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1. INTRODUCTION 

1.1. University Background.  The University is a fully accredited State of Arizona 
institution of higher education.  Additional information on the University is 
available at the following link https://in.nau.edu/institutional-research/quick-facts/.   

1.2. Proposal Background 

1.2.1. The University is seeking proposals from qualified firms for a Student 
Communication Solution that is specifically designed for faculty to provide 
feedback to students on their academic performance. This may include 
attendance, grades, or faculty feedback. Our current solution serves 
approximately thirteen hundred (1,300) faculty members and is not directly 
accessible to students. Students receive messages, and data flows from different 
systems such as but not limited to Salesforce, Maxient, and Tutor Trac.  

1.2.2. This RFP is part of a competitive negotiation process intended to allow the 
University to obtain goods and/or services as outlined herein in a manner that is 
most advantageous to the University.  This RFP provides the University the 
flexibility to negotiate with Proposers, if desired, to arrive at a mutually 
agreeable relationship.  Price may weigh heavily in the evaluation process but 
will not be the only factor under consideration and may not be the determining 
factor.  All Proposals will be considered public records and will be available for 
review, as allowed by Arizona law and the Code. 

1.2.3. It is the University's intent to select the Proposal(s), which are most favorable 
to the University in all respects, including scope, availability of services, quality 
of services, reputation, and price.  If not otherwise stated herein, multiple Awards 
may be made or an Award(s) may be made partial, by part, by line item, or by 
any combination of parts if identified as being in the best interest of the 
University. 

1.2.4. The initial Contract term will be for one (1) year(s) with the possibility of four 
(4) successive one (1) year renewals, for a total term not to exceed five (5) years.   

1.3. Coverage and Participation.  Unless objection is submitted with the Proposal, it is 
the intent of the University that any Award resulting from the RFP be available for 
use by all departments of the University and any other Arizona University, along 
with any other educational institution or Governmental entities, to the extent 
allowed by Arizona law and the Code. 

1.4. Communications.  All questions or inquires relating to this RFP must be directed to: 

Scott Miller 
928-523-8076 
scott.m.miller@nau.edu 
 
 

https://in.nau.edu/institutional-research/quick-facts/
mailto:scott.m.miller@nau.edu
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2. DEFINITIONS 

Capitalized terms shall have the meaning set forth in Board Policy 3-801.B, with the 
exception of the following terms which shall have the meanings set forth below in this 
RFP. 

2.1.  “May” or “Should” indicates something that is not mandatory but 
permissible/desirable. If a Proposer fails to provide recommended information, the 
University may, at its sole option, ask Proposer to provide the information or 
evaluate the Proposal without the information. 

2.2. “Must,” “shall,” “will” indicates a mandatory requirement.  Failure to meet any 
mandatory requirements may result, in the University’s sole discretion, in the 
rejection of your proposal.   

2.3. “MST” means Mountain Standard Time, the time zone in which the University 
operates.  Arizona does not observe Daylight Savings Time. 

2.4. “Proprietary Information” means trade secrets and other proprietary or confidential 
information exempt from Arizona’s Public Records Statute pursuant to A.R.S. § 15-
1640(A).  Contract terms and conditions, pricing, and information generally 
available to the public are not considered Proprietary Information under the Code 
(See Code § 3-801(D)(1)). 

2.5.  “RFP” refers to this request for proposals P24SM002. 

2.6. “Successful Proposer” means any Proposer selected by the University to receive an 
Award as a result of this RFP and to enter into a Contract to provide the University 
with the products or services sought by this RFP. 

 

  

https://public.powerdms.com/ABOR/documents/1491869
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3. INSTRUCTIONS TO PROPOSERS 

3.1. General Requirements.   

3.1.1. The data, specifications, and requirements outlined herein are intended to serve 
as a general guideline for the University’s requirements.  Proposers should 
submit a fully detailed Proposal that adequately describes the advantages and 
benefits to the University.  Proposers should provide a detailed response to each 
requirement in this RFP, individually numbered to match each requirement.  At a 
minimum, in such case where a detailed response is not applicable, each 
Proposer should indicate their ability to comply with and/or agreement to the 
requirements of this RFP.  Proposers are encouraged to provide any additional 
information that is not specifically identified in this RFP that would assist the 
University in making its evaluations based upon the disclosed evaluation criteria. 

3.1.2. Any Person submitting a Proposal shall be deemed to have read and 
understand all the terms, conditions and requirements in this RFP. 

3.1.3. The Contracts, Purchasing and Risk Management department shall retain this 
RFP, and all related terms and conditions, exhibits and other attachments, in 
original form in an archival copy.  Any modification of these, in the Proposer’s 
submission, is grounds for immediate disqualification. 

3.1.4. Proposer agrees that the University will not pay for or be responsible for any 
cost or expense incurred by Proposer in the preparation, submission, 
presentation, or any other action connected with proposing or otherwise 
responding to this RFP.   

3.1.5. The University reserves the right to reject any or all Proposals or any part 
thereof, or to accept any Proposal, or any part thereof, or to withhold the Award 
and to waive or decline to waive irregularities in any Proposal when it determines 
that it is in its best interest to do so.  The University also reserves the right to 
hold all Proposals after the Opening date and the right to accept a Proposal not 
withdrawn before Opening. 

3.1.6. Proposer may withdraw their Proposal any time prior to Opening.  Proposer 
may request to withdraw their Proposal after Opening and any time prior to 
selection and notice of Award.  The University shall have sole authority to grant 
or deny such a request.  In the event the University grants such a request, it may 
withhold issuing future Requests for Proposals to such Proposer. 

3.1.7. All Proposals and accompanying documentation will become the property of 
the University at the time the Proposals are opened.  It will be the Proposer’s 
responsibility to request that samples be returned to the Proposer and provide a 
method for doing so at the expense of the Proposer.  If such a request is not 
received and a method of return is not provided, all samples shall become the 
property of the University forty-five (45) days from the date of Award and may 
be disposed of in the University’s sole discretion. 
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3.1.8. Collusion with other Proposers or employees thereof, or with any employee of 
the University, is prohibited and may result in disqualification of the Proposer 
and/or cancellation of an Award.  Any attempt by the Proposer, whether 
successful or not, to subvert or skirt the principles of open and fair competition 
may result in disqualification of Proposer and/or cancellation of an Award.  

3.1.9. Each Proposer shall ensure that no improper, unethical, or illegal relationships 
or conflict of interest exists between or among the Proposer, the University, and 
any other party to this RFP.  Without limiting the foregoing, Proposer shall 
refrain from offering or giving gratuities, in the form of entertainment, gifts or 
otherwise, to any officer or employee of the State of Arizona with a view toward 
securing a Contract or securing favorable treatment with respect to the awarding 
or amending, or the making of any determinations with respect to the performing 
of such Contract.  The University reserves the right to determine the materiality 
of such relationships, when discovered or disclosed, whether intended or not; and 
to decide whether or not Proposer disqualification and/or cancellation of an 
Award shall result.   

3.1.10. If any Proposer or any of the Proposer’s employees, agents, or other 
representatives participating in this RFP need, or have questions about the 
University's accommodations for people with disabilities, arrangements can be 
made by contacting Scott Miller at telephone # 928-523-8076, email address – 
scott.m.miller@nau.edu.  Such requests should be made as early as possible to 
allow time to arrange the accommodation(s). 

3.1.11. The University shall have the right to use any ideas that are contained in any 
Proposal received in response to this RFP, along with any adaptation of such 
ideas.  Selection or rejection of the Proposal shall not affect the University’s right 
of use.  Provided, however, that the University will, in good faith, honor the 
proprietary and confidential nature of any Proposer information that is enclosed 
in a separate envelope from the Proposal and clearly designated and 
conspicuously labeled as set forth in Section 7.4.9 of this RFP.  

3.1.12. Any protest of this procurement must comply with the requirements of section 
3-809(B) of the Code. 

3.1.13. Proposer shall acquire and maintain all necessary permits and licenses and 
shall adhere strictly to all Federal, State, County, or City laws, codes, regulations, 
and ordinances as applicable in performing any work under this RFP. 

3.1.14. The University is under no obligation whatsoever to honor or observe any 
information that may apparently conflict with any provision of this RFP, 
regardless of whether such information is obtained from any office, agent, or 
employee of the University.  Such information shall not affect the Proposer’s 
risks or obligations under a Contract resulting from this RFP. 

3.1.15. Any Proposer exception, stipulation, counter-offer, requirement, and/or other 
alternative term or condition shall be considered rejected unless specifically 
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accepted in writing by the University and thereafter incorporated into any 
Contract resulting from this RFP.  

3.2. Attention to Terms and Conditions.  Proposers are cautioned to thoroughly 
understand and comply with all matters covered under the Terms and Conditions 
section of this RFP.  The Successful Proposer is expected to enter into the form of 
agreement approved by the Board, refer to Section 9.  The University terms and 
conditions included in this RFP, are intended to be incorporated into the Contract.  
Proposals that are contingent upon any changes to these mandatory terms and 
conditions may be deemed to be non-responsive and may be rejected.  
Proposals must state any exceptions taken to the mandatory terms and 
conditions in detail.   

3.3. Project Resources. 

3.3.1. The Successful Proposer shall be required to provide the personnel, 
knowledge, and experience required to maintain an appropriate level of 
professionalism and coverage for performance of requirements outlined herein.  
The University reserves the right to review Proposer’s staff assigned for relevant 
qualifications and experience. 

3.3.2. Proposals shall include a list of proposed personnel with resumes specifying 
qualifications and relevant experience.  Describe assignment of account 
representatives and/or key personnel. 

3.3.3. Proposer may be required to conduct relevant and appropriate background 
checks and fingerprinting according to the University’s policies on all assigned 
employees and new hires to ensure that it does not assign any employee or agent 
to the University who may reasonably be considered to pose a threat to the safety 
or welfare of the University community or its property.  Proposer will share 
background check information and other supporting documentation including 
disciplinary action for any employee, upon written request by the University. 

3.3.4. Proposer may subcontract installation, training, warranty, or maintenance 
service with prior University authorization.  Proposal shall list and describe any 
subcontractor’s qualifications and relevant experience and describe how Proposer 
guarantees subcontractor performance.  The Successful Proposer shall remain 
solely responsible for the performance of a resulting Contract from this RFP.  All 
University payments for goods and/or services shall be made directly to the 
Proposer. 

3.3.5. The University reserves the right to inspect Proposer’s facilities prior to Award 
or any time throughout the term of the Contract. 

3.4. Small Businesses.  The University is committed to the development of Small 
Business and Small Disadvantaged Business (“SB & SDB”) suppliers.  If 
subcontracting (Tier 2 and higher) is necessary, Proposer (Tier 1) will make 
commercially reasonable efforts to use SB & SDB in the performance of any 

https://nau.edu/university-policy-library/hr_1-085/
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Contract resulting from this RFP.  Proposals should include a description of the 
Proposer’s efforts to solicit SB & SDB participation in providing the services. 
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4. SCOPE OF WORK   

4.1. The University is seeking Proposals for a Student Communication Solution that is 
specifically designed for faculty to identify signals of student academic performance 
problems. Signals may include but not limited to attendance, grades, and/or faculty 
feedback. Communications to be importable into other systems, such as Salesforce, 
Maxient, and Tutor Trac, where student support staff can access them in a timely 
manner. 

4.2. General Requirement 

4.2.1. Describe the ability for users to view and filter student information based on 
the following data: 

 
4.2.1.1. Course type 
4.2.1.2. Subject 
4.2.1.3. Catalog Number 
4.2.1.4. Course Description 
4.2.1.5. Class Number 
4.2.1.6. Topic Title 
4.2.1.7. Student's First and Last Name 
4.2.1.8. Term 
4.2.1.9. Course Grade  
4.2.1.10. GPA 
4.2.1.11. Academic Standing 
4.2.1.12. Student Total Activity Time 
4.2.1.13. Student Last Activity Timestamp 

 
4.3. Student Indicator Metrics 

 
4.3.1. Describe how the Proposed Solution identifies and displays student 

risk/academic performance indicator metrics. 
 

4.3.2. Describe the flexibility of the Proposed Solution to expand inputs of the 
indicator metrics as more data from external sources become available. 

 
4.3.3. Describe how to create or filter indicators based on various student 

populations. 
 
4.3.4. Describe how these metrics can be exported. 
 

4.4. Communication 
 

4.4.1. Describe if the Proposed Solution is able to send various types of electronic 
communications, such as email, text/SMS, and push notifications. 

 

https://www.salesforce.com/
https://www.maxient.com/
https://www.go-redrock.com/solutions/tutortrac
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4.4.2. Describe the ability to filter and send communications based on various data 
points to include but not limited to: 

 
4.4.2.1. Students in a given class. 
4.4.2.2. Course Grade 
4.4.2.3. GPA 
4.4.2.4. Academic Standing 
4.4.2.5. Total Activity Time 
4.4.2.6. Last Activity Time 

 
4.4.3. Describe if the Proposed Solution has the flexibility to send communications to 

one or multiple students. 
 
4.4.4. Describe the Proposed Solution’s ability to create various communication 

templates, globally or individually. 
 

4.4.5. Describe if the Proposed Solution is able to categorize each communication 
with multiple feedback types, such as concerning, positive, behavioral, or 
academic. 

 
4.4.6. Describe if Proposed Solution is able to categorize each communication with 

multiple reasons, such as Course Participation, Missing Coursework, Grade 
Concern, Absences, and Other Feedback. 

 
4.4.7. Indicate if the Proposed Solution is able to trigger automated communications 

based on various data points. 
 
4.4.8. Describe the flexibility to add/update data elements for communication 

triggers. 
 

4.5. Case Management 
 

4.5.1. Describe if the Proposed Solution has the capability to integrate with 
Salesforce CRM for case management functionality. 
 

4.5.1.1. If unable to utilize Salesforce CRM case management, describe the 
Proposed Solution's case management functionality. 
 

4.6. Reporting 
 

4.6.1. List and describe the reports that are available out of the box (canned reports).  
 

4.6.2. Indicate whether or not the Proposed Solution has the ability to generate 
reports directly to HTML, CSV, XLSX or PDF formats. 
 

4.6.3. Indicate whether or not the Proposed Solution has the ability to create or 
modify existing standard reports based on appropriate security permissions. 
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4.6.4. Indicate whether or not the Proposed Solution has the ability to schedule 

applicable reports to run automatically. 
 

4.6.5. Indicate whether or not the Proposed Solution has the ability to distribute 
reports electronically, such as but not limited to emails, to defined user. 

 
4.6.6. Indicate whether or not the Proposed Solution has the ability to provide a user-

defined dashboarding function of business intelligence data by user and/or role. 
 

4.6.7. Indicate whether or not the Proposed Solution has the ability to generate 
reports in accessible formats. 

 
4.6.8. Indicate if data or information rendered as an infographic such as graphs or 

charts to be exported in an accessible format document. 
 

4.7. Specification/Technical Requirements 
 

4.7.1. Accessibility. All e-learning and information technology developed, 
purchased, upgraded, or renewed by or for the use of the University shall comply 
with all applicable University policies and Federal and State laws and 
regulations, including but not limited to Section 504 of the Rehabilitation Act 
and Title II of the Americans with Disabilities Act; all of which are applicable to 
all benefits, services, programs, and activities provided by or on behalf of the 
University. The Successful Proposer should comply with the Web Content 
Accessibility Guidelines 2.1 AA. 
 

4.7.1.1. Provide one or more of the following accessibility documents for the 
version of the product Proposed and indicate if the document was created 
by a third party or completed in-house. 
 

4.7.1.1.1. Accessibility Conformance Report (ACR)/VPAT 
 

4.7.1.1.2. Third-party results from conformance testing. 
 

4.7.1.1.3. Completed checklist for conformance to Web Content 
Accessibility Guidelines 

 
4.7.1.1.4. Documentation of the level of the company-adopted technical 

or legal accessibility standard of conformance for the product. 
  

4.7.1.2. Indicate if the Proposed Solution meets the Web Content Accessibility 
Guidelines 2.1 at the AA Level 

 
4.7.1.2.1. If not, describe how the Proposed Solution will meet this 

requirement and include a detailed roadmap. 
 

https://www.section508.gov/buy/request-accessibility-information/
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/
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4.7.1.3. Describe the process and procedures for implementing accessibility 
into the software development lifecycle.  Describe how accessibility subject 
matter experts are integrated into the software development lifecycle. 
 

4.7.1.3.1. Provide a list of testing procedures to include operating 
systems, browsers, compatibility on mobile devices, and assistive 
technologies such as but not limited to screen readers, speech 
dictation, magnification, and keyboard-only navigation. Indicate if the 
Proposer uses native assistive technology users in testing.  

 
4.7.1.3.2. Describe if staff, both in development and testing, are expected 

to maintain a current skillset in IT accessibility. If yes, provide details 
on how this is maintained such as IAAP certifications, utilizing the 
Trusted Tester program, training from IAAP-certified trainers, or 
training from third-party accessibility companies. 

 
4.7.1.4. Indicate if the Proposed Solution relies on activating a special 

'accessibility mode', a 'lite version', or accessing an alternate interface for 
accessibility purposes. 

 
4.7.1.5. Indicate if the Proposed Solution uses an accessibility overlay. 

 
4.8. Vendor Hosting 

 
4.8.1. If any portion of the Proposed Solution such as data, database, platform, user 

interface, integration, application, or portal is hosted in an environment outside 
of the University’s cloud or physical infrastructure, provide any of the following 
with the Proposal: 
 

4.8.1.1. The University’s simplified version of Higher Education Community 
Vendor Assessment Toolkit (NAUVAT).  
 

4.8.1.2. Higher Education Community Vendor Assessment Toolkit.  
 

4.8.1.3. Proof of acceptance into the Cloud Security Alliance (CSA). 
 

4.8.1.4. A completed Service Organization Control 2 (SOC2) report. 
 

4.8.1.5. Proof of acceptance into the IMS Global Learning Consortium. 
 

4.9. Security Operations Center 
 

4.9.1. Describe the Proposed Solution’s security reporting. Reports include auditing 
of but are not limited to, user access, usage, user profile changes, and available 
custom audit reports. Sample reports, redacted of any sensitive information, may 
be submitted with the Proposal. 

https://in.nau.edu/wp-content/uploads/sites/162/2018/09/NAU-HECVAT-Lite.xlsx
https://in.nau.edu/wp-content/uploads/sites/162/2018/09/NAU-HECVAT-Lite.xlsx
https://library.educause.edu/resources/2020/4/higher-education-community-vendor-assessment-toolkit
https://cloudsecurityalliance.org/
https://us.aicpa.org/interestareas/frc/assuranceadvisoryservices/aicpasoc2report
http://www.imsglobal.org/
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4.9.2. Indicate if the proposed solution is able to integrate with Splunk for system 

logging or reporting. 
 
4.9.3. Describe the ability for user access within the Proposed Solution to be 

configured to allow read-only, update, or no access to specific types of records, 
record attributes, components, or functions. 

 
4.9.4. Describe the ability to limit access to different types of users, such as, admin, 

support staff, and instructor, based on the following: 

4.9.4.1. Term 
4.9.4.2. Subject 
4.9.4.3. Plan 
4.9.4.4. Course 

 
4.9.5. Describe how user security administration is performed within the Proposed 

Solution.  
 
4.9.6. Describe the controls that are in place within the Proposed Solution to secure 

the remote environment and connection to the University’s institutional data. 
 
4.9.7. Describe the Proposer’s policies regarding physical security controls.  
 
4.9.8. Indicate if the Proposed Solution employs a single-tenant or multi-tenant 

environment.  
 

4.10. Integration and Configuration  
 

4.10.1. Indicate if Proposer has integration options available. Examples may include 
but are not limited to Application Programming Interface (API), Extensible 
Markup Language (XML), flat file, and tin can. 
 

4.10.1.1. If yes, describe how the Proposed Solution addresses 
integration/transfer if the University’s systems are unavailable.  
 

4.10.2. Describe how the Proposed Solution can integrate with the following: 
 

4.10.2.1. Canvas LMS 
4.10.2.2. PeopleSoft Campus Solutions 9.2. 
4.10.2.3. Salesforce CRM 
4.10.2.4. Maxient 
4.10.2.5. Tutor Trac 

 

https://www.splunk.com/
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4.10.3. If available, describe how the Proposed Solution can provide a seamless 
experience for users via a Canvas LTI integration. 

 
4.10.4. Describe the configuration available for items such as user interface and 

applying NAU branding.  
 

4.10.5. Describe the configuration available for items such as field properties, values, 
and associated data properties. 

 
4.10.6. Describe the expectation of technical assistance required of the University 

during implementation and the ongoing lifecycle of the Proposed Solution. 
 
4.10.7. Indicate if the Proposed Solution has the ability to maintain multiple operating 

environments for development, testing, training, and production. 
 

4.11. Identity and Access Management  
 

4.11.1. Indicate if the Proposed Solution, in its entirety, has the ability to integrate 
with and require Single Sign-On (SSO), including but not limited to Security 
Assertion Markup Language (SAML), Central Authentication Service (CAS), 
Lightweight Directory Access Protocol (LDAP), and Active Directory. 
 

4.11.2. If the Proposed Solution provides SSO Authentication, describe the account 
provisioning process, to include but not limited to provisioning, auto/de-
provisioning, and birthright permission assignments. 

4.11.3. If the Proposed Solution does not support SSO or requires non-SSO accounts, 
indicate if it supports Multifactor Authentication (MFA) such as but not limited 
to DUO.  
 

4.11.3.1. For non-SSO accounts, describe the provisioning/de-provisioning 
processes and password complexity capabilities of the Proposed Solution.  

 
4.12. Solution Support 

 
4.12.1. Describe in detail the support model(s) for the Proposed Solution, including an 

escalation path for incident resolution, proposed SLAs, and 
communication/response timing.  
 

4.12.2. Describe in detail the support model(s) related to resolving accessibility issues, 
including reporting, tracking, and escalation path. Provide any related 
documentation.  

 
4.12.3. Describe the Proposed Solution's disaster recovery plan, including timeframes.  

 

https://nau.edu/university-marketing/brand-center/guidelines/
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4.12.4. Describe support documentation (technical and end-user) and indicate if it is 
available in an accessible format. 

 
4.12.5. Describe the Proposed Solution's maintenance strategy for releases, patches, 

and upgrades.  Include outage windows, frequency, communication plan, and 
who is responsible for applying changes.  

 
4.13. Mobile Technology 

 
4.13.1. Describe the mobile capabilities of the Proposed Solution.  

 
4.14. Implementation 

 
4.14.1. Proposer to provide a timeline for implementation, to include University 

resources needed to implement the Proposed Solution.   
 

4.14.2. Describe training options available.  
 

4.15. Warranties 
 

4.15.1. Each Proposal shall state the warranties to be offered by Proposer.   
 

4.15.2. Unless stated elsewhere in this RFP, University expects that Proposer will 
provide the following warranties, at a minimum: (i) that all of the Contract 
services will be performed in a professional and workmanlike manner and in 
conformity with industry standards by persons reasonably suited by skill, training 
and experience for the type of services they are assigned to perform; (ii) that the 
Successful Proposer will comply, and will be responsible for ensuring its owner, 
members, employees, agents, contractors and subcontractors comply, with all 
applicable federal, state and local laws in the performance of a resulting 
Contract; (iii) that the Successful Proposer owns or has sufficient rights in all 
goods and services to be delivered by the Successful Proposer, and the goods and 
services delivered by the Successful Proposer will not infringe upon or violate 
any Intellectual Property of any third parties; (iv) that any code or software 
developed or delivered by the Successful Proposer under a resulting Contract will 
not contain any viruses, worms, Trojan Horses, or other disabling devices or 
code; (v) that the warranty period for Proposer provided materials shall (i) be no 
less than a period of one (1) year after completion of installation or within the 
manufacturer’s warranty, whichever is later, (ii) such warranty period shall 
commence upon date of acceptance by the University, and (iii) Proposer shall 
provide the University with all manufacturers’ warranty documents upon 
completion of installation and prior to leaving the job site; and (vi)  that in 
addition to any implied warranties, all goods and services delivered by the 
Successful Proposer will conform to the specifications and descriptions created 
therefor.  
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4.16. Additional Services.  Proposer may offer additional goods and/or services not 
specifically requested in this RFP, including associated costs.  The University shall 
determine, in its sole discretion, which additional goods/service options are the most 
beneficial from both a cost and service standpoint, and may further negotiate these 
options to include or omit, at any time throughout the Contract or any renewal term, 
dependent on the needs of the University. 

4.17. Quality Assurance Plan.   Proposals shall provide a quality assurance plan that 
details the methods by which the Proposer guarantees performance. 

4.18. Sustainability.  The University is committed to buying products with recycled 
content or environmentally sustainable alternatives.  Identify all environmentally 
sustainable features and supply all relevant specifications of offered products.  
Include in the Proposal, information regarding Proposer’s overall sustainable 
efforts. 
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5. PRICING AND PAYMENT  

5.1. Proposer shall submit a detailed cost proposal in the format found in Exhibit 2 to 
include all aspects of providing the scope of work associated with this RFP.   

5.2. Any pricing and/or revenue offerings in a Proposal may be considered a final offer 
by the University, whether stated as amounts or percentages, and/or whether or not 
offered on an all-or-none basis, unless otherwise specified in the Proposal.  The 
University may accept or reject in part or entirely a Proposal’s pricing and/or 
revenue offerings, unless otherwise specified in the Proposal.  A Proposal’s pricing 
and/or revenue offering may not be modified after Opening unless the University, at 
its sole discretion, permits such modification.  The University may reject any 
Proposal in which the pricing and/or revenue offering does not conform to the 
prescribed manner and method in this RFP.   

5.3. Method of Payment & Discount for Early Payment. The University’s preferred 
method of payment is via credit card.  Each Proposal shall indicate whether 
Proposer will:  

1) Accept payment via credit card at the time of purchase without assessing 
credit card fees;  

2) Offer an early payment discount (and describe the offering); 

3) Offer an early payment discount if paid via credit card;   

4) Accept payment via a Single Use Account when the invoice is processed 
through Accounts Payable.  A Single Use Account is a card-based payment 
solution that acts like a check by providing a 16-digit virtual account number 
for each payment. 
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6. QUALIFICATIONS/FINANCIAL STATEMENTS  The University is soliciting 
Proposals from Persons which are in the business of providing services as listed in this 
RFP.  Failure to include any requested information may be grounds for rejection of the 
Proposal. 

6.1. Prior Experience.  Proposals shall present a corporate history/management 
summary and evidence that the Proposer and/or its officers have been engaged 
for a minimum of three (3) years in providing similar products and services as 
described herein.  Proposer may also describe Proposer’s growth for the past 
three (3) years. 

6.1.1. Describe any restructuring, mergers, and/or downsizing that has 
occurred over the past three (3) years or is anticipated in the next two (2) 
years. 

6.1.2. Detail Proposer’s experience with similar/like projects. 

6.2. Disputes/Litigation.   
 

6.2.1. Describe the material issues of any current patent or copyright lawsuits or any 
other legal actions against Proposer including, but not limited to, parties of 
dispute, description of technology involved, equipment affected, jurisdiction, and 
date of legal complaint. 
 

6.2.2. Describe litigation disputes for the past 5 years related to similar projects or 
Proposer’s ability to perform. 
 

6.3. Proposer References.   

6.3.1. Provide, at minimum, three (3) references, not including the University, 
identifying firms with requirements similar to those of the University.  Provide 
the name of the firm, contact person, email and the telephone number.   

6.3.2. The University may, but is not required to, contact the provided references 
and/or additional references not provided by Proposer.  The University may give 
preference to those references that are most similar to the University. 
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7. RFP PROCESS 

7.1. Intent / Right to Terminate and Recommence RFP Process.  The University intends 
to enter into a Contract with one or more Proposers whose Proposal(s) are 
considered to be in the best interests of the University.  However, the University 
may terminate this RFP process at any time up to notice of Award, without prior 
notice, and without liability of any kind or amount.  Further, the University reserves 
the right to commence one or more subsequent RFP processes seeking the same or 
similar products or services covered hereunder. 

7.2. Communications Regarding the RFP. 

7.2.1. No department, school, or office at the University has the authority to solicit or 
receive official Proposals other than Contracts, Purchasing and Risk 
Management.  All solicitations are performed under the supervision of the Chief 
Procurement Officer and in accordance with University policies and procedures. 

7.2.2. Any and all questions regarding this RFP shall be directed to the Purchasing 
unit of Contracts, Purchasing and Risk Management and to no other office or 
individual at the University.  Any Proposer who improperly attempts to 
communicate with unauthorized University personnel regarding the RFP may 
face disqualification at the discretion of the University.   

7.2.3. All formal inquiries or requests for significant or material clarification or 
interpretation, or notification to the University of errors or omissions relating to 
this RFP must be in writing, and directed by email to: scott.m.miller@nau.edu.  
All formal inquiries must be submitted at least ten (10) calendar days before the 
time and date set for closing this RFP.  Failure to submit inquiries by this 
deadline may result in the inquiry not being answered.  Addenda will be posted 
to the University’s bid board at https://in.nau.edu/contracting-purchasing-
services/nau-bid-board/ , it is the responsibility of the Proposer to obtain any 
addenda to this RFP.  Failure to receive addenda shall not constitute a basis for 
claim, protest, or reissuance of the RFP. 

7.2.4. The University may answer informal questions orally.  The University makes 
no warranty of any kind as to the correctness of any oral answers and uses this 
process solely to quickly provide minor clarifications.  Oral statements or 
instructions shall not constitute an addendum to this RFP.  Proposer shall not be 
entitled to rely on any verbal response from the University.   

7.3. Schedule of Events.  The following is the schedule that will apply to this RFP, but 
may change in accordance with the University's needs. 

04/18/2024  Issuance of RFP 
04/29/2024 Technical Questions/Inquiries due no later than Monday 

April 29 by 3:00 PM/MST  
05/07/2024  RFP is Due Tuesday, May 7, 2024, no later than 3:00 

PM, MST 

https://in.nau.edu/contracting-purchasing-services/nau-bid-board/
https://in.nau.edu/contracting-purchasing-services/nau-bid-board/
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Week of 5/13/2024  Proposer Presentations  
06/04/2024    Award Notification 
08/01/2024    Implementation 

7.4. Submitting Proposals.   

7.4.1. All Proposals shall be submitted, and all communications with University shall 
be made in accordance with the terms of this RFP.  

7.4.2. Proposals are to be addressed and delivered to Northern Arizona University, 
Attention: Associate Vice President Becky McGaugh at 545 E. Pine Knoll Drive. 
Flagstaff, AZ 86011 on or before 3:00 P.M. MST, May 7, 2024 at which time a 
representative of University will announce publicly the names of those firms or 
individuals submitting Proposals.  No Proposals will be accepted after this time.  
No other public disclosure will be made regarding the RFP until after issuance of 
a notice of intent to Award or notice of Award of the Contract.  No telephone, 
electronic or facsimile proposals will be considered.  Conditional Proposals shall 
not be considered.  If responding by United States Postal Services mail, allow 
additional time for on-campus delivery.  Proposals will be opened at the Zoom 
meeting identified below.  Proposals received after Opening will be returned 
to the Proposer unopened.     
 
Bid Opening Link: 
https://nau.zoom.us/j/81709320023?pwd=UWE2d25mNm5lMTQ0RllpL1ppZH
VXdz09 
 
Topic: Bid Opening for RFP Number P24SM002, Student Communication 
Solution  
 
Day and Time: Tuesday, May 7, 2024, 3:00 P.M., Local Arizona Time 
 
Meeting ID: 817 0932 0023 
Password: 879619 
 
Dial by PHONE: 
1-669-900-6833 US 
877-853-5247 US Toll-free 
 

7.4.3. Proposal shall be submitted in the format shown in Exhibit 1.  Proposals in any 
other format may be rejected. Proposals should include page numbers.  The 
University reserves the right to reject, without prior notice, any Proposal that it 
deems overly complex, disorganized, or difficult to evaluate.  The University 
reserves the right to make such a decision without any input or communication 
from any other party.  

https://nau.zoom.us/j/81709320023?pwd=UWE2d25mNm5lMTQ0RllpL1ppZHVXdz09
https://nau.zoom.us/j/81709320023?pwd=UWE2d25mNm5lMTQ0RllpL1ppZHVXdz09
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7.4.4. The University may, at its sole option, ask the Proposer to provide information 
that is not included in the Proposal or evaluate the Proposal as submitted.   

7.4.5. Proposals shall be signed by an individual with authority to bind the Proposer.  
The University may reject any Proposal if it is not signed as indicated and/or 
required by the areas, spaces, or forms provided within this RFP. 

7.4.6. Proposers are to submit one (1) original Proposal to the University, in 
hardcopy form, along with one [1] copy in electronic form, on a CD, flash drive 
or other removable storage device, in either Microsoft Word or as an Adobe PDF 
file. 

7.4.7. Proposals must be submitted in a marked and sealed container (e.g. an 
envelope or box) and the exterior of the container must clearly and conspicuously 
display the following identifying information in addition to any other information 
otherwise required for transmittal: 1) the Name of the Proposer; 2) Title of 
Proposal; 3) RFP Number; and 4) Date and Time Proposals are Due. 

7.4.8.  Proposer is encouraged to use recycled paper and double-sided copying for the 
production of all printed and photocopied Proposal documents.   

7.4.9. As a public institution that is subject to Arizona’s Public Records laws, the 
University discourages Proposers from submitting confidential and/or proprietary 
information to the University.  If the Proposer needs to submit confidential or 
proprietary information with its Proposal, the Proposer must submit such 
information in a separate envelope from the Proposal and clearly and 
conspicuously mark the submittals as “Confidential/Proprietary Information.”  
The University will have sole discretion to determine whether any submitted 
information is actually confidential and/or proprietary.  The envelope must also 
contain the reason(s) why the enclosed material is to be considered confidential 
or proprietary if deemed confidential by the University.  Trade secrets or other 
proprietary data contained in the proposal documents shall be maintained as 
confidential in accordance with procedures promulgated by the Procurement 
Officer and subject to limitations in Arizona or Federal law.  Contract terms and 
conditions, pricing, and information generally available to the public are not 
generally considered confidential information. Any watermarks, footnotes, or 
reference to confidential and/or proprietary throughout the Proposal will be 
disregarded as boilerplate markings.   

7.5. Discussions with Proposers. 

7.5.1. Following the opening of the Proposals, the University may conduct 
Discussions, including oral in-person presentations, with Responsible Proposers 
whose Proposals are determined, by the University, to be reasonably susceptible 
to being selected for Award.  The University also reserves the right to select the 
most Responsive and Responsible Proposer(s) without further discussion, 
negotiation, or prior notice.  The University may presume that any Proposal is a 
best-and-final offer. 
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7.5.2. During Discussions provided for by Section 7.5.1, the University may accept 
revisions of Proposals and negotiate price changes.  Selected Proposers 
participating in Discussions shall be accorded fair treatment with respect to any 
opportunity for Discussions or revisions of Proposals.  If revisions are permitted, 
all selected Proposers will be invited to submit a final Proposal revision.   

7.5.3. During any Discussion period, the University will not disclose any information 
derived from Proposals submitted, or from Discussions with other Proposers.  
Once a Contract is executed, the RFP file, and the Proposals contained therein, 
are in the public record and will be disclosed upon request. 

7.5.4. After determining the Proposal(s) that is the most advantageous to the 
University, the University reserves the right to negotiate, prior to Award, with 
such Proposer(s) to finalize the terms of the Contract, resolve minor errors, 
clarify necessary details or responsibilities, obtain the lowest and best pricing, or 
otherwise as necessary to finalize the Contract. 

7.5.5. Notification of Non-Selection.  The University reserves the right not to notify 
Proposers not selected for further consideration or Award.  The University may, 
in its sole discretion, post Awards to its website.  
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8. EVALUATION CRITERIA 

8.1. Selection of Successful Proposer.  The Award shall be made to the Responsible 
Proposer whose Proposal is determined to be the most advantageous to the 
University based on the evaluation factors set forth in this RFP.  Price, although a 
consideration, will not be the sole determining factor. 

8.2. Criteria.  The evaluation of Proposals will be based on the following criteria with 
the indicated points possible for each category: 

8.2.1. Proposer’s Qualifications, Project Resources, Client References (refer to 
Section 6). 

Total Possible Points – 15 Points 

8.2.2. Scope of Work (refer to Section 4) 

Total Possible Points – 50 Points 

8.2.3. Pricing (refer to Section 5). 

Total Possible Points – 25 Points 

8.2.4. Exceptions to the Terms and Conditions of the RFP (refer to Section 3.2).  
Points may or may not be assigned to this category, however Proposals that are 
contingent upon changes to the University’s terms and conditions may, if the 
University at its sole discretion determines not to accept the alternate terms and 
conditions, be considered non-responsive. 

8.2.5. Overall responsiveness to RFP. 

Total Possible Points – 10 Points 
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9. CONTRACT TERMS AND CONDITIONS AND INSURANCE 

The University will require the Successful Proposer to enter into a written agreement that 
includes or incorporates the mandatory Terms and Conditions set forth in Exhibit 5 hereto.  
Proposals that are contingent upon any changes to these mandatory terms and conditions, 
and insurance requirements may be deemed to be non-responsive and may be rejected.  
Proposals must state, in detail, any exceptions taken to the terms and conditions 
included in Exhibit 5.   
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10. CERTIFICATIONS AND FORMS 

Each Proposal must include the following certifications and forms signed by an 
individual with authority to bind the Proposer.  University forms of certification are attached 
as Exhibit 3.  Failure to include any of the following certifications may result in the Proposal 
being rejected as nonresponsive. Certification of Proposal. 

10.1 Request for Proposal Certification  

10.2. Anti-Lobbying Certification 

10.2 Federal Debarred List Certification 

10.3. Proposer Information   
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EXHIBIT 1 – PROPOSAL FORMAT 

In order to facilitate direct comparison, submit Proposal using the following format, listed in 
order, and index tabbed to match.  Failure to follow instructions regarding format may result 
in rejection of Proposal.  Include the following with Proposal: 

1. Completed and signed RFP Certification (refer to Exhibit 3). 

2. Completed and signed Anti-Lobbying Certification (refer to Exhibit 3). 

3. Completed and signed Federal Debarred List Certification (refer to Exhibit 3) 

4. Completed and signed Proposer Information (refer to Exhibit 3) 

5. Proposer’s Qualifications and Experience (refer to Section 6.). 

6. Project Resources (refer to Section 3.3). 

7. Client References (refer to Section 6.4). 

8. A detailed technical Proposal (refer to Section 4). 

9. Exceptions to the Terms and Conditions of the RFP (refer to Section 3.2). 

10. Pricing Proposal (refer to Section 5). 

11. Proposer Information (refer to Exhibit 3). 



 

 

EXHIBIT 2-PRICING PROPOSAL   
 

1. Provide pricing: 
 
a. Student Communication Solution    $_____________ Total 
b. Provide additional, related modules/solutions.  $_____________ Total 

(Proposer may add additional lines as needed) 
   

2. Other considerations and fees 
 
a. Additional test environments     $_____________ Total 
b. Integration costs      $_____________ Total 
c. Any other custom integration costs    $_____________ Total 
d. Implementation Cost      $_____________ Total 
e. Premium Support      $_____________ Total 
f. System Updates      $_____________ Total 
g. Custom Report Development    $_____________ Total 
h. Hourly Cost for Customization & Custom Development  $_____________ Per Hour  
i. Yearly increases      $_____________ Total 
j. Annual Maintenance and/or renewal fees   $_____________ Total 
k. Any additional fees or expenses not considered above.  $_____________ Total 
l. Multi-Year Contract Discounts    $_____________ Total 
m. Multi-Solution Discount      $_____________ Total 

 
3. Provide limitations or restrictions to any of the above costs. 

 
4. Other pricing models will be considered.  

  



 

 

EXHIBIT 3 – CERTIFICATIONS 

  



 

REQUEST FOR PROPOSAL CERTIFICATION 
 

Date:        

Contracts, Purchasing, and Risk Management  
Northern Arizona University 
 
The undersigned certifies, pursuant to Arizona Revised Statute 38-503, that to the best of his/her knowledge (check 
one): 
 

 There is no officer or employee of Northern Arizona University who has, or whose relative has, a 
substantial interest in any Contract award subsequent to this RFP. 

 
 The names of any and all public officers or employees of Northern Arizona University who have, or whose 

relative has, a substantial interest in any Contract award subsequent to this RFP are identified by name as 
part of the submittal. 

 
The undersigned further certifies, in accordance with Federal Acquisition Regulation  
52.209-5, that Proposer (check one)  IS or  IS NOT currently debarred, suspended, or proposed for 
debarment by any federal entity.  The undersigned agrees to notify the University of any change in this status, shall 
one occur, until such time as an award has been made under this procurement action.  The debarred list (List of 
Parties Excluded from Federal 
Procurement and Non-Procurement Programs) can be found at: https://www.sam.gov/portal/SAM/#1. 
 
In compliance with RFP Number:        and after carefully reviewing all the terms and conditions imposed 
therein, the undersigned agrees to furnish such goods and/or services in accordance with the specifications/scope of 
work according to the Offer submitted or as mutually agreed upon by subsequent negotiation. 
 
Name of Proposer 
      
Name of Contact Title of Contact 
            
Address 1 Address 2 
            
City State Zip Code 
               -      
Telephone Number E-mail address 
(       )        -        
Print Name of Proposer’s Authorized Agent Signature of Proposer’s Authorized Agent 
       
Title of Proposer’s Authorized Agent Date 
            

AN AUTHORIZED AGENT OF THE RESPONDER 
SHALL SIGN THE PROPOSAL CERTIFICATION 

ANTI-LOBBYING CERTIFICATION 
 

Certification and Disclosure Regarding Payments to Influence Certain Federal Transactions (Sept 2007).  In 
accordance with the Federal Acquisition Regulation, 52.203-11: 
 

http://www.azleg.state.az.us/FormatDocument.asp?inDoc=/ars/38/00503.htm&Title=38&DocType=ARS
https://www.sam.gov/portal/SAM/#1


 

(a) The definitions and prohibitions contained in the clause, at FAR 52.203-12, Limitation on Payments to 
Influence Certain Federal Transactions, included in this solicitation, are hereby incorporated by reference in 
paragraph (b) of this certification. 
 
(b) The Proposer, by signing its offer, hereby certifies to the best of his or her knowledge and belief that on or after 
December 23, 1989. 
 

(1) No Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to 
influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or 
an employee of a Member of Congress on his or her behalf in connection with the awarding of this contract;  

 
(2) If any funds other than Federal appropriated funds (including profit or fee received under a covered Federal 
transaction) have been paid, or will be paid, to any person for influencing or attempting to influence an officer or 
employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a 
Member of Congress on his or her behalf in connection with this solicitation, the Proposer shall complete and 
submit, with its offer, OMB standard form LLL, Disclosure of Lobbying Activities, to the Contracting Officer; 
and 

 
(3) He or she will include the language of this certification in all subcontract awards at any tier and require that 
all recipients of subcontract awards in excess of $100,000 shall certify and disclose accordingly. 

 
(c) Submission of this certification and disclosure is a prerequisite for making or entering into this contract 
imposed by Section 1352, Title 31, United States Code.  Any person who makes an expenditure prohibited under 
this provision or who fails to file or amend the disclosure form to be filed or amended by this provision, shall be 
subject to a civil penalty of not less than $10,000, and not more than $100,000, for each such failure.  
 
 
Name of Proposer 
      
Name of Contact Title of Contact 
            
Address 1 Address 2 
            
City State Zip Code 
               -      
Telephone Number E-mail address 
(       )        -        
Print Name of Proposer’s Authorized Agent Signature of Proposer’s Authorized Agent 
       
Title of Proposer’s Authorized Agent Date 
            

AN AUTHORIZED AGENT OF THE RESPONDER 
SHALL SIGN THE ANTI-LOBBYING CERTIFICATION 



 

FEDERAL DEBARRED LIST CERTIFICATION 
 

 
Certification Regarding Debarment, Suspension, Proposed Debarment, and Other Responsibility Matters (Dec 
2001)  
 
In accordance with the Federal Acquisition Regulation, 52.209-5: 
 
(a) (1) The Proposer certifies, to the best of its knowledge and belief, that—  
 (i) The Proposer and/or any of its Principals—  
 
(A) (check one) Are (    ) or are not (    ) presently debarred, suspended, proposed for debarment, or declared 
ineligible for the award of contracts by any Federal agency;  (The debarred list (List of Parties Excluded from 
Federal Procurement and Nonprocurement Programs) is at http://epls.arnet.gov on the Web.) 
 
(B) (check one) Have (    ) or have not (    ), within a three-year period preceding this offer, been convicted of or 
had a civil judgment rendered against them for: commission of fraud or a criminal offense in connection with 
obtaining, attempting to obtain, or performing a public (Federal, state, or local) contract or subcontract; violation of 
Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, 
forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen 
property; and  
 
(C) (check one) Are (    ) or are not (    ) presently indicted for, or otherwise criminally or civilly charged by a 
governmental entity with, commission of any of the offenses enumerated in paragraph (a)(1)(i)(B) of this 
provision.  
 
(ii) The Proposer (check one) has (    ) or has not (    ), within a three-year period preceding this offer, had one or 
more contracts terminated for default by any Federal agency.  
 
(2) “Principals,” for the purposes of this certification, means officers; directors; owners; partners; and, persons 
having primary management or supervisory responsibilities within a business entity (e.g., general manager; plant 
manager; head of a subsidiary, division, or business segment, and similar positions).  
 
This Certification Concerns a Matter Within the Jurisdiction of an Agency of the United States and the Making of a 
False, Fictitious, or Fraudulent Certification May Render the Maker Subject to Prosecution Under Section 1001, 
Title 18, United States Code.  
 
(b) The Proposer shall provide immediate written notice to the Contracting Officer if, at any time prior to contract 
award, the Proposer learns that its certification was erroneous when submitted or has become erroneous by reason 
of changed circumstances.  
 
(c) A certification that any of the items in paragraph (a) of this provision exists will not necessarily result in 
withholding of an award under this solicitation.  However, the certification will be considered in connection with a 
determination of the Proposer’s responsibility.  Failure of the Proposer to furnish a certification or provide such 
additional information as requested by the Contracting Officer may render the Proposer nonresponsible.  
 
(d) Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to 
render, in good faith, the certification required by paragraph (a) of this provision.  The knowledge and information 
of an Proposer is not required to exceed that which is normally possessed by a prudent person in the ordinary 
course of business dealings.  



 

 
(e) The certification in paragraph (a) of this provision is a material representation of fact upon which reliance was 
placed when making award.  If it is later determined that the Proposer knowingly rendered an erroneous 
certification, in addition to other remedies available to the Government, the Contracting Officer may terminate the 
contract resulting from this solicitation for default. 
 
Name of Proposer 
      
Name of Contact Title of Contact 
            
Address 1 Address 2 
            
City State Zip Code 
               -      
Telephone Number E-mail address 
(       )        -        
Print Name of Proposer’s Authorized Agent Signature of Proposer’s Authorized Agent 
       
Title of Proposer’s Authorized Agent Date 
            

AN AUTHORIZED AGENT OF THE RESPONDER 
SHALL SIGN THE FEDERAL DEBARRED LIST CERTIFICATION 



 

 PROPOSER INFORMATION 

 

 

NORTHERN ARIZONA 
UNIVERSITY 

SUBSTITUTE W-9 & VENDOR AUTHORIZATION FORM 
Contracts, Purchasing, and Risk Management 

928-523-4557 

DO NOT SEND TO 
IRS 
RETURN TO NAU 
See Page 2 

 
Revised 8/16/2019 

Attention: If the individual is an employee of Northern Arizona University or the business is owned wholly or partially by an 
employee of NAU DO NOT complete this form and contact Contracts, Purchasing, and Risk Management for assistance. 

Foreign individuals/business entities doing business within the U.S. should complete the Foreign Substitute W-9 available at 
http://nau.edu/services-Purchasing-Services/Forms/. 
1. Taxpayer Identification 
Number (TIN): 

 ☐ Employer ID Number (EIN) 
☐ Social Security Number (SSN) 

2 LEGAL NAME: 
(must match TIN above) 

 

3. DUNS # (If applicable)  

4. LEGAL MAILING 
ADDRESS: 

(Where check, tax information, and general correspondence is to be sent) 

DBA (Doing Business As):  
Address:  
Address Line 2:  
City:  State:  ZIP Code:  

5. Remit to Address: ☐ Same as Legal Mailing Address 
Address:  
Address Line 2:  
City:  State:  ZIP Code:  

6. Contact Name:  
Phone Number:  
Email Address:  

 

7. ENTITY TYPE 
 ☐ Individual (not a  ☐ Sole proprietor  ☐ Corporation (NOT  ☐ Corporation (providing 

business) (Individually owned business) 
or sole proprietor organized as 
LLC or PLLC 

providing health care, medical 
or legal services) 

health care, medical or legal 
services) 

 The US or any of its 
policital subdivisions or 
instrumentalities 

☐ A state, a possession of 
the US, or any of their 
policital subdivisions or 
instrumentalities 

☐ Tax-exempt organizations 
under IRC §501 

☐ Partnership, LLP or 
partnership organized as LLC or 
PLLC 

8. Business Purpose: 
 ☐ Medical ☐ Merchandise ☐ Legal ☐ Other, Specify: 
 

9. Product or Service 
Provided/ Purpose of 
Payment: 

 

 
NOTE: IF BOTH PAGES OF THIS FORM ARE NOT COMPLETED THE FORM WILL BE RETURNED TO YOU. 
Northern Arizona University is fulfilling a mandate associated with state agencies increasing procurements from Arizona Small and 
Diverse Businesses. 

http://nau.edu/Contracting-Purchasing-Services/Forms/


 

 

 

NORTHERN ARIZONA UNIVERSITY 
SUBSTITUTE W-9 & VENDOR AUTHORIZATION FORM 

Contracts, Purchasing, and Risk 
Management 928-523-4557 

DO NOT SEND TO 
IRS 
RETURN TO NAU 

 
Revised 8/16/2019 

10. FEDERAL INFORMATION – REQUIRED FOR BUSINESSES ONLY 
What is the Federal classification type of your business? – see definitions on link below. 
(S.B.A. Small Business definition FAR 19.001 and size standards FAR 19.102) 
http://www.sba.gov/size 
LARGE Business? YES 
SMALL Business? YES 

☐ NO 
NO 

☐  
☐ ☐ 

Please check all that apply to your business for Federal Supplier Type: 

Service Disabled Veteran Owned (VD) Small Disadvantaged (SD) Women Owned (WO) 
☐  ☐   ☐  

Veteran Owned (VO) Minority Institution (MI) HUB Zone (HZ) 
☐   ☐   ☐  

Note: Supplier type will be verified through the System for Award Management 
https://www.sam.gov 

11. Residency (Select one): 
☐ U.S. Person, Includes Resident Alien 
☐ Nonresident Alien performing services outside the U.S. 
12.  CERTIFICATION 
Under penalties of perjury, I certify that : 

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued 
to me), 

2. I am not subject to backup withholding. 
3. I am a U.S. person (including a resident alien). Cross ‘3’ if non-resident doing business outside the U.S. 
4. I certify that the organization and its principals are not debarred, suspended, proposed for debarment, declared ineligible, 

or voluntarily excluded by any federal department or agency from doing business with the federal government. See 
Federal Acquisition Regulation section 52.209-6 for more information regarding debarment. 

The Internal Revenue Service does not require your consent to any provision of this document other than the certification 
required to avoid backup witholding. 

Are you retired from the Arizona State Retirement System (A.S.R.S.) and returning to work? 
☐ Yes ☐ No 

Payment Term: Net 30 in accordance with A.R.S. 35-342. 

PRINT NAME: SIGNATURE: 

Title: Date: 

NAU Contact Name and Phone/Email: 

 
AN AUTHORIZED AGENT OF THE RESPONDER 

SHALL SIGN THE VENDOR INFORMATION 
Northern Arizona University is an Equal Opportunity/Affirmative Action Institution 

http://www.sba.gov/size
https://www.sam.gov/
https://www.acquisition.gov/sites/default/files/current/far/html/52_207_211.html
https://www.azleg.gov/viewdocument/?docName=https%3A//www.azleg.gov/ars/35/00342.htm


 

EXHIBIT 5 – TERMS AND CONDITIONS 

Proposals that are contingent upon any changes to these mandatory contract terms and 
conditions may be deemed nonresponsive and may be rejected.  All exceptions must be 
submitted with justification and alternate language and MUST be submitted with the Proposal.  

Terms and Conditions 

The University’s Terms and Conditions are available at University Terms and Conditions. 

Insurance Requirements 

University shall maintain adequate insurance (through the Arizona Department of Administration Risk 
Management Division, which is a self-insurance program) to cover any liability arising from the acts and 
omissions of University employees participating in the program. The University shall not be responsible 
for maintaining insurance coverage for liability arising from the acts and omissions of Successful Proposer 
employees or agents. 

Successful Proposer and subcontractors shall procure and maintain until all of the contractual obligations 
have been discharged, including any warranty periods under this Contract, are satisfied, insurance against 
claims for injury to persons or damage to property which may arise from or in connection with the 
performance of the work hereunder by the Successful Proposer and/or Successful Proposer's agents, 
representatives, employees or subcontractors. Successful Proposer shall not be responsible for 
maintaining insurance coverage for liability arising from the acts and omissions of University employees 
or agents. 

The insurance requirements herein are minimum requirements for this Contract and in no way limit the 
indemnity covenants contained in this Contract. The State of Arizona in no way warrants that the 
minimum limits contained herein are sufficient to protect the Successful Proposer from liabilities that 
might arise out of the performance of the work under this Contract by the Successful Proposer, its agents, 
representatives, employees or subcontractors, and Successful Proposer is free to purchase additional 
insurance. 

The University reserves the right to request and receive certified copies of any or all of the following 
listed policies and/or endorsements within ten (10) calendar days of Contract signature. Neither 
Successful Proposer’s failure to provide, nor University’s failure to obtain proof of compliance shall act 
as a waiver of any term of this Contract. 

The Certificate of Insurance 

 Shall be placed with companies licensed in the State of Arizona or hold approved non-
admitted status on the Arizona Department of Insurance List of Qualified Unauthorized 
Insurers. Insurers shall have an “A.M. Best” rating of not less than A- VII. The State of 
Arizona in no way warrants that the above required minimum insurer rating is sufficient to 
protect the Successful Proposer from potential insurer insolvency. 

 Shall stipulate that the coverage afforded under this certificate shall be primary and any 
insurance carried by Northern Arizona University, the Arizona Board of Regents, or the State 
of Arizona shall be excess and not contributory insurance to that provided by the named 
insured. 

 Shall list the Certificate Holder as: “State of Arizona, Arizona Board of Regents and Northern 
Arizona University.” 

 Coverage provided by the Successful Proposer shall not be limited to the liability assumed 

https://in.nau.edu/Contracting-Purchasing-Services/Terms-Conditions/


 

under the indemnification provisions of this Contract. 

Commercial General Liability – Occurrence Form. Policy shall include bodily injury, property damage, 
personal injury, advertising injury and broad form contractual liability coverage. 

Each Occurrence $1,000,000.00 
Damage to Rented Premises $50,000.00 
Personal and Advertising Injury $1,000,000.00 
General Aggregate $2,000,000.00 
Products - Completed Operations Aggregate $1,000,000.00 

Policy shall contain a waiver of subrogation in favor of the State of Arizona, its departments, agencies, 
boards, commissions, universities and its officers, officials, agents, and employees for losses arising from 
work performed by or on behalf of the Successful Proposer. 

Policy shall be endorsed to include the following additional insured language: “The State of Arizona, and 
its departments, agencies, boards, commissions, universities, officers, officials, agents, and employees 
shall be named as additional insureds with respect to liability arising out of the activities performed by or 
on behalf of the Successful Proposer.” Such additional insured shall be covered to the full limits of 
liability purchased by the Successful Proposer, even if those limits of liability are in excess of those 
required by this Contract. 

Commercial Automobile Liability of one million dollars ($1,000,000.00) minimum combined single limit 
(CSL) each occurrence, for any owned, hired, and/or non-owned automobiles used in the performance of 
this Contract. 

Policy shall contain a waiver of subrogation in favor of the State of Arizona, its departments, 
agencies, boards, commissions, universities and its officers, officials, agents, and employees for 
losses arising from work performed by or on behalf of the Successful Proposer. 

Policy shall be endorsed to include the following additional insured language: “The State of 
Arizona, and its departments, agencies, boards, commissions, universities, officers, officials, 
agents, and employees shall be named as additional insureds with respect to liability arising out of 
the activities performed by or on behalf of the Successful Proposer.” Such additional insured shall 
be covered to the full limits of liability purchased by the Successful Proposer, even if those limits 
of liability are in excess of those required by this Contract. 

Workers’ Compensation coverage for all employees which meets Arizona statutory benefits; including 
Employers Liability with minimum limits of one million dollars ($1,000,000.00) each accident, one 
million dollars ($1,000,000.00) each employee/disease, one million dollars ($1,000,000.00) policy 
limit/disease, and shall include the following requirements: 

Policy shall contain a waiver of subrogation in favor of the State of Arizona, its departments, 
agencies, boards, commissions, universities and its officers, officials, agents, and employees for 
losses arising from work performed by or on behalf of the Successful Proposer. 

This requirement shall not apply to: Separately, each contractor or subcontractor exempt under 
A.R.S. § 23-901, and when such contractor or subcontractor executes the appropriate waiver 
(Sole Proprietor/Independent Contractor) form. 

Professional Liability (Errors and Omissions Liability) with minimum limits of one million dollars 
($1,000,000.00) each claim (or each wrongful act), and two million dollars ($2,000,000.00) annual 
aggregate. 



 

In the event that the Professional Liability insurance required by this Contract is written on a 
claims-made basis, Successful Proposer warrants that any retroactive date under the policy shall 
precede the effective date of this Contract and, either continuous coverage will be maintained, or 
an extended discovery period will be exercised, for a period of two (2) years beginning at the time 
work under this Contract is completed. 

The policy shall cover professional misconduct, negligent acts, or lack of ordinary skill for those 
positions defined in the Scope of Work of this Contract. 

Technology Errors & Omissions Insurance with minimum limits of two million dollars ($2,000,000.00) 
each claim (or each wrongful act), and two million dollars ($2,000,000.00) Annual Aggregate. 

Such insurance shall cover any, and all errors, omissions, or negligent acts in the delivery of 
products, services, and/or licensed programs under this Contract. 

Coverage shall include or shall not exclude settlement and/or defense of claims involving 
intellectual property, including but not limited to patent or copyright infringement. 

In the event that the Technology Errors & Omissions insurance required by this Contract is 
written on a claims-made basis, Successful Proposer warrants that any retroactive date under the 
policy shall precede the effective date of this Contract; and that either continuous coverage will 
be maintained, or an extended discovery period will be exercised for a period of two (2) years, 
beginning at the time work under this Contract is completed. 

Network Security (Cyber) and Privacy Liability with minimum limits of two million dollars 
($2,000,000.00) each claim (or each wrongful act), and two million dollars ($2,000,000.00) Annual 
Aggregate. 

Such insurance shall include, but not be limited to, coverage for third party claims and losses with 
respect to network risks (such as data breaches, unauthorized access or use, ID theft, theft of data) 
and invasion of privacy regardless of the type of media involved in the loss of private 
information, crisis management and identity theft response costs. This should also include breach 
notification costs, credit remediation and credit monitoring, defense and claims expenses, 
regulatory defense costs plus fines and penalties, cyber extortion, computer program and 
electronic data restoration expenses coverage (data asset protection), network business 
interruption, computer fraud coverage, and funds transfer loss. 

In the event that the Network Security (Cyber) and Privacy Liability insurance required by this 
Contract is written on a claims-made basis, Successful Proposer warrants that any retroactive date 
under the policy shall precede the effective date of this Contract; and that either continuous 
coverage will be maintained, or an extended discovery period will be exercised for a period of 
two (2) years beginning at the time work under this Contract is completed. 

Media Liability Coverage with minimum limits of two million dollars ($2,000,000.00) each claim (or 
each wrongful act), and two million dollars ($2,000,000.00) Annual Aggregate. 

Such insurance shall cover any and all errors and omissions or negligent acts in the production of 
content, including but not limited to plagiarism, defamation, libel, slander, false advertising, 
invasion of privacy, and infringement of copyright, title, slogan, trademark, service mark and 
trade dress. 

In the event that the Media Liability insurance required by this Contract is written on a claims-
made basis, Successful Proposer warrants that any retroactive date under the policy shall precede 
the effective date of this Contract; and that either continuous coverage will be maintained, or an 



 

extended discovery period will be exercised for a period of two (2) years beginning at the time 
work under this Contract is completed. 

Cancellation Notice: With the exception of ten (10) day notice of cancellation for non-payment of 
premium, any changes material to compliance with this Contract in the insurance policies described 
herein shall require thirty (30) days written notice to the University.  

 
 

 
 

 

 


