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INFORMAL REQUEST FOR PROPOSALS 
                                                 

INFORMAL REQUEST FOR PROPOSALS NUMBER:  CVTA2023-01 

TITLE:  Professional Services for a National Executive Recruitment for the 
position of EXECUTIVE DIRECTOR  

ISSUED:  October 31, 2022 

Proposals are requested from HR/Management Consulting Firms to provide 
professional services to conduct an executive search process for the recruitment of 
an Executive Director for the Central Virginia Transportation Authority.  

Proposals shall be returned no later than 4:00 p.m., November 14, 2022. 

INQUIRIES:  Any questions which may arise as a result of this solicitation may be 
addressed to the following:  Martha Heeter, at (804) 924-7030 or 
mheeter@PlanRVA.org. Contact initiated by an offeror concerning this solicitation with 
any other CVTA representative, not expressly authorized elsewhere in this document, is 
prohibited. Any such unauthorized contact may result in disqualification of the offeror 
from this transaction. 

This Informal Request for Proposals, signed by an individual who has authority to 
bind the partnership or corporation, shall be considered an offer on the part of the 
offeror and shall be deemed accepted upon approval by the Central Virginia 
Transportation Authority. 

INCLUSIVE PURCHASING AND SUPPLIER DIVERSITY:  Central Virginia 
Transportation authority is committed to assuring opportunity for all businesses in 
providing support to the organization. All vendors are encouraged to examine 
proposals through a lens of diversity, equity, and inclusion. We welcome proposals 
that support small-, minority-, women-, and disabled-owned businesses the 
opportunity to compete. Proposals which leverage partnerships and/or include 
minority and women owned firms as part of their engagement proposal will be 
viewed favorably.   

mailto:mheeter@PlanRVA.org
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I. PURPOSE 

 The Central Virginia Transportation Authority (herein referred to as “the 
Authority”) is seeking proposals from qualified firms to provide professional 
services for a national executive recruitment search for the position of 
Executive Director. It is the Authority’s intent to establish a contract for these 
services. 

II. BACKGROUND 

The Central Virginia Transportation Authority was enacted by the General 
Assembly during the 2020 Legislative Session and officially established on 
July 1, 2020. The Authority comprises the towns, cities and counties located 
within Planning District 15 including the Town of Ashland, City of Richmond, 
and Counties of Charles City, Chesterfield, Goochland, Hanover, Henrico, New 
Kent, and Powhatan.  

The Purpose of the Authority is to administer transportation funding 
generated through the imposition of an additional regional 0.7 percent sales 
and use tax (revenue collection began October 2020) and a wholesale fuels 
tax of 7.6 cents per gallon of gasoline and 7.7 cents per gallon of diesel fuel 
(revenue collection began in July 2020). According to the enabling legislation, 
35% of the total revenues (herein as the “regional projects’ funds”) will be set 
aside for investment in transportation projects that were prioritized and 
selected by the Authority. All projects must benefit Planning District 15 and 
one or more member jurisdictions.  

The Richmond Regional Planning District Commission (herein referred to as 
“PlanRVA”) is providing administrative support services to the Authority in 
Fiscal Year 2022. HR representatives from the member localities will be 
coordinating this Request for Proposals (herein referred to as the “RFP”) with 
support from PlanRVA staff. Information about the Authority and records of 
meetings of the Authority and its subcommittees may be found at 
CVTAva.org.  

III. SCOPE OF SERVICES 

The Authority is seeking to secure professional services for a national executive 
recruitment search for the position of Executive Director. The successful search 
firm will be required to expedite the process to ensure a hire date no later than 
March 31, 2023, for a new executive director. The search will include (but not 
limited to) the following: 

 
• Edit/finalize the Authority’s draft recruitment profile for the position 
• Candidate identification, solicitation, and screening 
• Coordination of interviews and other meetings as appropriate with the  
             hiring officials 
• Development of interview questions, selection criteria and other  

https://richmondregional-my.sharepoint.com/personal/mheeter_planrva_org/Documents/PlanRVA%20Programs/Active%20Documents/CVTA/RFP%20Samples/cvtava.org
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documents as needed for the hiring process 
• Reference checks, extensive background checks and other appropriate  

screenings for candidates 
• Negotiation of compensation & benefits package with top candidate(s)  
• Must be able to meet all pre-established and expedited deadlines to  

ensure a successful hire no later than March 31, 2023.  
 
General Duties: 
 

• The Consultant should provide consulting services to assist the 
Authority and its HR representatives in a national search to find and 
select the most qualified candidate to serve as Executive Director for 
the Central Virginia Transportation Authority. The Authority expects to 
select the Executive Director no later than March 31, 2023. 

• The Consultant should provide on-site support as mutually agreed. 
• The Consultant should comply with all relevant federal, state, and local 

legal requirements, as well as applicable Authority policies and 
procedures.  

• The Consultant should turn over to the Authority, copies of all 
documents relating to candidates recommended by the Consultant at 
the time the recommendation is made. With respect to this search, 
the Authority should receive a copy of all documents sent out on 
behalf of the Central Virginia Transportation Authority. 

• It is the Authority’s responsibility to reimburse candidate interview 
expenses, such as travel and hotel accommodations, as arranged. A 
form should be offered by the Consultant for the Authority’s use for 
reimbursement of candidate expenses, if desired. The Consultant 
agrees to work with the Authority’s designee to ensure candidates are 
aware of this expectation. 

 
Review/edit county prepared draft Recruitment Profile:  
 

• The Consultant should assist the Authority in establishing 
characteristics by which a pool of highly qualified candidates may be 
identified. The Consultant will assist in finalizing the draft recruitment 
profile and making edits as appropriate.  

 
Develop and Distribute Application Materials: 
 

• The Consultant should develop and/or finalize the application process 
and supporting materials regarding the Authority; determine 
advertising venues; advertise the vacancy; and communicate the 
application process to interested candidates. 

• The Consultant is directed to advertise the vacancy in regional and 
national publications. The recruitment profile should be published 
with various media with a complimentary Internet link to the 
Authority’s website, if desired. 
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• The Consultant must be able to work within the Authority’s 
established timeline for the search process. 

• The Consultant should actively recruit qualified candidates to apply 
for the position and solicit nominations from knowledgeable people. 

 
Evaluate resumes/applications 
 

• The Consultant should receive resumes/applications from interested 
candidates and forward all resumes/applications to the Authority. 
The Consultant and the Authority should evaluate candidates for 
further consideration and interviews. The evaluation should include, 
but not be limited to, preliminary reference checks of candidates to 
be interviewed. 

• The Consultant should gather data on candidates applying for the 
position. Those candidates’ best matching the desired profile should 
be interviewed by the Consultant and the Authority to ensure they 
meet the required criteria. Within five calendar days of the closing 
date for resumes/applications, the Consultant should present a list of 
candidates to the Authority for consideration. References of 
recommended candidates should be checked by Consultant. 

 
Candidate Interviews  
 

• The Consultant should coordinate initial and final interviews and 
compile interview questions. The Consultant should complete 
additional screening and a detailed investigation of finalists, as 
needed. 

• The Consultant should inform the Authority and its HR 
representatives, if appropriate, on items related to search protocols, 
establishing an interview format, developing interview questions, 
interviewing candidates, conducting site visits, and other matters 
related to the search process. The Consultant should be readily 
available during the search process to advise the Authority on 
search related issues. 

 
Finalize Executive Director Selection 
 

• The Consultant should be available to provide negotiation 
assistance on the terms, salary, benefits, and any other issues. 

• The Consultant should make salary and compensation package 
recommendations to the Authority, if requested. 

 
Confidentiality  
 

• The Consultant shall maintain the confidentiality of the 
resumes/application process, including, but not limited to the 
names of applicants and the evaluation, interviews, and negotiation 
with and selection of candidates. 
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IV. INSTRUCTIONS 
 
 PROPOSAL SUBMISSION:  It is the sole responsibility of the Offeror to ensure 

proposal is received before the time and date indicated above. Proposals 
and/or any addenda pertaining thereto, received after the specified time and 
date will not be considered. The CVTA may request additional information at 
any time during the procurement process. Proposals may be submitted by 
one of the following methods: 

 
 Email (preferred) to:  mheeter@PlanRVA.org 
 

Mail (alternative) to:     Central Virginia Transportation Authority c/o PlanRVA 
424 Hull Street, Suite 300 
Richmond, Virginia 23224 

  

V. DETAILED PROPOSAL SUBMITTALS 

Offerors should include as part of their proposal response the following 
information at a minimum: 

A. Signed cover sheet and all addenda acknowledgement, if applicable. 
 

B. A detailed description of the services to be provided which addresses 
each of the phases listed in Section III, Scope of Services. Clearly state 
your firm’s ability to meet or exceed the requested services and any 
alternative solutions that would benefit the Authority.  
 

C. Statement of Qualifications – The offeror should include a description of 
the organizational and staff experience as it relates to providing the 
requested services. 
 

D. Key Personnel – The offeror should provide a list of key personnel to be 
assigned to this contract. Specify their role in administering the 
contract.  

 
E. Length of time that the firm has been in business. 

 
F. Proposed cost in accordance with Pricing Schedule, Section IX. 

 
G. A minimum of three references, from similar projects/contracts 

completed/held within the last five years, who could attest to the firm’s 
knowledge, quality of work, timeliness, diligence, flexibility, and ability 
to meet budget constraints. Include client’s name and contact person’s 
email address and phone number for each reference provided. 

  

mailto:mheeter@PlanRVA.org
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VI. GENERAL TERMS AND CONDITIONS  

A. In addition to the terms and conditions listed herein, this purchase is 
also subject to CVTA’s terms and conditions which can be reviewed by 
contacting the CVTA’s legal counsel.  
 

B. Contractor’s Authorization To Transact Business:  In accordance with 
Code of Virginia Section 2.2-4311.2, as amended, any offeror 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 offeror organized or authorized to transact business in the 
Commonwealth of Virginia pursuant to Title 13.1 or Title 50 of the Code of 
Virginia shall include in its proposal the identification number issued to 
it by the State Corporation Commission. Any 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 of the Code of Virginia, or as 
otherwise required by law, shall include in its proposal a statement 
describing why the offeror is not required to be so authorized. This 
information shall be provided on Attachment A titled “Virginia State 
Corporation Commission (SCC) Registration Information.”  Failure to 
provide the required information may result in the rejection of the 
proposal. The Contractor shall not allow its existence to lapse or its 
certificate of authority or registration to transact business in the 
Commonwealth of Virginia, if so required under Title 13.1 or Title 50 of the 
Code of Virginia, to be revoked or cancelled at any time during the term 
of the contract. The County may void any contract with a Contractor if 
the Contractor fails to remain in compliance with the provisions of this 
section. SEE ATTACHMENT A. 

 

VII. SPECIAL TERMS AND CONDITIONS  

A. Insurance Requirements: The Contractor and insurance company 
should carefully review the insurance requirements set forth below. The 
Contractor shall furnish a copy of a certificate of insurance in 
accordance with the requirements before the Authority will execute a 
contract. The Contractor shall be responsible for maintaining current 
certificates of insurance on file with the Authority. The certificate of 
insurance does not need to accompany the proposal. 
 
The Contractor shall purchase and maintain in force, at his own 
expense, such insurance as will protect him and the Authority from 
claims which may arise out of or result from the Contractor's execution 
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of the work, whether such execution be by himself, his employees, 
agents, subcontractors, or by anyone for whose acts any of them may 
be liable.  The insurance coverages shall be such as to fully protect the 
Authority, the Consulting Professional (if applicable) and the general 
public from any and all claims for injury and damage resulting by any 
actions on the part of the Contractor or his forces as enumerated 
above. 
 
The Contractor shall furnish insurance in satisfactory limits, and on 
forms and of companies that are acceptable to the Authority and shall 
require and show evidence of insurance coverages on behalf of any 
subcontractors (if applicable), before entering into any agreement to 
sublet any part of the work to be done under this contract. All insurance 
carriers shall waive any and all subrogation against the Authority, and it 
shall be the responsibility of the Contractor/the Contractor’s insurance 
professional to ensure compliance with this requirement. 
 
The Contractor’s insurance coverage shall be primary and non-
contributory to any program of insurance or self-insurance that the 
Authority may or may not have in force, and the insurance required 
hereunder shall not be interpreted to relieve the Contractor of any 
obligations under the contract. The Contractor shall remain fully liable 
for all deductibles and amounts in excess of the coverage actually 
realized. 
 
The Contractor shall maintain during the initial term and any additional 
terms of this contract the following equivalent coverage and minimum 
limits: 
 
Commercial General Liability:  $1,000,000 Combined Single Limit per 
occurrence. Coverage must be Broad Form and include Products & 
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completed Operations, Bodily Injury, Property Damage and Contractual 
Liability. 
 
Business Automobile Liability:   $1,000,000 Combined Single Limit per 
occurrence. Coverage should include all owned, hired, and non-owned 
automobiles. 
 
Workers’ Compensation:   Virginia Statutory limits including Employers 
Liability limits of $100,000 each accident, $100,000 each disease-each 
employee, and $500,000 policy limit. 
 
Professional Liability:  $1,000,000 per occurrence. 
 
Umbrella Liability in excess of Commercial General Liability and 
Automobile Liability: $2,000,000 per occurrence and in the aggregate. 
Such umbrella or excess policy shall provide substantially the same 
coverage as the underlying Commercial General Liability (including the 
Authority as an additional insured), Business Automobile Liability or 
Employers’ Liability insurance and shall expressly provide that the 
umbrella or excess liability will drop down over a reduced or exhausted 
aggregate limit of the underlying insurance. 
 
An insurance certificate shall be provided as evidence of the required 
insurance. The insurance certificate: 
 
Must reflect that the Commercial General Liability policy names the 
Central Virginia Transportation Authority, their officers, employees, and 
agents, as an additional insured by endorsement to the policy or as 
required by contract. 
 
Additional insured status applies to all work of the named insured 
performed on behalf of the Authority. 
 
Proposals must reflect that the policies are endorsed to require no less 
than 30 days’ notice of cancellation or other change in coverage to the 
Authority. 
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Must have an authorized signature. 
 
The Certificate Holder should be listed as:  
Central Virginia Transportation Authority c/o PlanRVA 
424 Hull Street, Richmond Virginia 23224 
 

B. Negotiating Contract Reductions:  The Authority reserves the right, at 
any time during the contract term or any extension of the term, to 
renegotiate with the Contractor a reduction in the compensation paid 
to the Contractor that is less than the compensation initially agreed to 
by the Contractor and the Authority at the time of contract 
execution/issuance of the purchase order.  The Authority may initiate 
such negotiations whenever the Authority determines that it is in the 
Authority’s best fiscal interests to do so. Notwithstanding any other 
provision of this contract/purchase order to the contrary; the Authority 
may terminate the contract/purchase order immediately and without 
penalty if the Authority is unable to renegotiate the compensation with 
the Contractor to an amount which the Authority determines to be 
appropriate. 
 

C. Information Security General Protection: The Contractor will develop, 
implement, maintain, and use commercial best practices, including 
appropriate administrative, technical, and physical security measures, 
to preserve the confidentiality, integrity and availability of Authority 
data received from, or on behalf of an Authority employee or Authority 
business function. These measures will be extended to all 
subcontractors used by the Contractor.  
 

D. Subcontracts:  No portion of the work shall be subcontracted without 
prior written consent of the Authority. In the event that the Contractor 
desires to subcontract some part of the work specified herein, the 
Contractor shall furnish the Authority the names, qualifications, and 
experience of their proposed subcontractors. The Contractor shall, 
however, remain fully liable and responsible for the work to be done by 
its subcontractor(s) and shall assure compliance with all requirements 
of the contract and compliance with applicable General Terms and 
Conditions (including, without limitation, the non-discrimination and 
drug-free workplace provisions).  
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 VIII. EVALUATION AND AWARD 

A. EVALUATION CRITERIA: The following criteria will be utilized in the 
evaluation of proposals and award of the contract:  

 
These criteria are to be utilized in the evaluation of qualifications for 
development of the shortlist of those offerors to be considered for 
negotiations. Individual criteria have been assigned a weight to reflect 
relative importance. 

 
Criteria Weights 

1.   Demonstration of the firm’s ability to provide executive search  
      services. 

 
20% 

2. Experience and qualifications of the proposed personnel 
assigned to provide the services.  

 
20% 

3.   Previous experience in providing executive search services for    
      Executive Director positions in this and related professions. 

 
20% 

4.   Ability to devote necessary staff to this project to meet pre-   
      established deadlines. 

20% 

 
5.   Cost of Services 

 
 20 % 
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B. AWARD:  The CVTA shall select the offeror which, in its opinion, has 
made the best proposal, and shall award the contract to that offeror. 
Negotiations shall be conducted if necessary. 

IX. PRICING SCHEDULE 

The total cost estimate and not-to-exceed amount for the work described in 
the scope of work are required. 
 
Offeror should also include a breakdown of the cost for each of the following 
categories:  
 
• Recruitment profile for the position 
• Candidate identification, solicitation, and screening 
• Coordination of interviews and other meetings as appropriate with the 

hiring officials 
• Development of interview questions, selection criteria and other 

documents as needed for the hiring process 
• Reference checks, extensive background checks and other appropriate 

screenings for candidates 
• Negotiation of compensation & benefits package with top candidate(s) 

 

Please identify steps that may be completed by the Authority and its HR 
representatives. 

Each fixed fee amount provided shall include reimbursable expenses that 
may be incurred, excluding travel related expenses (e.g., travel, meals, 
lodging). Travel related expenses should comply with GSA per diem rates 
which are utilized by the Authority  (https://www.gsa.gov/travel/plan-
book/per-diem-rates).   

 
 

XI. ADDENDA 

Any changes or supplemental instructions to this solicitation shall be in the 
form of written addenda. Most addenda are downloadable from 
https://planrva.org/home/about-the-commission/purchasing-and-bids/. Each 
offeror is responsible for obtaining all addenda posted at the website or by 
calling (804) 323-2033. Acknowledgement of receipt of all addenda shall be in 
the space provided within the solicitation or by returning a copy of each 
signed addendum. Failure to do so may result in rejection of the proposal. All 
addenda issued shall become part of the solicitation and all resulting contract 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gsa.gov%2Ftravel%2Fplan-book%2Fper-diem-rates&data=04%7C01%7C%7Cf4774c52c97d4e21e86c08d8a143b505%7C05609332b9054a6bbf744807fa89857d%7C1%7C0%7C637436659450983797%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hVr4KOFnsGoA5f%2FaW7SKEkHr5YzX%2BeX5q66kh531z58%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gsa.gov%2Ftravel%2Fplan-book%2Fper-diem-rates&data=04%7C01%7C%7Cf4774c52c97d4e21e86c08d8a143b505%7C05609332b9054a6bbf744807fa89857d%7C1%7C0%7C637436659450983797%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hVr4KOFnsGoA5f%2FaW7SKEkHr5YzX%2BeX5q66kh531z58%3D&reserved=0
https://planrva.org/home/about-the-commission/purchasing-and-bids/
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documents.  
 

Addendum No. ___________________        Dated ______________ 
Addendum No. ___________________        Dated ______________ 
Addendum No. ___________________        Dated ______________ 
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ATTACHMENT A  
 

Virginia State Corporation Commission (SCC) Registration Information 
(Complete and return with proposal submission) 

The offeror shall check one of the following. The offeror is: 

 a corporation or other business entity with the following SCC identification 
number: ___________ -OR- 

 not a corporation, limited liability company, limited partnership, registered 
limited liability partnership, or business trust -OR- 

 an out-of-state business entity that does not regularly and continuously 
maintain as part of its ordinary and customary business any employees, 
agents, offices, facilities, or inventories in Virginia (not counting any 
employees or agents in Virginia who merely solicit orders that require 
acceptance outside Virginia before they become contracts, and not counting 
any incidental presence of the offeror in Virginia that is needed in order to 
assemble, maintain, and repair goods in accordance with the contracts by 
which such goods were sold and shipped into Virginia from offeror’s out-of-
state location) -OR- 

 an out-of-state business entity that is including with this proposal an 
opinion of legal counsel which accurately and completely discloses the 
undersigned offeror’s current contacts with Virginia and describes why those 
contacts do not constitute the transaction of business in Virginia within the 
meaning of § 13.1-757 or other similar provisions in Titles 13.1 or 50 of the Code 
of Virginia. 

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

Proposer Information Form 

 

Complete Legal Name of Firm: ___________________________________________________ 

Address:___________________________________________________________________________ 

Federal Tax ID Number:___________________________ 

My signature below certifies that: 

• I agree to abide by all conditions of this Proposal and that I am authorized to sign 
this Proposal. 

• The accompanying proposal is not the result of, or affected by, any unlawful act of 
collusion with another person or company engaged in the same line of business 
or commerce, or any act of fraud punishable under Title 18.2, Chapter 12, 498.4 of 
the Code of Virginia, 1950 as amended. Furthermore, I understand that fraud and 
unlawful collusion are crimes under the Virginia Governmental Frauds Act, the 
Virginia Government Bid Rigging Act, the Virginia Antitrust Act, and Federal Law, 
and can result in fines, prison sentences, and civil damage awards. 

• The accompanying proposal is in compliance with the State and Local 
Government Conflict of Interests Act 2.2-3100, supplemented by Article 6, 2.2-4367-
69 of the Code of Virginia. Specifically, no CVTA employee, CVTA employee’s 
partner, or any member of the CVTA employee’s immediate family holds a position 
with the offeror such as an officer, director, trustee, partner, or the like, or is 
employed in a capacity involving personal and substantial participation in the 
procurement transaction or owns or controls an interest of more than five percent. 

 
To receive consideration for award, this signature sheet must be returned as it shall 
be a part of your response. 
 

Signature of Authorized Representative:_________________________________________ 

Printed Name and Title:____________________________________________________________ 

Primary contact person for questions and concerns relative to this project (if 
different):  __________________________________________________________ 

Phone: (____)_______________ Email: ______________________ 

Minority-Owned Business:   YES  NO   

In-Region Business:    YES  NO  

Women-Owned Business:   YES  NO   

Small Business:    YES  NO  

Service-Disabled Veteran-Owned Business: YES  NO  
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	not a corporation, limited liability company, limited partnership, registered limited liability partnership, or business trust -OR-
	an out-of-state business entity that does not regularly and continuously maintain as part of its ordinary and customary business any employees, agents, offices, facilities, or inventories in Virginia (not counting any employees or agents in Virginia ...
	an out-of-state business entity that is including with this proposal an opinion of legal counsel which accurately and completely discloses the undersigned offeror’s current contacts with Virginia and describes why those contacts do not constitute the...
	**NOTE** >> Check the following box if you have not completed any of the foregoing options but currently have pending before the SCC an application for authority to transact business in the Commonwealth of Virginia and wish to be considered for a waiv...


