Fairfax County social media:  
1. Publish, engage and provide customer service with relevant, timely and actionable information, 

while promoting core services and key events. 
2. Establish our voice to build confidence that we are a trusted source for information, especially 

during emergencies. 
3. Use social media aggressively during emergencies and emerging incidents to empower 

information ambassadors, listen to community first informers and share critical information. 
4. Listen to conversations about government services/programs and participate in individual, 

neighborhood, local, regional, state and/or national conversations. 
5. Ensure the security of our social media accounts. 
6. Integrate social media with other ways to deliver and share content, such as paid, earned and 

owned opportunities. 

All accounts must follow the requirements outlined in the new social media strategy, including 
frequency of publishing, satisfaction surveys and setting goals for each year. 
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A.) Existing Social Media Sites 
The Office of Public Affairs (OPA) maintains countywide social media sites on Facebook, Twitter,
YouTube, Flickr, SlideShare and SoundCloud, along with some pilot sites. 

Facebook and Twitter are available for agencies to apply for, while other supporting platforms 
(YouTube, Flickr, etc.) are handled centrally through countywide accounts managed by OPA. 
View lists of official Facebook Pages and Twitter accounts. Departments are encouraged to 
contribute content to existing county social media sites with existing fan bases in lieu of or in addition 
to their own presence.

B.)  Requesting Facebook and/or Twitter 
New social media sites on Facebook and/or Twitter may be requested by first sending an email to 
socialmedia@fairfaxcounty.gov.  Departments/programs may not create their own social media sites. 
Agencies are initially limited to one account on Facebook and/or Twitter. It’s also preferred if agencies 
launch one platform at a time. If approved, OPA will create pages with proper settings, look and feel 
to ensure consistency; transfer administrative rights to the agency; and provide training.

When considering a presence on Facebook or Twitter, it’s important to think about goals, objectives, 
audiences, differences between Facebook and Twitter, and connections to other county agencies. 
For example, rather than an account based on a department, the public might be better served with a 
thematic or programmatic account based on specific content from one or multiple departments. 

C.) Publishing 

1. Publishers 
At least one public information officer (PIO) will serve as the lead staff person for official county 
social media sites. Duties include serving as the lead contact for an account, developing the 
engagement framework for posting information and responding to comments, adhering to 
policies, and ensuring the social media site is regularly updated. Department staff may 
manage day-to-day operations of a social media site, but in close consultation with the site’s 
lead PIO.

Only county staff will serve as publishers; publishers will attend mandatory training sessions. 
Volunteers, interns, contractors and board/authority/commission members are not eligible to 
administer official accounts. View a list of lead social media publishers.

2. OPA’s Role 
The Office of Public Affairs will provide the umbrella framework for the county’s social media 
presence. In this role, OPA will: 

 Serve as a silent administrator of all accounts. 
 Coordinate during emergencies. 
 Help post if needed. 
 Provide feedback and continuous training. 
 Provide new guidelines as Facebook and Twitter change. 
 Amplify presence and information through countywide accounts. 
 Include metrics with county stats. 
 Request and/or publish messages to all or select social media accounts. 
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3. Posting Guidelines 
Social media content is fleeting because updates compete for attention in personal social 
media news streams. Official county social media sites need to be clear, precise and follow 
industry best practices for posting updates. Three tenets county social media publishers must 
follow regarding the types of content to share: 

Relevant: Information that helps residents and pertains to their daily lives. 
Timely: Information about deadlines, upcoming events, or related to current events. 
Actionable: Information to register, attend, go or do. 

4. What Not to Post: 
 Information about items in litigation or about claims that could be brought against the 

county.
 Nonpublic information of any kind; always check with your PIO if unsure.  
 Personnel, sensitive or confidential information of any kind. 
 Medical information that violates a person’s Health Insurance Portability and 

Accountability Act (HIPAA) protections.  

Legal requirements and county guidelines towards the protection of confidential, sensitive, and 
internal use information still apply.   

D.) Links 
As an extension of the county’s communications platform, social media sites should include links that 
direct users back to the county’s website for more information, forms, documents or online services 
as necessary. Agencies must use a link shortener to meet the requirements of character-limited 
platforms. Instructions to establish these accounts will be provided during training. 

External links to media articles or other relevant content are permitted on official county social media 
sites to encourage conversation and to share information, but external links on the county’s official 
website, fairfaxcounty.gov, are governed by a separate policy.

E.) Comments 
Comments from members of our community are, of course, welcome on social media sites, but 
comments must be monitored daily during working hours. County-created social media forums must 
be structured to focus discussions on a particular interest of Fairfax County rather than creating a 
“public forum.” County publishers may only remove postings based on the guidelines below, not 
because a comment disagrees with county policy. When possible, social media sites that allow 
comments must include either a link to the following comments policy published on the public website
or the complete text published on the social media site: 

The purpose of this site is to present matters of public interest in Fairfax County, including its 
many residents, businesses and visitors. We encourage you to submit your questions, 
comments, and concerns, but please note this is a moderated online discussion site and not a 
public forum.

Once posted, the county reserves the right to delete these kinds of submissions: 
1. Vulgar language 
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2. Personal attacks of any kind 
3. Comments or content that promotes, fosters, or perpetuates discrimination on the 
basis of race, creed, color, age, religion, gender, marital status, genetics, status with 
regard to public assistance, national origin, physical or intellectual disability or sexual 
orientation
4. Spam or unrelated links to other sites 
5. Clearly off topic
6. Advocate illegal activity 
7. Promote particular services, products, or political organizations 
8. Infringe on copyrights or trademarks 
9. Personally identifiable medical information 
10. Information that may compromise the safety, security or proceedings of public 
systems or any criminal or civil investigations. 

If there are repeated violations, then Fairfax County will ban participation on platforms that 
permit organizations to ban users. Please note that the comments expressed on this site do 
not reflect the opinions and position of the Fairfax County Government or its officers and 
employees. If you have any questions concerning this social media platform, please contact 
the [Agency Name] at [agency e-mail]@fairfaxcounty.gov.

Comments that do not meet these criteria should be retained then deleted. Publishers should take 
screenshots of the original county post and the comment that will be deleted. A description detailing 
why content was removed or deemed not suitable should be maintained. 

Publishers may choose to reply to comments and engage residents in the same way we reply to 
phone and email inquiries, but business decorum must prevail and factual responses -- not opinions -
- must be shared. Agency staff monitoring for and replying to comments must coordinate responses 
with other agencies, if appropriate, so the best response can be provided.

F.) Emergencies and Emerging Incidents 
During emergencies or evolving incidents, all social media content and postings must be coordinated 
with the Office of Public Affairs as part of its Emergency Support Function 15 protocols. Depending 
on the incident, publishers may be directed to point to specific social media sites that will serve as the 
main source(s) of information. All incidents evolve over time and the county may need to change how 
social media assets are being used from strategic and tactical perspectives. 

There are generally two scenarios when social media needs to be coordinated: 

1. Joint Information Center Activations
Publishers will be notified by email of Joint Information Center activations and deactivations. 
Between the start and end time of a JIC, please contact OPA by sending messages to 
OPAEmergency@fairfaxcounty.gov, not individual staff members as staff shifts will vary. 
Following ESF 15 guidelines, OPA may direct that select agencies staff social media.

2. Emerging Issues and Incidents
When an issue or incident emerges in our community, an official Joint Information Center may 
not be needed. However, close coordination for all communications, including social media, is 
still required. Do NOT use the email address listed above in these cases. 
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Specifically, here’s what social media publishers need to be aware of when a Joint Information Center 
is activated or notification is made that social media efforts must be coordinated: 

1. OPA May Publish From Department Accounts
OPA reserves the right to post messages on any county social media account as the incident 
progresses. If publishers are actively working an incident, OPA will attempt to notify. If 
publishers are not actively working an incident, OPA will proceed to reach your audience. 

2. Unschedule Posts
Unschedule any posts so content is not insensitive or untimely due to whatever the emergency 
situation may be in our community. 

3. Important Publishing Guidelines
Keep these publishing tips in mind for effective execution of social media: 

a) Try to timestamp any time-sensitive information so it’s clear when it was published. 
Use a template such as: “3/17, 10:33 am: (message here)” 

b) Please Facebook Share (including tagging the Fairfax County Government page) or 
retweet county information to fans/followers as needed. This is the best method to 
ensure message consistency. 

c) Be aware of hashtags on Twitter. During storms, the county generally tries to use 
#ffxstorm -- please include it in tweets if space permits. 

d) Content published on social media must be usable, especially to people on mobile 
devices. For example, provide links to webpages, not PDFs. 

4. New Social Media Sites to Support Emergencies
OPA also reserves the right to establish new social media sites as needed. 

G.) Photo/Video Release Form and Use of Images 
Please refer to the photo/video release form in the Communications Toolkit. When posting images to 
social media, be sure copyright laws are not being violated. Do not simply search the Internet for an 
image and use it because that may violate the law. 

H.) Embedding Social Content 
Social media content such as embedded tweets, embedded Facebook posts, YouTube videos, 
SoundCloud clips or Flickr galleries may be placed on county web pages (see Sections K, L 
and M about accessibility for each tool). Social media content from select partners such as the state 
or federal government may be embedded. OPA reserves the right to use agency social media content 
on countywide web pages, social media sites and other platforms. 

I.) Facebook
View a full directory of official county Facebook pages.

1. Training
Publishers will be required to attend a mandatory pre-launch workshop that covers many 
Facebook page features. Publishers must also follow the the “Fairfax County Facebook Reference 
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Guide” that details many operational issues and best practices that must be followed. 

2. Understanding Publisher and Personal Roles
OPA will grant administrative rights to page publishers. All publishers must use their own personal 
Facebook profiles to access official county sites (the public will not know publisher identities).  

3. Page Settings 
When OPA creates a new page, all site features that allow the public to post their own topics, 
pictures or videos will be disabled. County Facebook pages are not “open forums” or a place for 
people to share comments about any topic they choose. Temporary exceptions for turning on the 
wall may be used and granted by OPA in cases of emergencies where situational awareness of 
an unfolding event would be helpful. 

4. Comments 
If a Facebook publisher plans to delete a comment, a screenshot of the topic and the comment 
must be saved for documentation purposes. Please see section E for what can be deleted. Refer 
to the Facebook reference guide for how to delete a comment.

5. External Links 
Links to media articles are permitted to generate conversation, but vary the sources and limit the 
number of times external links are shared. 

J.) Twitter 
View a full directory of official county Twitter accounts.

1. Training 
Publishers will be required to attend a mandatory pre-launch workshop. Refer to the forthcoming 
“Fairfax County Twitter Reference Guide” for more specific details about managing an official 
account.

2. Design of Twitter.com Pages 
All county Twitter accounts will use the same background design provided by OPA; agencies may 
choose their own profile icon and header image.

3. Hootsuite 
Publishers will use Hootsuite to manage official Twitter accounts. For security purposes, 
passwords for Twitter.com will not be provided to publishers.  

4. Comments 
Unlike Facebook and its threaded conversations, Twitter publishers can only delete their own 
comments, not anyone else’s tweets. The disclaimer listed in section E does not apply to Twitter. 

K.) YouTube 
1. Channels 
OPA maintains the county’s primary YouTube channel. Other departments needing a YouTube 
video must work with OPA to publish clips to the county’s channel by contacting 
socialmedia@fairfaxcounty.gov. 
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2. Existing Channel 16 Video 
Existing Channel 16 videos may be converted for YouTube; contact Channel 16 staff and ask for 
the video to be converted to a YouTube format. OPA will upload the video and contact the agency 
if more details are needed. 

3. Disclaimer 
All YouTube channels must contain the following disclaimer on the home page and in the 
description of each video or linked to a page with the disclaimer: 

Please note: Fairfax County is not responsible for the content provided on "related" and 
"promoted" videos that are accessible from this county's YouTube channel. All viewers should 
note that these related videos and comments expressed on them do not reflect the opinions 
and position of the Fairfax County government or its officers and employees. 

4. Comments 
OPA receives notification of pending comments on YouTube and will approve responses that do 
not violate the criteria outlined in section E.  

5. ADA Accessibility 
To ensure ADA accessibility, work with Channel 16 for captions. Agencies also may publish a text-
only script on a web page and provide the link to OPA to include in the video’s description. 

6. Embedding Video Players 
YouTube video players may be embedded on the county website and other appropriate venues. 
Relevant videos from other government agencies or partners may be embedded.

L.) Flickr 
1. Channels 
OPA maintains the county’s primary Flickr channel. Other departments who want to share photos 
on Flickr must work with OPA by contacting socialmedia@fairfaxcounty.gov. 

2. Choosing Photos 
Select photos that best represent all aspects of the event or subject without being repetitive. Ten 
images are generally more effective than 40. 

3. Metadata 
When submitting a request to upload photos, the following information is required: 
- Title (caption) for each picture 
- Tags for each set and photo; these help people search for images on Flickr or search engines 
such as Google 
- Description for the full photo set, as well as any specific descriptions for individual photos 

4. Comments
Please see section E for more details. OPA receives notification of comments on Flickr, monitors 
for activity and will coordinate responses or deletions.
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5. ADA Accessibility 
To ensure ADA accessibility, photos must include captions that describe the content. 

6. Embedding Photo Players 
Flickr photo players may be embedded on the county website and other appropriate venues. See 
Section H for details.

7. More Guidelines 
View more photo guidelines in the Communications Toolkit. 

M.) SlideShare 
1. Channel 
OPA maintains the county’s only SlideShare channel for PowerPoint presentations and 
documents. Contact socialmedia@fairfaxcounty.gov for more information. 

2. ADA Accessibility 
To ensure ADA accessibility, agencies must provide OPA with the original PowerPoint file (not 
PDFs) so the text can be published onto a text-only section of SlideShare.

3. Embedding SlideShare Players 
SlideShare players may be embedded on the county website and other appropriate venues. See 
Section H for details.

N.) SoundCloud 
1. Channel 
OPA maintains the county’s only SoundCloud channel for embeddable audio clips. Contact 
socialmedia@fairfaxcounty.gov for more information. 

2. Embedding SoundCloud Players 
SoundCloud players may be embedded on the county website and other appropriate venues. See 
Section H for details.

O.) Updating from Mobile Devices 
Publishers may use personal mobile devices to update social media through the Facebook or 
Hootsuite apps. If a publisher loses a personal phone and someone accesses these apps, then an 
official county resource is at risk. Publishers must protect county information by using a passcode on 
personal devices. If a publisher loses a phone, OPA and DIT Information Security must be notified 
immediately and social media administrative rights will be temporarily removed. 

P.) Ideas for Other Platforms 
The E-Government Steering Committee will continuously evaluate social media opportunities. 
Agencies are required to work with the committee if there is interest in pursuing new tools. Contact 
socialmedia@fairfaxcounty.gov with proposals. Beta tests can be approved with a requirement to 
produce a six-month status report. 
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Q.) Archives and Retention 
Communications received through social media are public records that generally should be 
considered as “correspondence” for the purposes of Virginia retention laws (GS 19 Series 
010039). Generally, such social media responses need to be retained as long as administratively 
necessary before it can be destroyed. 

However, there are exceptions to this rule. If an agency specifically solicits public comments or 
communication relating to a project that is covered by another records retention schedule, then those 
communications should be retained with that other records series. For example, GS4 Series 010004 
directs that Citizen Complaint records be retained for one year after last action. Any “complaints” 
should be kept for that one year period. Retention may be accomplished by keeping them online, 
moving them to an offline repository or printing and filing hardcopies at the discretion of the office. 

If an agency is using social media to explicitly collect feedback, that agency must take steps to 
ascertain the appropriate retention period and retain such records for at least that period of time. 

Content submitted on Fairfax County Government social media sites for posting that is deemed 
unsuitable because it is not related to the current subject matter or is considered inappropriate 
content should be retained (for example, by using screenshots). A description detailing why content 
was removed or deemed not suitable should be also maintained. 

R.) Security 
Credentials for official county social media sites should be managed according to the county 
password policy. Passwords should maintain complexity requirements and use uppercase letters, 
lowercase letters, numbers, and special characters. Passwords to social media sites should be 
changed at a minimum of every 90 days. In the event of a compromise, or suspected compromise, 
passwords should be changed immediately.  A Fairfax County official email address should be used 
to establish an official social media site when possible. Credentials to county social media sites 
should be protected and limited to authorized personnel.  Refer to the county’s Information Security 
policy for more information. 

S.) Related Policies
Departments that use social media are responsible for complying with applicable federal, state, and 
county laws, regulations and policies. This includes adherence to established laws and policies 
regarding use of county electronic resources, copyright, records retention, Virginia Freedom of 
Information Act (VFOIA), Virginia Government Data and Dissemination Practices Act, First 
Amendment, federal and state privacy laws, and Fairfax County human resource regulations and 
information security policies. 

Violation of these standards may result in the removal of agency social media sites or disciplinary 
actions against specific publishers. The Deputy County Executive who oversees information 
resources and technology retains the authority to remove pages. 
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II.) Employees and Social Media 

Fairfax County uses official social media sites to communicate information as outlined in Section I of 
this policy. Only those employees with administrative access and training may express official county 
positions or speak as the county through a government social media account.

Employees have access to social media at work and are encouraged to share county information on 
social media sites as various information technology, human resources and department protocols 
allow.  

Social media sites allow you to interact with others and require careful consideration about the 
implications of “friending,” “liking,” “following” or accepting/sending requests. There is the potential for 
misinterpretation of the relationship or the potential of sharing protected information. Relationships 
such as supervisor-subordinate and client-patient merit close consideration where a wealth of 
information can be discovered if access is granted.

Refer to the Department of Information Technology policy 70-05 for details about usage. 

III.) More Information 

If you have questions about this policy or would like a presentation to staff about why Fairfax County 
uses social media, then contact the Office of Public Affairs at socialmedia@fairfaxcounty.gov. You 
also may visit the FairfaxNET resource page about social media. Contact the Information Security 
Office with concerns about security and employee usage. 



 

 
   
Department of Information Technology   
Date: August 2017  
  
Fairfax County is committed to nondiscrimination on the basis of disability in all county 
programs, services and activities. Website content will be made accessible as much as possible 
to users with physical, language, learning, or cognitive disabilities. The following Web  
Accessibility Standards apply to all content published on the county’s Internet and Intranet 
websites as well as any official internal electronic communication provided by an agency.   All 
content hosted externally on behalf of the county must also follow these standards.   

Web content must meet federally mandated accessibility requirements established by Section  
508 of the Rehabilitation Act and conform to W3C's Web Content Accessibility Guidelines 2.0 
(WCAG 2.0).   Section 508 standards were recently updated to address new technologies, 
techniques, and accessibility issues.  A key part of the Section 508 ‘Refresh’ requires all 
electronic content (web, software, or documentation) to conform to Level A and Level AA 
success criteria as specified for web pages in WCAG 2.0.  
  
In order to meet federally mandated accessibility requirements and conform to WCAG 2.0 Level 
AA, Web content should follow the criteria as listed below:   

CODE & CONTENT  
1) Use valid HTML code to avoid parsing errors with browsers and assistive technologies    

a) To ensure you have valid code, run your code through a code validator like W3C 

Code Validator  

2) Use the HTML language attribute “lang” to identify the default language of the text  

3) Identify any changes in the language of the text  

4) Use headings to begin sections and use them in the correct order  

5) Use lists to identify series of related items  

6) Provide descriptive page titles  

Department of Information Technology   
12000 Government Center Parkway, Suite 527  

Fairfax, Virginia 22035   
703-324-3380/TTY 711/FAX 703-324-4573   

County of Fairfax, Virginia     

WEB STANDARDS     
    

       EXHIBIT D    
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7) If the content has a time limit, provide users enough time to read and use content by 

allowing time limits to be adjustable by the user  

8) The reading order of the content must be logical, intuitive, and available to assistive 

technology  

FILES  
9) For digital presentations (i.e. power point slides), every slide has a unique title, reading 

order is properly set, and  all images and charts have alternative text  

10) PDFs must be accessible and adhere to PDF standards  

a) If an automated accessibility checker has been provided by the program used to create 

the PDF, the file should pass the accessibility check without any substantial errors  

11) Spreadsheets include labels for rows and columns, detailed labels for any charts and is 

accompanied by a textual description of the spreadsheet  

FORMS  
12) Provide labels for all form input fields and associate each label to their input field   

13) Clearly indicate required fields  

14) Provide legends for groups of related form fields (i.e. radio buttons or checkboxes)  

15) Ensure the tab order between form elements is logical  

16) For web pages that cause legal commitments or financial transactions for the user, allow 

the user to check and confirm the action before it is completed or provide a way to 

reverse the action  

17) Clearly identify user input errors in plain text and provide suggestions to fix the issue  

FRAMES  
18) Ensure frames are appropriately titled  

19) Provide equivalent content in an HTML <noframes> tag for browsers that do not support 

frames  
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IMAGES  
20) Provide appropriate alternative text (“alt”) for all images  

21) Provide full descriptions for complex images such as graphs and diagrams  

22) Use client-side image maps instead of server-side image maps except where the regions 

cannot be defined with an available geometric shape.  

23) If server-side image maps have to be used for legitimate technical reasons, each link in 

the image map must be repeated elsewhere in the page in a non-graphical format (i.e. list 

of links)  

24) Provide alternate text for each area in client-side image maps  

25) Use actual text instead of images of text  

a) Images of text are allowed for logos only and must include the same words used in the 

image for the alternate text  

LINKS  
26) Provide skip navigation to bypass repetitive content or navigation links   

27) Ensure that links are understandable and clearly indicate the purpose by the text of 

hyperlink  

MULTIMEDIA  
28) Do not design content in a way that is known to cause seizures  

a) Flashing objects should be limited to less than 3 flashes per second  

29) Do not automatically play audio, slideshows, or animation  

30) Provide a way to stop, start, pause or control the volume for audio that plays on a page 

for more than 3 seconds  

31) Provide a way for users to pause, stop, and hide any moving, scrolling, or auto-updating 

that lasts longer than 5 seconds (i.e. AJAX updates, news tickers, animated graphics)  

32) Provide alternatives for any time-based audio-only, video-only, or multimedia content  

a) For pre-recorded web-based content:   

- Provide a text transcript for audio-only files (i.e. MP3 files, podcasts)  

- Provide a text or audio description for video-only files  
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- Provide synchronized captions for audio content in synchronized media  

b) For live web-based content:  

- Provide synchronized captions for all live multimedia that contain audio 

content (i.e. video conferences, webcasts, and animations).  

SCRIPTS AND APPLETS  
33) All page functionality is available from the keyboard  

a) Users can navigate through all pages using only the keyboard  

b) Keyboard is never locked on a particular element on the web page  

c) Ensure the keyboard focus indicator (i.e. cursor) is visible  

34) Ensure that scripted functions are usable with assistive technologies  

35) Each script should be accompanied by a <noscript> element that contains a text 

equivalent for the script  

36) Do not change focus or content unexpectedly  

37) Avoid pop-up windows  

38) Avoid disabling the browser’s back button  

39) Provide links to Section 508 compliant plug-ins that are required to interpret page content  

SITES  
40) An alternate version of a non-compliant web page, with equivalent information, 

language, and functionality as the non-compliant page, shall be provided to make a web 

site compliant when compliance cannot be accomplished in any other way.  The alternate 

version must be as update to date as the non-compliant page and must be reached from a 

compliant web page.  

41) Identify components that have the same functionality consistently throughout a site  

42) Present navigation components consistently throughout a site  

43) Provide multiple ways of locating content   

STYLES  
44) Ensure that the page is readable and functional when the text size is doubled  
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45) Ensure appropriate contrast between the text and background   

a) Text must have a contrast ratio of at least 4:5:1  

b) Large text (i.e.18pt) must have a contrast ratio of at least 3:1  

46) Do not convey information color alone  

a) Whenever color is used as an indicator, also use a non-color-based indicator  

b) To distinguish hyperlinks from surrounding text, the contrast ratio must be at 

least 3:1 and a different color used to hover over the link  

47) Do not refer to elements on the page by their color, size, shape or location, or sound.    

a) For example, do not use “click the circle to continue” or “use the menu on 

lefthand side, or “wait for the beep to continue”  

TABLES  
48) Associate data cells with their headers by identifying the row and column headers    

a) For example, in HTML use TD to define a table cell and TH to define a table 

header.  

49) Use the summary or caption attribute to convey the information presented in the data 

table.  

50) Do not use data table markup for layout tables.  If you use a table for layout, use the 

role=”presentation” on the <table> tags  

51) For data tables that have two or more logical levels of row or column headers, use 

markup to associate data cells and header cells. For example, use THEAD, TFOOT, and 

TBODY to group rows, COL and COLGROUP to group columns  

  
  

  

More detailed help and resources can be found in Web Accessibility pages.  
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Publications Required Elements  
  

The county’s publication requirements are designed to ensure that information needed by the reader 
is provided and that our publications are compliant with all local, state and federal requirements. 
Because typography, color, design and graphics have a powerful influence on the way a reader 
perceives your message, the standards allow agencies flexibility in the design and presentation of 
their publications.  
  
All employees  are required to collaborate with the appropriate information officer before 
disseminating information to the public. 
  
1. Brochures, flyers, newsletters, magazines, booklets, annual reports and calendars. 

 Publication Title — Placed in upper third of front page. Must adhere to AP style (no quotes 
or underline).  

 Date of Publication — (i.e., January 2011, Jan. 5, 2011).  
 County Seal — The seal dimensions will depend on the overall publication design. The seal 

must appear on the front, back or mail panel for a self-mailer. While this county identifying 
feature is important, it is not the central visual element.  

 All publications must contain the statement A Fairfax County, Va., publication placed next 
to the county seal (either directly to the side or directly below). For brochures printed in 
Spanish, use the following translation: Una publicación del Condado de Fairfax, Virginia. For 
translation in Farsi, Korean, Arabic, Chinese Mandarin and Chinese Cantonese, contact the 
Office of Public Affairs since the characters for these languages are currently not available on 
the Web. 

 

A Fairfax County, Va., publication 

or  

  
A Fairfax County, Va., 

publication  

 ADA Statement — A statement of availability of accommodations or alternative format (based 
on the intent of the publication) for individuals with disabilities.  

 Equal Employment Opportunity Statement (optional) — “Fairfax County is an Equal 
Opportunity Employer that does not discriminate on the basis of race, color, sex, creed, 
religion, national origin, age, disability, genetic information, veterans’ status or disabled 
veterans’ status.
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 Contact Information — Publications providing general information must include authoring 
department's full contact information. Publications providing a service, program or activity, 
must ensure that name of contact person, phone and TTY number (can use general TTY 
711) and complete address for the event appears.  

 Web Address  — If your agency has an Infoweb address, it must appear on internal 
publications produced by your agency. Likewise, the county Web address must appear on 
your agency's external publications. However, Web addresses may not go beyond the specific 
agency address (e.g., www.fairaxcounty.gov/dpwes).  

 Captions  for Photographs — Follow AP Stylebook guidelines and abide by copyright 
restrictions.  

 Photo Credits  — Must include photographer's name if not a county employee.  

2. Nonstandard publications such as bookmarks, table tent cards and postcards 

 Font — Sans serif font no smaller than 8 pts (e.g., Arial).  
 ADA statement for nonstandard size publications.  

 

County Seal 
The official county seal and the wordmark—County of Fairfax, Virginia—used together 
graphically represent and immediately identify Fairfax County. They should be used together on 
all print communications to the public. 

The seal when used alone, does not effectively represent Fairfax County or distinguish it from 
other counties, particularly when it has been reduced in size to fit on stationery or other 
publications.  

Standards 

 The seal must appear on all print communications.  
 The seal must be used in its entirety:  

o In the official full-color version 
o In black on a light background  
o In white on a dark background 
o The seal may not be published in any other colors such as blue, green, pink, etc. 

 The seal may not be graphically changed in any way. This includes proportions, fonts 
and color applications.  

 The Board of Supervisors approved the following PMS colors† for the county seal:  
o PMS 128-shield, part of the cornet and border of circle  
o PMS Warm Red-bars, cornet and border  
o PMS Black 100 percent-letters and highlights  
o PMS Black 50 percent screen-lions  
o PMS 484-horse  

 In addition to the colors of the seal, the Board of Supervisors voted that the font used in 
the seal lettering would be Goudy Old Style Bold.  

 
The seal may be downloaded in black and white, grayscale, color, or transparent color and in 
sizes from 1 to 4 inches in diameter. The seal must not be resized smaller than ¾ inch in diameter 
in order for the words—County of Fairfax, Virginia—to be legible.  

 
Style Guides 
County policy requires communications to be written in one of two styles:  

1. Associated Press (AP) style for news releases, publications such as brochures and flyers 
and Web pages; or 

2. Gregg Reference style for correspondence, internal communications, reports and other 
business communications. 
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