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Questions should be directed in writing to City of Roswell Purchasing Division, 

via e-mail to: 

 

purchasing@roswellgov.com 

 

Submit Proposals to: 
City of Roswell 

Purchasing Division 
38 Hill Street, Suite 130 
Roswell, Georgia 30075 
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PROPOSAL LETTER 

 
(FAILURE TO INCLUDE THIS SIGNED PROPOSAL LETTER AND PROPOSAL CERTIFICATION MAY RESULT 

IN THE REJECTION OF YOUR PROPOSAL.) 

We propose to furnish and deliver any and all of the deliverables and services named in the attached 

Request for Proposals RFP 16-050-C Employee Clinic Services for which prices have been set.  The price or 

prices offered herein shall apply for the period of time stated in the RFP.  

It is understood and agreed that this proposal constitutes an offer, which when accepted in writing by 

Purchasing Division, City of Roswell, and subject to the terms and conditions of such acceptance, will 

constitute a valid and binding contract between the undersigned and the City of Roswell (“City”). 

It is understood and agreed that we have read the City’s specifications shown or referenced in the RFP 

and that this proposal is made in accordance with the provisions of such specifications.  By our written 

signature on this proposal, we guarantee and certify that all items included in this proposal meet or 

exceed any and all such City specifications described in this RFP.  We further agree, if awarded a contract, 

to deliver goods and services which meet or exceed the specifications. The City reserves the right to reject 

any or all proposals, waive technicalities, and informalities, and to make an award in the best interest of 

the City. 

It is understood and agreed that this proposal shall be valid and held open for a period of one hundred 

twenty (120) days from proposal opening date. 

 
PROPOSAL SIGNATURE AND CERTIFICATION 

 
I certify that this proposal is made without prior understanding, agreement, or connection with any 

corporation, firm, or person submitting a proposal (“Offeror”) for the same materials, supplies, 

equipment, or services and is in all respects fair and without collusion or fraud.  I understand collusive 

bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage 

awards.  I agree to abide by all conditions of the proposal and certify that I am authorized to sign this 

proposal for the Offeror.  I further certify that the provisions of O.C.G.A. § 45-10-20, et seq. have not been 

violated and will not be violated in any respect. 

Authorized Signature for Offeror            

Date              

Print/Type Name             

Print/Type Offeror Name Here           
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OFFEROR’S RFP CHECKLIST 

 

10 Critical Things to Keep in Mind When Responding to an RFP for the City of Roswell 
 

1.   Read the entire document. Note critical items such as: supplies/services 
required; submittal dates; number of copies required for submittal; contract 
requirements (e.g. bonding and insurance requirements); etc. 

2.   Note the Buyer's name, address, phone numbers and e-mail address. This is 
the only person you are allowed to communicate with regarding the RFP and is 
an excellent source of information. 

3.   Attend the pre-proposal conference if one is offered. These conferences 
provide an opportunity to ask clarifying questions, obtain a better 
understanding of the project, or to notify the City of any ambiguities, 
inconsistencies, or errors in the RFP.  This conference may be mandatory. 

4.   Take advantage of the “question and answer” period. Submit your questions 
to the Buyer by the due date listed in the Schedule of Events and view the 
answers given in the formal “addenda” issued for the RFP. All addenda issued 
for an RFP are posted on the Cities’ website and will include all questions 
asked and answered concerning the RFP. 

5.   Follow the format required in the RFP when preparing your response. Provide 
point-by-point responses to all sections in a clear and concise manner.  

6.   Provide complete answers/descriptions. Read and answer all questions and 
requirements. Don’t assume any of the Cities or Evaluation Committee will 
know what your company capabilities are or what items/services you can 
provide, even if you have previously contracted with one of the Cities. The 
proposals are evaluated based solely on the information and materials 
provided in your response. 

7.   Use the forms provided, e.g. cover page, cost proposal form, standard forms, 
etc. 

8.   Check the City’s website for RFP addenda. Before submitting your response, 
check the City’s website at http://www.roswellgov.com/bids.aspx to see 
whether any addenda were issued for the RFP. If so, you must submit a signed 
cover sheet for each addendum issued along with your RFP response. 

9.   Review the RFP document again to make sure that you have addressed all 
requirements. Your original response and the requested copies must be 
identical and complete. The copies are provided to the Evaluation Committee 
members and will be used to score your proposal.  

10.   Submit your proposal on time. Note all the dates and times listed in the 
Schedule of Events and within the document, and be sure to submit all 
required items on time. Late proposal responses will not be accepted. 

 
This checklist is provided for assistance only and should not be submitted with Offeror’s Proposal. 

http://www.roswellgov.com/bids.aspx
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SCHEDULE OF EVENTS  

 
EVENT  DATE 
 
RFP Issue Date ............................................................................................................... January 20, 2016 
 
Pre-proposal Meeting………………………………………………………………………..….February 10, 2016(10:00 AM) 
 
Deadline for Receipt of Written Questions ................................................. February 12, 2016(2:00 PM) 
 
Deadline for Posting of Written Answers to City’s Website  ....................................... February 16, 2016 
 
RFP Response Due Date ............................................................................. February 19, 2016 (2:00 pm) 
 
Oral Presentations for Shortlisted Vendors……………………………………………………………………March  4, 2016  
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PROJECT OVERVIEW 

 
The City of Roswell (The Client) seeks a partnership with implementing and providing an On-site medical 
clinic for its full time employees.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8  

 

SECTION 1: RFP INSTRUCTIONS 

1.1 Single Point of Contact 

From the date this Request for Proposals (the “RFP”) is issued until an Offeror is selected, Offerors are 
not allowed to communicate with any staff or elected officials of the City regarding this 
procurement. Any unauthorized contact may disqualify the Offeror from further consideration. 
Contact information for the single point of contact is as follows: 

Buyer:    Charise Glass 
Address:     38 Hill Street 

    Roswell, GA 30075 
Telephone Number:  770-641-3718 
E-mail Address:   purchasing@roswellgov.com 

1.2 Required Review 

1.2.1 Review RFP:  Offerors should carefully review this RFP in its entirety including all 
instructions, requirements, specifications, and terms/conditions and promptly notify the 
Buyer, identified above, in writing or via e-mail of any ambiguity, inconsistency, unduly 
restrictive specifications, or error which may be discovered upon examination of this RFP. 

1.2.2 Addenda:  The City of Roswell may revise this RFP by issuing an addendum prior to its 
opening.  The addendum will be posted on the City’s website alongside the posting of the 
RFP at http://www.roswellgov.com/bids.aspx.  Addenda will become part of the proposal 
documents and subsequent contract.  Offerors must sign and return any addendum with 
their RFP response.  Failure to propose in accordance with an addendum may be cause for 
rejection.  In unusual circumstances, the City of Roswell may postpone an opening in 
order to notify vendors and to give Offerors sufficient time to respond to the addendum.  

1.2.3 Form of Questions:  Offerors with questions or requiring clarification or interpretation of 
any section within this RFP must address these questions in writing or via e-mail to the 
Buyer referenced above on or before February 12, 2016. Each question must provide clear 
reference to the section, page, and item in question. Questions received after the 
deadline may not be considered. 

1.2.4 The City of Roswell’s Answers:  The City of Roswell will provide by February 16, 2016, 
an official written answer to all questions received within the period stipulated under 
Section 1.2.3.  The City of Roswell’s response will be by formal written addendum.  Any 
other form of interpretation, correction, or change to this RFP will not be binding upon 
the City of Roswell.  Any formal written addendum will be posted on the City’s website 
alongside the posting of the RFP at http://www.roswellgov.com/bids.aspx by the close of 
business on the date listed.  Offerors must sign and return any addendum with their RFP 
response.  

 

1.3 Pre-Proposal Conference 

A pre-proposal conference will be conducted for this RFP on February 10, 2016 at (10:00) AM in Room 
220 of Roswell City Hall located at 38 Hill Street, Roswell, GA 30075.  A phone conference line will be 
available for the meeting.  

http://www.roswellgov.com/bids.aspx
http://www.roswellgov.com/bids.aspx
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1.4 Submitting a Sealed Proposal 

1.4.1 Organization of Proposal:  Each proposal shall be prepared simply and economically, 
providing straight-forward, concise delineation of the Offeror’s capabilities to satisfy the 
requirements of this RFP.  Fancy bindings, colored displays, and promotional material are 
not required.  Emphasis in each proposal shall be on completeness and clarity of content.  
To expedite the evaluation of proposals, it is essential that Offerors follow the format and 
instructions contained herein. 

 
Proposals shall be submitted in two parts:  Technical Proposal and Cost Proposal.  Offerors 
must organize their proposals in the following format with tabs separating each section:  

 
A. Technical Proposal 

1. Proposal Letter – Offeror’s authorized representative(s) shall complete and sign 
the Proposal Letter on page 4 of this RFP and return it with the proposal.  

2. Section 3, Scope of Project/Specifications – Offeror shall respond comprehensively 
and clearly to the requirements of Section 3.1 and shall include all documents, 
information, exceptions, clarifications, etc., as requested therein.  Number the 
responses so they are keyed to the paragraph of the RFP that the response 
addresses.  If the Offeror cross-references supplemental materials as enclosures 
or appendices or annexes to the proposal, be sure that this information is 
numbered in the supplemental materials showing exactly what paragraph in the 
RFP the supplemental material is addressing. 

3. Standard Contract – Offeror’s authorized representative(s) shall execute the 
contract provided upon award and return it with the proposal.   

4. Standard Forms – Offeror’s authorized representative(s) shall complete the 
standard forms attached to the contract provided upon award.  The standard 
forms include legal requirements that must be met before formal negotiations can 
be completed and the award process commenced. 

5. Addenda – if any addenda have been issued, complete, sign and return Page 1, 
Addendum Acknowledgement (for each addenda issued) with proposal.   

6. THE TECHNICAL PROPOSAL MUST NOT INCLUDE ANY COST FIGURES. 

 
B. Cost Proposal 

1. Cost Proposal Format – Offerors must present a Cost Proposal response as 
outlined in Section 4.  The Cost Proposal format outlined in Section 4 will be used 
as the primary representation of each Offeror’s cost/price, and will be used 
extensively during proposal evaluations.  Additional information should be 
included as necessary to explain in detail the Offeror’s cost/price.  Do not qualify 
the Cost Proposal with “If …, then” statements.  A qualified Cost Proposal may be 
rejected and not be further considered.  

2. Proposal Price Certification - Offeror’s authorized representative(s) shall complete 
and sign the Proposal Price Certification contained herein and return it with the 
Cost Proposal.  
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1.4.2 Failure to Comply with Instructions:  Offerors failing to comply with these instructions 
may be subject to scoring reductions. The City of Roswell may also choose not to evaluate, 
may deem non-responsive, and/or may disqualify from further consideration any 
proposals that do not follow this RFP format, are difficult to understand, are difficult to 
read, or are missing any requested information. 

1.4.3 Multiple Proposals:  Offerors may, at their option, submit multiple proposals, in which 
case each proposal shall be evaluated as a separate document.  Multiple proposals must 
be submitted in separate envelopes and marked plainly to notify that each envelope 
contains a separate and single proposal response.  

1.4.4 Copies Required and Deadline for Receipt of Sealed Proposals: All proposals must be 
received in sealed opaque packaging. Offerors must submit the following number of 
copies to the address set forth on the Cover Page: 

A. Technical Proposal: 

i. One (1) hard copy marked “Original” with original signatures;  and 

ii. One (1) electronic copy.  The electronic copy shall be submitted in pdf format 
(OCR) and organized in the same format as the original submission with each 
Chapter or Section of the original having a corresponding Electronic File. 

B. Cost Proposal: 

i. One (1) hard copy marked “Original” with original signatures shall be submitted in 
a separate, sealed opaque envelope marked “Cost Proposal” with the Offeror’s 
name, address, RFP #, RFP Name, and Due Date/Time.  Additional Cost Proposal 
sheets shall not be included in proposal original or copies.   

C. Proposals must be received sealed and at the Purchasing Office of the location noted 
on the Cover Page prior to 2:00 PM (EST), on February 19, 2016. Facsimile or e-mail 
responses to requests for proposals are NOT accepted. 

1.4.5 Late Submissions, Withdrawals, and Corrections:  

A. Late Proposal:  Regardless of cause, late proposals will not be accepted and will 
automatically be disqualified from further consideration. It shall be the Offeror’s sole 
risk to assure delivery to the Purchasing Office by the designated time. Late proposals 
will not be opened and may be returned to the Offeror at the expense of the Offeror 
or destroyed if requested. 

B. Proposal Withdrawal:  An Offeror requesting to withdraw its proposal prior to the RFP 
due date and time may submit a letter to the Buyer requesting to withdraw.  The 
letter must be on company letterhead and signed by an individual authorized to 
legally bind the firm. 

C. Proposal Correction If an obvious clerical error is discovered after the proposal has 
been opened; the Offeror may submit a letter to the designated Buyer within two 
business days of opening, requesting that the error be corrected. The letter must be 
on company letterhead and signed by an individual authorized to legally bind the firm. 
The Offeror must present clear and convincing evidence that an unintentional error 
was made. The Buyer will review the correction request and a judgment will be made. 
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Generally, modifications to opened proposals for reasons other than obvious clerical 
errors are not permitted. 

1.5 Offeror's Certification 

1.5.1 Understanding of Specifications and Requirements:  By submitting a response to this 
RFP, Offeror agrees to an understanding of and compliance with the specifications and 
requirements described in this RFP. 

1.5.2 Offeror’s Signature:  All signatures required in the proposal on behalf on an Offeror must 
be signed in ink by an individual authorized to legally bind the business submitting the 
proposal. The Offeror’s signature on a proposal in response to this RFP guarantees that 
the prices quoted have been established without collusion and without effort to preclude 
the City of Roswell from obtaining the best possible supply or service.  Proof of authority 
of the person signing the RFP response must be furnished upon request. 

1.5.3 Offer in Effect for 120 Days:  Except in rare cases as described in Section 1.3.5, a 
proposal may not be corrected, withdrawn, or canceled by the Offeror for a 120-day 
period following the deadline for proposal submission as defined in the Schedule of 
Events, or receipt of best and final offer, if required, and Offeror so agrees in submitting 
the proposal.  

1.6 Cost of Preparing a Proposal 

1.6.1 Roswell Not Responsible for Preparation Costs:  The costs for developing and 
delivering responses to this RFP and any subsequent presentations of the proposal as 
requested by the City of Roswell are entirely the responsibility of the Offeror.  The City of 
Roswell is not liable for any expense incurred by the Offeror in the preparation and 
presentation of its proposal. 

1.6.2 All Timely Submitted Materials Become Roswell’s Property:  All materials submitted 
in response to this RFP become the property of the City of Roswell and are to be 
appended to any formal documentation, which would further define or expand any 
contractual relationship between the City of Roswell and Offeror resulting from this RFP 
process. 
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SECTION 2: RFP RECEIPT AND EVALUATION PROCESS 

2.1. Authority 

This RFP is issued under the authority of the City of Roswell.    

2.2. Receipt of Proposals and Public Inspection 

2.2.1 Public Information:  During the opening of sealed proposals, only the name of each 
Offeror shall be announced. No other information will be disclosed nor shall the proposals 
be considered open record until after council award. All information received in response 
to this RFP, including copyrighted material, is deemed public information and will be made 
available for public viewing and copying shortly after the council award with the following 
four (4) exceptions: (1) bona fide trade secrets meeting confidentiality requirements that 
have been properly marked, separated, and documented; (2) matters involving individual 
safety as determined by the City of Roswell; (3) any company financial information 
requested by the City of Roswell to determine vendor responsibility, unless prior written 
consent has been given by the Offeror; and (4) other constitutional protections.   

2.2.2 Buyer’s Review of Proposals:  Upon opening the sealed proposals received in response 
to this RFP, the Buyer in charge of the solicitation will review the proposals and separate 
out any information that meets the referenced exceptions in Section 2.2.1 above, 
providing the following conditions have been met: 

 Confidential information is clearly marked and separated from the rest of the 
proposal; 

 Proposal does not contain confidential material in the cost/price section; and 

 An affidavit from an Offeror’s legal counsel attesting to and explaining the validity 
of the trade secret claim is attached to each proposal containing trade secrets.  

Information separated out under this process will be available for review only by Buyer, 
the Evaluation Committee members, and limited other designees. Offerors must be 
prepared to pay all legal costs and fees associated with defending a claim for 
confidentiality in the event of a “right to know” (open records) request from another 
party. 

2.3. Classification and Evaluation of Proposals 

2.3.1 Initial Classification of Proposals as Responsive or Nonresponsive:  All proposals will 
initially be classified as either “responsive” or “nonresponsive”.  Proposals may be found 
nonresponsive at any time during the evaluation process or negotiations if: any of the 
required information is not provided; the submitted price is found to be excessive or 
inadequate as measured by criteria stated in the RFP; or the proposal is not within the 
plans and specifications described and required in the RFP. Proposals found 
nonresponsive may not be considered further. 

2.3.2 Determination of Responsibility:  The Buyer will determine whether an Offeror has met 
the standards of responsibility. Such a determination may be made at any time during the 
evaluation process and through negotiation if information surfaces that would result in a 
determination of non-responsibility.  If an Offeror is found non-responsible, the 
determination must be in writing and made a part of the procurement file. 
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2.3.3 Evaluation of Proposals:  The Evaluation Committee will evaluate the remaining 
proposals and make a recommendation to Mayor & Council  or, if necessary, to seek 
discussion/negotiation or a “best and final offer” in order to determine the recommended  
Offeror.  Responsive proposals will be evaluated based on stated evaluation criteria 
(Section 5).  In scoring against stated criteria, the Evaluation Committee may consider such 
factors as accepted industry standards and a comparative evaluation of all other qualified 
RFP responses in terms of differing price, quality, and contractual factors.   

2.3.4 Completeness of Proposals:  Selection and award will be based on the Offeror’s 
proposal and other items outlined in this RFP.  Submitted responses may not include 
references to information located elsewhere, such as Internet websites or libraries, unless 
specifically requested.  Information or materials presented by Offerors outside the formal 
response or subsequent discussion/negotiation or “best and final offer,” if requested, will 
not be considered, will have no bearing on any award, and may result in the Offeror being 
disqualified from further consideration.  

2.3.5 Opportunity for Discussion/Negotiation and/or Oral Presentation/ Product 
Demonstration:  After receipt of all proposals and prior to the determination of the 
award, the City of Roswell may initiate discussions with one or more Offerors should 
clarification or negotiation be necessary.  Offerors may also be required to make an oral 
presentation and/or product demonstration to clarify their RFP responses or to further 
define their offer.  In either case, Offerors should be prepared to send qualified personnel 
to the City of Roswell to discuss technical and contractual aspects of their proposals.  Oral 
presentations and product demonstrations, if requested, shall be at the Offeror’s expense.  

2.3.6 Best and Final Offer:  The “best and final offer” is an option available to the City of 
Roswell under the RFP process which permits the City of Roswell to request a “best and 
final offer” from one or more Offerors if additional information is required to make a final 
decision.  The decision to seek “best and final offer” is at the sole discretion of the City.  
Offerors may be contacted asking that they submit their “best and final offer”, which must 
include any and all discussed and/or negotiated changes.   

2.3.7 Committee Recommendation for Award:  The Evaluation Committee will provide a 
written recommendation for award to the Buyer that contains the ranking and related 
supporting documentation for its decision.  The Buyer will review the recommendation to 
ensure its compliance with the RFP process and criteria before concurring with the 
Evaluation Committee’s recommendation. 

2.3.8 Negotiation:  Upon recommendation from the Evaluation Committee, the Buyer may 
begin negotiations with the responsive and responsible Offeror whose proposal that is the 
advantageous to the City of Roswell.  If negotiation is unsuccessful or the highest-ranked 
Offeror fails to provide necessary documents or information in a timely manner, or fails to 
negotiate in good faith, the City of Roswell may terminate negotiations and begin 
negotiations with the next highest-scored Offeror. 

2.3.9 Contract Award:  Award, if any, will be made based on the determination of Mayor & 
Council.  
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2.4. Roswell’s Rights Reserved 

While the City of Roswell has every intention to make an award as a result of this RFP, issuance of the 
RFP in no way constitutes a commitment by the City of Roswell to award and execute a contract.  
Upon a determination such actions would be in its best interest, the City of Roswell, in its sole 
discretion, reserves the right to: 

 Cancel or terminate this RFP at any time.  A notice of cancellation will be issued on the Roswell 
website.  If the RFP is cancelled, the City of Roswell will not reimburse any Offeror for the 
preparation of its proposal.  Proposals may be returned upon request if unopened; 

 Reject any or all proposals received in response to this RFP,  

 Make a contract award, based directly on the proposals received, determined to be in the best 
interest of the City, in its sole discretion, 

 Enter into further discussions with one or more Offerors; 

 Waive and/or amend any undesirable, inconsequential, or inconsistent 
provisions/specifications of this RFP which would not have significant impact on any proposal; 

 Not award if it is in the best interest of the City of Roswell; or 

 Terminate any contract if the City of Roswell determines adequate funds are not available.  
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SECTION 3: SCOPE OF PROJECT/SCOPE OF SERVICES/ OFFEROR INFORMATION 

3.1 SCOPE OF PROJECT 

INTRODUCTION & SCOPE OF PROJECT 
Background 

The City of Roswell (The Client) has approximately 600 full time employees.  Demographics are 71% 
male, 29% female with an average age of 43.9 years old.    Job duties include public safety, blue collar, 
clerical, administrative and technical.  Hours worked range from 24/7 to Monday – Friday 8:00 am to 
5:00 pm.  The City of Roswell is a drug free workplace employer. 

The majority (approximately 90%) have elected the medical plan that the City offers, which is a Health 
Savings Account (HSA) administered through Blue Cross Blue Shield of Georgia.  An HSA is a high 
deductible consumer driven health plan, with a $2,000 employee only deductible and a $4,000 family 
(employee + one or more eligible dependents) combined deductible.  (See Attachment A – BCBSGA 
Summary of Benefits and Coverage.) 
 
The City became self-funded for the medical insurance on October 1, 2014.  Our benefit plan year is 
October 1 to September 30.  

 
The City currently utilizes an outside vendor for basic Workers’ Compensation injuries and care, which 
also includes pre-employment drug testing, physicals and required random CDL testing.  We are self-
funded for Workers’ Compensation.  This is an area which might be included with the clinic 
environment at a later time. 
 
The City also utilizes an outside vendor for the voluntary, year round Wellness Program (with 
Provectus Health Strategies).  All full time employees are encouraged to participate.  This involves 
annual biometric screenings, as well as 2 types of coaching:  wellness and health (with an RN, for those 
with certain health related issues).  The Wellness Program works to increase engagement in a broad 
spectrum of health related behaviors including wellness activities, pharmacy adherence, exercise, 
disease management and preventive screenings.  This is an area which might be included with the 
clinic environment at a later time.  
 
The City will provide the location / building for an off-site clinic, to be determined in the future.  It will 
be in the City limits of Roswell, with the appropriate amount of space required for the needs in this 
RFP, and as agreed upon with the vendor who is awarded the RFP. The City employees provide a full 
range of services to its citizens, including, but not limited to: police and fire protection, court system; 
detention facility; solid waste collection and recycling; the construction of highways, streets, and other 
infrastructures; parks, recreational and cultural programs and facilities; community information 
services; alcohol and business licenses; building inspection and code enforcement; and water and 
storm water management.  
The city government is organized into eight (8) departments. These eight (8) departments are 
identified as: 

Administration   Police 
Community Development               Public Works / Environmental 
Finance    Recreation and Parks 
Fire                  Transportation 
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3.2 SCOPE OF SERVICES 
___________________________________________________________________________________ 
 
Proposals are requested for employee clinic set up, operation, administration and professional 
medical services.  Your proposal should address and include the following: 
 
Patient Care 
 

 Primary care:   
o How are appointments scheduled? 
o What is the appointment duration? 
o Is the appointment scheduling process available online? 
o Describe the types of problems that can be addressed onsite. 
o Describe the medications to be administered onsite. 
o What if a disease state escalates? 
o Describe your projected medical team make-up (i.e. MD, RN, PA, etc.) 

 Describe your medical personnel qualification requirements 
o Will your medical staff have admitting privileges at local area hospitals? 

 Biometric Screenings 
o Describe the types of screenings offered (BMI, BP, Cholesterol, blood sugar, etc) 
o Reporting of information (provide sample reports, for both the individual as well as 

aggregate) 
o Explain your recommendation on the frequency of the Bio-Metric Screenings and/or 

other screenings that might be of interest to the City  

 Immunizations (flu shots) 
o How are these scheduled? 
o What other vaccinations would you recommend? 
o Please list cost of flu shot for the current flu season (Fall 2015) 

 Health Risk Assessments (HRA) 
o What HRA do you use? (please provide a sample) 
o How long have you used it? 
o List all risk factors you identify in your profile. 
o How often do you recommend distributing the HRA? 
o Can it be done online? 
o What is the turnaround time to provide the HRA results to the individual? 
o Describe the process for reviewing the Health Risk Assessment and Screening Results 

with the City employees.  
o Do you contact the individual for possible interventions? 
o Provide a summary report of the initial HRA results, as well as the comparison for Year 

1 and Year 2. 
o How does your HRA monitor and report individual change from year to year? 

 Call support 
o How can employees communicate with the medical team during hours and after 

hours? 

 Exams and screenings 
o What type of exams and screenings do you recommend? 

 Prescriptions (generic – please provide your top 50 most used) 
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o Please list and group by category type (antibiotic, high blood pressure, etc.) 

 Pharmaceuticals (where economically beneficial to the City and employees) 

 Primary Care Case Management 
o Describe the primary care case management process. 
o Do you work with the employee’s existing Doctors? 
o How do you handle referrals to specialists? 
o Do you utilize the existing medical plan network of providers? 

 
Patient Education 
 
Describe your capability to provide employee education (live, on-site sessions) on various healthcare 
topics, such as managing chronic conditions, lifestyle habits, etc. 

 Diabetic Training and Education 
o How do you present information? 

 Health Related Information (i.e. brochures, newsletters, online educational information) 
o Do you have a website?   
o Can we link our intranet to your website? 
o Do you offer group classes on various subjects? If so, which topics?   
o How often during the year will you offer this? 

 Nutrition and Exercise Counseling 
o Explain your approach to both of these?  Is this part of your company’s philosophy?  
o Do you rank this as an important part of each encounter with employees when visiting 

the clinic? 

 Tobacco Cessation 
o What is your approach to working with those who use tobacco products? 

 Disease Management 
o What types of diseases do you consider important to monitor in a clinic environment? 

 
Program Management and Quality Assurance 

 
Compliance with all guidelines and regulations set forth with HIPAA and Clinical Laboratory 
Improvement Act (CLIA) 

o How is HIPAA compliance maintained and implemented through the clinic?  Describe 
your method of ensuring confidentiality of information.  Is your company HIPAA 
compliant? 

o Are we able to access HIPAA compliant reports available online and on demand? 
Describe. 

o How do you address patient confidentiality, both with the introduction of the clinic as 
well as ongoing? 

 
Please explain your clinical and operational management structure. 
 
Please explain the roles and responsibilities of the account manager.  
 
Please identify the roles and responsibilities of the clinical management staff.  
 
Describe your company’s quality assurance and/or internal audit procedures and programs.  



18  

 

 
Have your network security systems ever been breached?  Describe. 
 
Describe your quality team and best practices and evidence-based medicine utilized to provide the 
proposed health care services.  

o How will you measure and improve quality?  
o Please describe process and frequency of determination and reporting of ROI for clinic 

performance and clinical metrics. Please provide a sample of reporting that City of 
Roswell will receive that focuses on participation, cost, clinical outcomes (biometrics), 
and ROI.  

We will require the development of policies and procedures for the operation of the clinic, if you 
are selected to provide clinic services.  What policies and procedures issues are essential to your 
operation? 
 

Quality Control and Peer Review: Submittals should address the firm’s participation in quality-control   
programs.  Include the results of reviews during the past three years, and a description of any 
regulatory action taken by any oversight body against the firm and/or its staff in the last three years. 
 
Provide a copy of your quality assurance program.  This should include standards and measurement 
criteria for onsite healthcare activities, costs, outcomes, HRA, disease management, member services, 
member intervention and educational materials.   

 
     Claims Management 

 

 Coordination of Clinic Services with an HSA medical plan 
o List existing clients who have an HSA medical plan (include contact information).  
o Do you accept payments for medical services and pharmacy? Or, do you work with a 

3rd party to handle this?  If so, who is that company? 
o Do you use a TPA to transfer payment info to the carrier, so the employee gets credit 

towards their deductible and out of pocket maximum? 
o How do you determine the cost of the medical services and pharmacy items for an 

HSA medical plan? 
o What kind of communication efforts are required for the costs involved to employees 

when visiting the clinic?  
 
Reporting 
 

 Measurements, ROI and Reporting 
o How do you measure the outcome and success of the overall clinic program? (Please 

provide a sample report.) 
o How do you evaluate the effectiveness of your services?  (Please provide a sample 

report.) 
o What indicators do you use to track the success of the clinic results and ROI? List the 

utilization measures, employee/member satisfaction measures, changes in the cost of 
care and any productivity or absenteeism indicators you use.  

o Explain how you determine utilization for primary care/ acute care, occupational care, 
disease management and other wellness programs. What method of tracking do you 
use to determine savings for this model?  
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o Describe and provide sample copies of your standard management, activity, and 
utilization reports.  

Please describe the following capabilities and features of your clinical information 
platform for Electronic Medical Record (EMR) capability:  

 Does the EMR have data fields that can be customized to match our population 
such as department, gender, and age group?  

 Does the EMR use standard codes (CPT, ICD9, or the most recent change as of 
10/01/15, etc.) or does it use an internal coding system?  

 What do you use as the patients primary identifier (eg. Patient ID, Social Security 
Number, Employee ID)? Do you have the ability to store Employee ID in your 
system?  

 Does the EMR have data fields related to Occupational Health such as 
department, type of injury, and date of injury?  

 How do you back-up your EMR?  

 Does the EMR generate reports? If so, what type of reports?  
Are you able to integrate - share medical information electronically - with other City 
health providers (data warehouse, health plan, PBM, disability carrier, wellness provider 
and worker’s comp carrier) and provide consolidated reporting of overall health program 
and population health management results? 

 How long has your clinical information system been in use?  

 At how many locations have you deployed these integrated clinical information 
systems? Please provide two client references for integrated reporting users.  

We may request ad hoc reports for special purposes. Would you charge for producing 
such "non-standard" reports?  

 
Of the items below please state whether your reporting system can provide these metrics 
and examples of each:  
Monthly Reports -  

Clinic utilization: 

 Unique patients seen  

 Number of encounters  

 Kept-cancelled-no show appointments  

 Scheduled-same day-walk in appointments  

 Average wait times per appointment  
Quarterly Reports -  

Clinic Utilization  

 top reasons for clinic visit  

 top diagnoses  

 top prescription medications  

 top lab tests  

 top referrals to health coaches, vendors and community  
ROI Reporting  

 Direct Cost Avoidance  

 Population Health Savings  

 Time Away from Work  

 Net Savings  

 Executive Dashboard  
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Wellness Dashboard – by health risk factor  
Disease Management – by chronic condition  
HRA reports - summary of risk by population  

 
Annual Reports - 

 Customer Service  

 Patient Satisfaction  

 Client Satisfaction  

 Account Management  
o Incidence and Prevalence of Disease in the population  
o Population-based penetration rates  

 
Specialized Reporting:  

 Projected Savings for Risk Reduction and Mitigation  

 HRA Cost, Risk Stratification and Utilization  

 Evidence Based Medicine (EBM) Compliance by disease category  

 Episode Treatment Group – cost analysis  

 Medical Diagnostic Group – cost analysis  

 Key Indicators versus Group Health Norm  

 Key Indicators versus Group Health Trend  

 Prescription Drug Summary  
How do you link the clinic to the Employee Assistance Program and wellness screening 
events (both are through 2 different vendors)? 

 
Clinic Environment 

 Please explain your company’s predictive modeling and analytical 
approach/science that you use to prepare staffing, budget, implementation and 
ongoing clinic costs. Is your company willing to put fees at risk for implementation 
timeline and startup costs?  

 What are the facility staffing requirements to service our employee population?  

 Is a physician available to provide on-site service at least two days per week?  

 Provide info about how you advertise the clinic, for existing employees as well as 
new hires. 

Please provide the following: 

 Suggested services (primary care, preventive care, vaccination campaigns, etc) 

 Proposed hours of operation 

 Staffing model 
o What role will the City play in the selection and ongoing performance 

monitoring of the staff? 
Provide an implementation plan for the onsite service you are proposing for the City.  
Include timeline, critical path, requirements expected from the City during start up and 
implementation.  
 
What requirements do you have beyond the provision of physical space and access to 
utilities that the City should be aware of?  Please describe the ongoing resource 
requirements that would be expected from the City and detail their roles and 
responsibilities for the service as well as those provided by your organization. 



21  

 

 
Describe the equipment and resources that you will need to purchase or lease to operate 
the health center you are proposing and explain how you will charge the City for the 
purchase or lease and ongoing maintenance of the equipment required for the health 
center.   

 
Provide a “sample” floor plan of how you would recommend the space for the facility 
would be designed. Create an example of the space you will need and discuss how “build 
out” will be handled. 
 

Provide three (3) examples of how you have successfully partnered with a client to overcome 
barriers. 

 
Wellness  and Other Services   
 

 What would your organization define as the most important elements for a successful 
onsite clinic program regarding the development of a wellness culture?  

Do you have corporate medical and nursing support and expertise in the areas of:  

 Health Coaching  

 Health and Wellness/Preventive care programs. Please list programs and elaborate.  

 Disease Management/Chronic care programs. Please list programs and elaborate.  

 Collaborate in Pandemic flu/infectious disease preparedness and management  
Please provide detail on how you would support these initiatives:  

 The on-going development of City of Roswell’s wellness program and coordination of 
onsite vendors.  

Occupational Services  

 How do you intake employees with occupational injuries? 

 How do you determine whether the injury happened at work? 

 Describe the types of injuries that can be addressed onsite. 

 How do you balance seeing scheduled appointments and walk-in (Occ-Med) appointments 
at the same time? 

 How do you handle an injury that needs an x-ray or other special assessment that is not 
available onsite? 

 Are you able to provide drug testing per the Georgia Drug Free Workplace requirements? 

 How will you collaborate and communicate with City’s administration and the City’s third 
party administrator?  

 What is your company’s philosophy on “return to work” to include light duty and / or 
restricted duty policies?  

 What supporting occupational reports and reporting will you provide?  

 What type of injury reporting can be extrapolated from your EMR (i.e. produce monthly or 
quarterly trend reports with criteria set forth by the City to assist City management in 
identifying safety trouble spots so that training and preventive actions can be taken)?  

 Do you provide occupational case management services?  

 How would you provide ROI for occupational health case management?  

 Describe your process for fitness of duty and “return to work” planning and 
communicating?  



22  

 

 Do you offer pre-employment and reasonable suspicion drug screenings? Specify the cost 
of each and your ability to offer on call services after the clinic is closed during the week 
and on weekends? What are the additional charges for these services?  

 What is the turn-around-time for drug screen results and what is the method of 
transmitting the results?  

 Do you have a medical review officer (MRO) and what is the cost for this service?  

 What type of injury on duty injuries can you treat on-site?  

 What if a medical condition escalates? When would you refer an injured employee for 
additional or specialty services?  

 Describe how you would collaborate with the City’s third party administrator in cases that 
required impairment ratings and/or PPI settlements.  

 
Termination 

o Describe how your organization will support a transition in the event of contract 
termination. 

o Please state what records would belong to us upon contract termination.  How 
would the records be transferred? 

               
             Provide a detailed Project Implementation Schedule and Timeline 
 

 
3.3 OFFEROR INFORMATIONAL REQUIREMENTS____________________________________________ 
 
In determining the capabilities of an offeror to perform the services specified herein, the following 
Informational requirements must be met by the offeror. (Note: Each item must be thoroughly 
addressed. Offerors taking exception to any requirements listed in this section may be found non- 
responsive or be subject to ranking reductions.) 
 
 

BASIC INFORMATION AND EXPERIENCE OF THE FIRM 
Firm Experience: Submittals should provide information about the firm and should address the  
qualifications and depth of experience of the firm’s experience with cities of similar size. 
 
Name of Firm: 
Address of Firm Headquarters: 
Address of Local Office: 
Primary Contact Person(s) at Local Office: (Tel) 
Number of Employees: 
Firm: Total Staff 
Structure and history of the firm: 
Local Office: Total Staff 
Founding Date: 
Financial Documents 
Who are your principals 
Local Office 
List clinics for local governmental units in last three years. List name of government,  
specify dates for clinic is / was in operation   
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Describe your medical personnel qualification requirements for each type of medical professional. 
Describe the mission and goals of your organization including pertinent business strategy and vision. 
Describe your philosophy regarding your role in wellness and self-care and briefly describe evidence of     
your organization’s commitment to that philosophy. 
How is your company different from other On-Site Medical Clinics? 
What percent of revenue will the City of Roswell represent of your entire company including any 
parent company (if your division is a subsidiary)? 
 
 
 

QUALIFICATIONS OF LOCAL OFFICE STAFF 
 
Identify the partner, manager, and in-charge contact who will be assigned to our job if you are 
successful in your proposal, and provide biographies. 
 
 
Name: 
Title: 
Position On Roswell Clinic: 
Degree(s): 
Certification(s): 
Added Training: 
Years of Professional Experience: 
Years With Your Firm: 
Clinics Opened For Local Governments In Last Three Years: 
Responsibility On Each Clinic Listed: 
Other Qualifications: 
 
Resumes and Qualifications of local Office Staff Assigned to City’s Clinic: Submittals should address 
the qualifications and experience of each person to be assigned with the clinic.  Qualifications include 
education, certification, special training and professional activity. Experience should be quantified by 
degree of responsibility as well as number of years.  
 
Please note that the City has requested information on each senior or higher level person to be 
assigned to the clinic. If your firm is not yet ready to make an assignment, you should give information 
on current staff that may be assigned. At a time closer to the clinic start up, replacements may be 
made, subject to approval by the Human Resources Director. 
 
Describe in detail how the City of Roswell account will be managed regarding the following: 

o Strategic objectives 
o Day to day operations 
o Account Maintenance 
o Management Reporting 
o Accounts Receivable  
o Sales 
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CLIENT REFERENCES 
References: Offeror shall provide a minimum of three (3) references of  current governmental clients, 
and three (3) references of previous governmental clients who the City may contact for a candid 
appraisal of the firm’s services. The most effective references will come from entities, comparable in 
size to Roswell, for which your firm has provided services very similar to those Roswell is requesting. 
References should all preferably be within the last three (3) years. 
 
At a minimum, the offeror shall provide the company name, the location where the clinic was located, 
contact person(s), customer’s telephone number, a complete description of the clinic service type, and 
dates the clinic services were provided. Indicate those governmental clients for whom you currently 
have an actively operating clinic.  These references may be contacted to verify offeror’s ability to 
perform the clinic services requested. The City reserves the right to use any information or additional 
references deemed necessary to establish the ability of the offeror to perform the conditions of this 
request. Negative references may be grounds for proposal disqualification. 
 
Name of Client – Local Government -  Clinic Service(s) Provided to Client  
Date(s) of Service: 
Client Contact Person: 
Contact Telephone Number: 
Contact email address 
Attach a signed letter or statement authorizing the City to contact the listed clients. 
 
Identify the five largest clients your firm (or office) has lost in the past three years and the reasons. 
Also discuss, in instances where loss of the client was due to an unresolved matter, the process of 
attempting to resolve the issue(s). 
 
 

APPROACH  AND METHODOLOGY FOR CLINIC OPERATIONS  
 
Describe how your firm will approach the clinic for the City, to provide all the services requested in 
this proposal?  Please include the use of any association or affiliate member firm personnel and the 
areas that will receive primary emphasis. 
 
Address the type of clinic program(s), based on the needs of the City (both current needs and the 
potential to expand in the future, to include Occ Med services and Wellness services).  Discuss the 
proposed steps of setting up and running a clinic, including estimated timelines spent on each 
segment by each level of staff. Use this section to address your firm’s understanding of the City’s 
objectives and requirements for the employee clinic.  Explain how your firm’s approach would meet 
those objectives and requirements.  Include how you transition a client to an onsite clinic environment 
for the first time.  Provide information on how you feel your role is in the design of the clinic as well as 
ongoing future modifications to help make the clinic successful short term and long term. 
 
Also, discuss the firm’s use of technology in the clinic. And finally, discuss the communication process 
used by the firm to discuss issues with the medical and administrative management of your firm and 
those working at the clinic, as well as employee communications about the clinic introduction and 
ongoing use of clinic services.   Provide a timeline of the work plan and methods to be used that will 
convincingly demonstrate to the City what the offeror intends to do the timeframes necessary to 
accomplish the work, and how the work will be accomplished.   
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FINANCIAL STABILITY 

 
Offerors shall demonstrate their financial stability to supply, install and support the services specified 
by providing your most recent financial statements. 
 
Disclose any pending lawsuits. 
 
Disclose any active or planned mergers, sale or acquisitions. 
 

Disclose any financial conflicts of interest. 
 
Claims and Complaint History – list any claims filed against the proposer (or its agents or employees) 
with the proposer’s liability  insurance carrier for professional errors and omissions, including the 
nature and resolution of such claims; list all written complaints filed with local, state  or federal 
regulatory agencies, business organizations or other outside agencies against the proposer or any of 
its agents or employees within the past five (5) years, together with an explanation of their resolution.  
SECTION 5: COST PROPOSAL 
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SECTION 4: SUBMITTALS 

4.1 Technical Proposal 

4.1.1 Technical Proposal Requirements:  Each response to this RFP shall include the 
information described in this section.  Failure to include all of the elements specified may 
be cause for rejection.  Additional information may be provided, but should be succinct 
and relevant to the goals of this RFP.  Excessive information will not be considered 
favorably.  Document pages shall be 8-1/2 inches by 11 inches in size or folded to such a 
size.  Be sure to follow and clearly mark each section of your proposal according to the 
sections below. 
 
A. Introduction (1 page) 
B.    Basic Information and Experience of the Firm  
C. Qualification of Local Office Staff  
D. Client References  
E. Firm Approach and Methodology to include information requested in section 3.2 

Scope of Services  
F. Financial Stability  

  

4.2  Oral Presentation 

The shortlisted offerors  will be required to participate in scheduled meetings on site in which they will 
demonstrate how their knowledge, experience and proposal meets the City’s requirements as defined 
in the Section 3 on March 4, 2016.   Each Evaluation Committee member will then score the offeror’s 
demonstration based on the offeror’s presentation of material, communication of the offeror’s 
strategy to complete the project and offeror’s responses to questions posed by the Evaluation 
Committee. 

4.3   Cost Proposal 

Please submit a lump sum annual price for the Employee Clinic Services. The price is inclusive of all 
costs including travel, training, materials, supplies, salary for medical professionals and administrative 
staff, and other items necessary to complete the project.    
 
Program Costs and Implementation 

 Baseline fees 

 Start-up costs / fees (please provide a detailed list with the itemized cost) 

 Number of years baseline fees can be guaranteed 

 Monthly maintenance fees (with specific breakdown) 

 Indicate outcome measures you would use and performance standards you would 
guarantee including financial penalties for non-performance. 

 All other fees (actual or anticipated) – provide a detailed explanation 

 Indicate all payment terms and conditions 
  

Include an alternate add for the wellness program. 
 
Include an alternate add for the Occ/Med services. 
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SECTION 5: EVALUATION CRITERIA 

All proposals received will be reviewed by the Buyer to ensure that all administrative requirements of the 
RFP package have been met, such as all documents requiring a signature have been signed and submitted. 
Failure to meet these requirements may be cause for rejection. All proposals that meet the administrative 
requirements will be turned over to the Evaluation Committee for further evaluation. The Evaluation 
Committee will review all proposals received and determine a scoring based on the information provided 
in Sections 3 through 5 of this RFP. This RFP requires a site visit for presentations/demonstrations with 
one or more selected Offerors. 

Proposals will be evaluated and ranked based upon the following categories: 
 

A. Technical Requirements  
a. Firm Experience  
b. Quality Control and Review 
c. Local Office Staff  Qualifications 
d. Firm Approach and Methodology     
e. Previous Project Experience        

B. Oral Presentation       
C. Cost Proposal           

 
                                  
After each member of the Evaluation Committee reviews and ranks the proposals, the evaluation 
committee member ranking related to each technical will be averaged and the proposals with the lowest 
scores will have the most favorable scoring.   
 
Short-listed Offerors will be required to give an oral presentation to the evaluation committee to 
demonstrate their understanding of the project and their ability to meet the specifications of the 
proposal.  After the required Oral Presentations the Evaluation Committee will rank the oral presentation 
using the same method as established above.   
 
Scores for pricing will be evaluated using the same method. 
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6: TERMS AND CONDITIONS 

 

The City of Roswell’s Terms and Conditions are set forth below.  Offerors should notify the City of Roswell 
of any Terms and Conditions that either preclude them from responding to the RFP or add unnecessary 
cost.  This notification must be made by the deadline for receipt of written/e-mailed questions or with the 
Offeror’s RFP response. Any requests for material, substantive, important exceptions to the standard 
terms and conditions will be addressed by formal written addendum issued by the designated Buyer.  The 
City of Roswell reserves the right to address any non-material, minor, insubstantial exceptions to the 
terms and conditions with the highest-scored Offeror at the time of contract negotiation. 

6.0 Additional Contract Provisions and Terms 

This RFP, including all RFP documents and any addenda, the Offeror’s proposal, including any 
amendments, a best and final offer, any clarification question responses, and any negotiations shall be 
included as part of the contract upon award.  In the event of a dispute as to the duties and 
responsibilities of the parties under the contract, the contract, along with any attachments prepared 
by the City of Roswell, will govern in the same order of precedence as listed in the contract.  

6.1 Performance Prior to Contract Execution 

The successful Offeror shall not begin performance of the project prior to the execution of a formal 
written contract by the City of Roswell and the Offeror.  Any Offeror beginning performance prior to 
the execution of the contract shall be deemed to be proceeding at the Offeror's risk, and shall not be 
entitled to any compensation for such performance. In addition, the City of Roswell reserves the right 
to withdraw or cancel the award of the proposal.  

6.2 Contract Term 

The contract term for Financial Audit Services for the City of Roswell is for an initial term of three (3) 
years with the automatic renewal annually for an additional five (5) years not to exceed eight (8) years 
total.   

6.3 Subcontractors 

The highest-scored Offeror will be the prime contractor if a contract is awarded and shall be 
responsible, in total, for all work of any subcontractors.  All subcontractors, if any, must be listed in 
the proposal.  The City of Roswell reserves the right to approve all subcontractors.  The Contractor 
shall be responsible to the City of Roswell for the acts and omissions of all subcontractors or agents 
and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions 
of persons employed directly by the Contractor.  Further, nothing contained within this document or 
any contract documents created as a result of any contract award derived from this RFP shall create 
any contractual relationships between any subcontractor and the City of Roswell. 

6.4 Bonding Requirements 

No bonds are required for this RFP. 
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6.5 General Insurance Requirements 

The Contractor shall provide the City of Roswell with a certified copy of each of the policies or binders 
to the address listed under Section 1.1 indicating the existence of the policies prior to the beginning of 
the contract term.  In the event a binder is delivered, it shall be replaced within ten (10) days by a 
certified copy of the policy. Each policy shall contain a valid provision or endorsement that the policy 
may not be canceled without giving thirty (30) days written notice thereof to the City of Roswell 
representative named in the contract.  A renewal policy or certificate shall be delivered to the City of 
Roswell at least thirty (30) days prior to the expiration date of each expiring policy.  If at any time, any 
of the policies shall be or become unsatisfactory to the City of Roswell as to form or substance, or any 
of the carriers issuing such policies shall be or become unsatisfactory to the City of Roswell, the 
Contractor shall deliver to the City of Roswell representative upon demand a certified copy of any 
policy required herein for review.  The Certificates of Insurance shall state that the City of Roswell is 
additionally insured.   

Workers’ Compensation Insurance:           Statutory Limits 

Commercial General Liability:  (2007 ISO Occurrence Forms or its equivalent)                     

 Products and Completed Operations        $1,000,000 per occurrence 

 Premises and Operations                             $1,000,000 per occurrence 

 Personal and Advertising Injury                  $1,000,000 per occurrence 

 Contractual Liability                                      $1,000,000 per occurrence 

 General Aggregate                                         $2,000,000 
 
Business Automobile Liability:                           $1,000,000 CSL combined single limit 
Commercial Umbrella Liability:                          $2,000,000 per occurrence 
Employers Liability:       

 Bodily Injury by Accident                               $1,000,000 per accident 

 Bodily Injury by Disease                                 $1,000,000 per employee 
Professional (errors & omissions) Liability:     $3,000,000 per occurrence 
                                                                                   $3,000,000 annual aggregate 
 
For errors and omissions insurance: If coverage is written on a claims-made policy, the Contractor 
warrants that any applicable retroactive date precedes the effective date of this Agreement and that 
continuous coverage will be maintained, or an extended reporting (tail) coverage endorsement 
procured and maintained for a period of not less than two (2) years from the time work under the  
Agreement is completed. 
 
All insurance coverage (Workers’ Compensation, Commercial General Liability, Business Automobile, 
Liability, Commercial Umbrella & Professional Liability) shall be issued by insurance carriers licensed 
by the Insurance Commissioner to conduct business in the State of Georgia and have a minimum  
current A.M. Best rating of A-, Class VII or better in the most recently published A.M. Best Insurance  
Report. If during the term of the policy, a company’s rating falls below “A-“ Class “VII”, the insurance 
 must be replaced no later than the renewal date of the policy with an insurer rated at least “A-“ Class 
 “VII” in the most recently published A.M. Best Insurance Report. 
 
Insurance policies meeting the requirements stated above shall be maintained for the duration of the 
contract.  Renewal certificates shall be sent to the City of Roswell thirty (30) days prior to any  
expiration date of coverage. The City of Roswell must be named as additional insured, a waiver of  
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subrogation, where appropriate, in favor of the City of Roswell and vendor’s insurance must be  
primary and non-contributory. 
 

6.6 Compliance with Workers’ Compensation Act 

The Contractor is required to supply the City of Roswell with proof of compliance with the Workers’ 
Compensation Act while performing work for the City of Roswell.  Neither the Contractor nor its 
employees are employees of the City of Roswell.  Proof of compliance must be received at the address 
listed under Section 1.1 within acceptable time limits established by the contract.  If the Contractor 
does not meet the State’s requirement for workers’ compensation coverage, the certificate of 
insurance shall state that the contractor waives subrogation in regard to workers’ compensation. 

6.7 Compliance with Illegal Immigration Reform and Enforcement Act 

6.7.1 E-Verify Program: The City of Roswell is committed to compliance with federal and state 
laws requiring the verification of newly hired employees to ensure they are lawfully 
entitled to work in the United States. As such, the City of Roswell shall not enter into a 
contract for the physical performance of services unless the contractor registers and 
participates in a federal work authorization program (E-Verify). An Offeror should include 
a fully executed E-Verify affidavit as part of its proposal. 

Requirement to Participate in a Federal Work Authorization Program (E-Verify): 

(1) Pursuant to O.C.G.A. § 13-10-91: 

a. Public employers shall not enter into any contract for the physical 
performance of services within the State of Georgia unless the 
contractor registers and participates in a federal work authorization 
program to verify the employment eligibility of all newly hired 
employees; 

b. Subcontractors shall not enter into any contract with a contractor for 
the physical performance of services within the State of Georgia 
unless such subcontractor registers and participates in a federal work 
authorization program to verify the employment eligibility of all newly 
hired employees; and 

c. Sub-subcontractors shall not enter into any contract with a 
subcontractor or sub-subcontractor for the physical performance of 
services within the State of Georgia unless such sub-subcontractor 
registers and participates in a federal work authorization program to 
verify the employment eligibility of all newly hired employees. 

(2) As of the date of enactment of O.C.G.A. § 13-10-91, the applicable federal 
work authorization program is “E-Verify” (https://e-
verify.uscis.gov/enroll/StartPage.aspx?JS=YES) operated by the United 
States Citizenship and Immigration Services Bureau of the United States 
Department of Homeland Security. Information and instructions regarding 
E-Verify program registration, corporate administrator registration, and 
designated agent registration can be found at that website address. 

 

https://e-verify.uscis.gov/enroll/StartPage.aspx?JS=YES
https://e-verify.uscis.gov/enroll/StartPage.aspx?JS=YES


31  

 

Contractor, Subcontractor, and Sub-subcontractor Evidence of Compliance:  

(1)  Public employers who enter into a contract for the physical performance 
of services within the State of Georgia shall include in such contract a 
provision stating that compliance with the requirements of O.C.G.A. § 13-
10-91 are conditions of the contract. 

(2)  Pursuant to O.C.G.A. §13-10-91, public employers shall include in all 
covered contracts a provision stating the contractor’s agreement that, in 
the event the contractor employs or contracts with a subcontractor in 
connection with the covered contract, the contractor will secure from 
such subcontractor attestation of the subcontractor’s compliance with 
O.C.G.A. 13-10-91 by the subcontractor’s execution of the subcontractor 
affidavit and maintain records of such attestation for inspection by the 
City of Roswell at any time. Such subcontractor affidavit shall become a 
part of the contractor/subcontractor agreement. 

(3)  Pursuant to O.C.G.A. §13-10-91, public employers shall include in all 
covered contracts a provision stating the contractor’s agreement that, in 
the event the contractor employs or contracts with a subcontractor that 
employs or contracts with any sub-subcontractor, the subcontractor will 
secure from such sub-subcontractor attestation of the sub-
subcontractor’s compliance with O.C.G.A. § 13-10-91 by the sub-
subcontractor’s execution of the sub-subcontractor affidavit and maintain 
records of such attestation for inspection by the City of Roswell at any 
time. Such sub-subcontractor affidavit shall become a part of the 
subcontractor/sub-subcontractor agreement. 

 (4)  All portions of contracts pertaining to compliance with O.C.G.A. § 13-10-
91 and these rules, and any affidavit related hereto, shall be open for 
public inspection in this State at reasonable times during normal business 
hours.  

6.8  Compliance with Laws 

The Offeror must, in performance of work under the contract, fully comply with all applicable federal, 
state, or local laws, rules and regulations, including, but not limited to, the Civil Rights Act of 1964, the 
Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the 
Rehabilitation Act of 1973.  Any subletting or subcontracting by the Offeror subjects subcontractors to 
the same provision. The Offeror agrees that the hiring of persons to perform the contract will be made 
on the basis of merit and qualifications and there will be no discrimination based upon race, color, 
religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin 
by the persons performing the contract. 

6.9 Substitutions and Change Orders 

NO substitutions of material, schedule cancellations, or change orders are permitted after contract 
award without written approval by the City Administrator.  Where specific employees are proposed by 
the Offeror for the work, those employees shall perform the work as long as those employees work 
for the Contractor, either as employees or subcontractors, unless the City of Roswell agrees to a 
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replacement.  Requests for any substitution will be reviewed and may be approved by the City of 
Roswell at its sole discretion.  Verbal agreements to the contrary will not be recognized. 

6.10 Contract Termination 

The City of Roswell may, by written notice to the Offeror, terminate any resulting contract without 
cause.  The City of Roswell must give notice of termination to the Offeror at least 30 days prior to the 
effective date of termination.  

6.11 Invoicing and Payment 

The City of Roswell agrees to pay the Offeror in current funds for the performance of the contract 
subject to additions and deductions as provided in the General Conditions of the contract.  Upon 
completion of work and acceptance of the items, the Offeror shall submit an invoice detailing the 
appropriate charges as currently allowed.  

Invoices shall be submitted to: 

Roswell Finance Department 
Attn: Cash Disbursements 

cashdisbursements@roswellgov.com 
38 Hill Street 

Roswell, GA 30075 
 

Upon receipt of invoice and inspection and acceptance of the project work, the City of Roswell will render 
payment.  All such invoices will be paid within thirty (30) days by the City of Roswell unless any items 
thereon are questioned, in which event payment will be withheld pending verification of the amount 
claimed and the validity of the claim. The Offeror will provide complete cooperation during any such 
investigation. 

6.12 Miscellaneous 

In the event there are to be deliveries on site, all goods and materials will be F.O.B. Destination, 
Freight Prepaid and Allowed.  The onsite delivery address for the clinic location is to be determined. 

 
No freight or postage charges will be paid by the City of Roswell unless such charges are included and 
accepted in the bid price and awarded by contract.  The Offeror, at Offeror’s expense, will arrange to 
have someone onsite to inspect and accept delivery.  The Offeror has sole responsibility for securing 
all materials at the clinic site. 

mailto:cashdisbursements@roswellgov.com
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EXHIBIT A – RFP RESPONSE 

RFP Number:  16-050-C Technical Proposal outlined in Section 4.1  
 
 
 
 

 



34  

 

EXHIBIT B – REQUIRED STANDARD FORMS 

Proposal Letter (page 4 of RFP) 
Addendums 
E-Verify Affidavit 
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E-Verify Affidavit  
 
Contractor Affidavit under O.C.G.A. § 13-10-91 

 
By executing this affidavit, the undersigned contractor verifies its compliance with O.C.G.A. § 13-10-91, 
stating affirmatively that the individual, firm or corporation which is engaged in the physical 
performance of services on behalf of City of Roswell, has registered with, is authorized to use and uses 
the federal work authorization program commonly known as E-Verify, or any subsequent replacement 
program, in accordance with the applicable provisions and deadlines established in O.C.G.A. § 13-10-91.  
Furthermore, the undersigned contractor will continue to use the federal work authorization program 
throughout the contract period and the undersigned contractor will contract for the physical 
performance of services in satisfaction of such contract only with subcontractors who present an 
affidavit to the contractor with the information required by O.C.G.A. § 13-10-91(b).  Contractor hereby 
attests that its federal work authorization user identification number and date of authorization are as 
follows:  
 
_________________________________ 
Federal Work Authorization User Identification Number 
 
_________________________________ 
Date of Authorization  
 
______________________ 
Name of Contractor   
 
______________________________________________ 
Name of Project  
 
City of Roswell, Georgia 
Name of Public Employer  

I hereby declare under penalty of perjury that the foregoing is true and correct. 

Executed on ______, ___, 201__ in _____(city), ______(state). 

 
_________________________________ 
Signature of Authorized Officer or Agent 
 
_______________________________ 
Printed Name and Title of Authorized Officer or Agent  

 
SUBSCRIBED AND SWORN BEFORE ME  
ON THIS THE ______ DAY OF ______________,201__.      
_________________________________ 
NOTARY PUBLIC 
 
My Commission Expires: 
_________________________________ 
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EXHIBIT C – COMPENSATION AND PAMENT FOR SERVICES (SEPARATE ENVELOPE) 

 
Cost Proposal as outlined in section 4.3 
 
Price Proposal Certification 
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Proposal Price Certification 
 
The undersigned offers and agrees that if this proposal is accepted by the Mayor and City  Council within 
one hundred twenty (120) days of the date of proposal opening, that the undersigned will furnish any or 
all of the deliverables upon which prices are quoted, at the price set opposite each, to the designated 
point(s) within the time specified. 

 

COMPANY__________________________________________________________________ 

 

ADDRESS___________________________________________________________________ 

 

AUTHORIZED SIGNATURES____________________________________________________ 

 

PRINT / TYPE NAME _________________________________________________________ 
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City of Roswell 
 
 

SAMPLE CONTRACT AGREEMENT 
RFP #16-050-C 

 
 

City of Roswell Employee Clinic Services 
 

 
 This Agreement made and entered into on the execution date; by and between the City of 

Roswell, Georgia, having its principle place of business at 38 Hill Street, Roswell GA 30075 and ______ 
having its principle place of business at ________.   

 WHEREAS, the City of Roswell has caused Request for Proposals (15-120-C) to be issued soliciting 
proposals from qualified contractors to furnish all items, labor services, materials and appurtenances 
called for by them in accordance with this proposal.  Selected Contractor is required to provide the 
services as called for in the Scope of Services; and 

 
 WHEREAS, the Contractor submitted a proposal in response to the RFP; and 
  
 WHEREAS, the Contractor’s proposal was deemed by the City of Roswell to be the proposal most 

advantageous to the City; 
 
 NOW THEREFORE, in consideration of the mutual covenant and promises contained herein, the 

parties agree to a contract term and compensation for the specified services to be provided as follows: 
 
      The contract term will be for an initial term of three (3) years with an automatic renewal annually 

for an additional five (5) years not to exceed eight (8) years total.    
 
 
1.0 Scope of Work 
 
The Contractor agrees to provide all Services and comply with all requirements specified in the RFP, 

and provide those Services as may additionally be specified in the Contractor’s proposal in accordance 
with the terms and conditions of this agreement.  Said specifications are hereby made a part of this 
agreement by reference. 

 
 
2.0 Independent Contractor 
 
2.1.  The Contractor shall be an independent Contractor.  The Contractor is not an employee, 

agent or representative of the City of Roswell.  The successful Contractor shall obtain and maintain, at the 
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Contractor’s expense, all permits, license or approvals that may be necessary for the performance of the 
services.  The Contractor shall furnish copies of all such permits, licenses or approvals to the City of 
Roswell Representative within ten (10) days after issuance of Notice to Proceed. 

 
2.2    Inasmuch as the City of Roswell and the Contractor are contractors independent of one 

another neither has the authority to bind the other to any third person or otherwise to act in any way as 
the representative of the other, unless otherwise expressly agreed to in writing signed by both parties 
hereto.  The Contractor agrees not to represent itself as the City’s agent for any purpose to any party or to 
allow any employee of the Contractor to do so, unless specifically authorized, in advance and in writing, to 
do so, and then only for the limited purpose stated in such authorization.  The Contractor shall assume full 
liability for any contracts or agreements the Contractor enters into on behalf of the City of Roswell 
without the express knowledge and prior written consent of the City.  

 
 
3.0 Indemnification 
 
The Contractor agrees to indemnify, hold harmless and defend the City from and against any and all 

liabilities, suits, actions, legal proceedings, claims, demands, damages, costs and expenses (including 
attorney’s fees) rising out of any act or omission of the Contractor, its agents, subcontractors or 
employees in the performance of this Contract.  

 
 
4.0 Insurance 
 
The Contractor shall, at its own cost and expense, obtain and maintain worker’s compensation and 

commercial general liability insurance coverage covering the period of this Agreement, such insurance to 
be obtained from a responsible insurance company legally licensed and authorized to transact business in 
the State of Georgia.  The minimum limit for Worker’s Compensation Insurance shall be the statutory limit 
for such insurance.  The minimum limits for comprehensive general liability insurance, which must include 
personal liability coverage will be $300,000 per person, $500,000 per occurrence, and $1,000,000 
aggregate; and, $100,000 per occurrence and $1,000,000 aggregate for property damage. 

 
4.1 The Contractor shall provide an ACORD Certificate of Liability Insurance indicating the existence of 

the policies prior to the beginning of the contract term.  Each policy shall contain written notice thereof to 
the official City representative within thirty (30) days upon cancellation.   

 
 
5.0  Termination 
 
5.1 Any other provisions of this agreement notwithstanding, each party has the right to terminate this 

Agreement if the other party breaches or is in default of any obligation hereunder which default or breach 
is incapable of cure or which, being capable of cure, has not been cured within thirty (30) days after 
receipt of written notice of such default (or such additional cure period as the non-defaulting party may 
authorize).  In addition, if at any time after commencement of the Services, the City of Roswell shall, in its 
sole reasonable judgment, determine that such Services are inadequate, unsatisfactory, no longer needed, 
or substantially not conforming to the descriptions, warranties, or representations contained herein, the 
City may terminate this Agreement upon thirty (30) days written notice to the Contractor.   
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5.2 The City of Roswell may terminate the agreement immediately without prejudice to any other 
right of action or remedy if the Contractor: 

 
5.2.1 Becomes insolvent, makes a general assignment for the benefit of creditors, files a 

voluntary petition of bankruptcy, suffers or permits the appointment of a receiver for its business or 
assets, or becomes subject to any proceeding under any bankruptcy or insolvency law, whether domestic 
or foreign, or has wound up or liquidated, voluntarily or otherwise.  In the event that any of the above 
events occur, the Contractor shall immediately notify the City of Roswell of each occurrence.   

 
5.2.2 After five (5) days written notice fails to: 
 a) Maintain the required insurance, or; 
 b) In any other manner to perform the requirements of the RFP. 
 
 
6.0 Compliance with All Laws and Licenses 
 
The Contractor must obtain all necessary licenses and comply with local, state and federal 

requirements.  The Contractor shall comply with all laws, rules and regulations of any governmental entity 
pertaining to its performance under this Agreement.   

 
 
7.0 Assignment 
 
The Contractor shall not assign or subcontract the whole or any part of this Agreement without the 

City of Roswell’s prior written consent.   
 
 
8.0 Amendments in Writing 
 
No amendments to this Agreement shall be effective unless it is in writing and signed by duly 

authorized representatives of the parties.   
 
 
9.0 Drug-Free and Smoke-Free Work Place 
 
9.1 A drug-free and smoke-free work place will be provided for the Contractor’s employees during the 

performance of this Agreement; and  
 
9.2 The Contractor will secure from any subcontractor hired to work in a drug-free and smoke-free 

work place a written certification so stating and in accordance with Paragraph 7, subsection B of the 
Official Code of Georgia Annotated Section 50-24-3.   

 
9.3 The Contractor may be suspended, terminated, or debarred if it is determined that: 
 
9.3.1 The Contractor has made false certification herein; or 
 
9.3.2 The Contractor has violated such certification by failure to carry out the requirements of 

Official Code of Georgia Annotated Section 50-24-3. 
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10.0 Governing Law 
 
This Agreement shall be governed in all respects by the laws of the State of Georgia. 
 
 
11.0 Policy on Hiring of Non-Resident Aliens 
 
The final award of a contract is contingent upon compliance with O.C.G.A. 13-10-91 and Chapter 300-

10-1 of the Rules of the Georgia Department of Labor, and the Contractor certifying to the City that it, and 
all its subcontractors, has registered and currently participates in the federal work authorization program to 

verify information of all new employees with respect to all public employers, contractors, or subcontractors. 
Contractor may be suspended, terminated, or debarred if it is determined that the Contractor has made 
false certification or that the Contractor has violated such certification by failure to carry out this 
requirement. 

 
 
12.0 Inclusion of Documents 
 
The Referenced RFP, any addenda thereto, and the Contractor’s Proposal submitted in response 

thereto, including any best and final offer, are incorporated in this Agreement; form an integral part of this 
agreement; and, are attached hereto as follows: 

 
ATTACHMENTS: 
 
RFP Number:  16-050-C 
Addenda, if any and date issued: _______________ 
Contractor’s Proposal identified as _________________________  
 
In the event of a conflict in language between this Agreement and the foregoing documents 

incorporated herein, the provisions and requirements set forth in this Agreement shall govern.  In the 
event of a conflict between the language of the RFP, as amended, and the Contractor’s proposal, the 
language in the former shall govern.  

 
 
13.0 Entire Agreement 
 
This Agreement constitutes the entire Agreement between the parties with respect to the subject 

matter contained herein; all prior agreements, representations, statements, negotiations, and 
undertakings are suspended hereby.  Either party has relied on any representation, promise, or 
inducement not contained herein.   

 
IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be duly executed by their 

duly authorized officers as of the day and year set forth next to each signature. 
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CITY OF ROSWELL:   CONTRACTOR: 
 
By:  __________________________  By:  ________________________________ 
 
Title:_________________________  Title:_______________________________ 
 
Name:________________________  Name:______________________________ 
 
Date:  ________________________  Date:  ______________________________ 
 

Executed in triplicate:  ________ of 3 


