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Risk Assessment Example  
 

DEP Risk Assessment for Contracts 
 

      
Vendor Name:     

Contract or PO Number:     

Title or Name of Contract:     

Total Contract Amount:     

Contract Effective Date:     

Base Contract Term:     

Date of Base Contract Term Expiration:     

Overall Risk Level:  Low   
      

Instructions: For each risk criteria, identify whether it applies to the contract and select from 
the dropdown the appropriate number of points as the Score.  

Risk Criteria Points Score 
Total Dollar Value of Contract: 
5 = Over $10 million 
4 = Over $1 million  
3 = Over $150,000 up to $1 million 
2 = $25,000 up to $150,000 
1 = Less than $25,000 

5 = High Risk 
4 = Moderate High Risk 
3 = Moderate Risk 
2 = Moderately Low Risk 
1 = Low Risk 

0 

Complexity: 
5 = Highly complex or technical 
3 = Somewhat complex or technical in nature 
1 = Not complex and easily understood 

5 = High Risk 
3 = Moderate Risk 
1 = Low Risk 

  

Public Safety: 
5 = Clients or public may be exposed to safety risks 
3 = Risks other than safety 
1 = No client or public safety risks 

5 = High Risk 
3 = Moderate Risk 
1 = Low Risk 

  

Funding Source: 
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5 = Federal and/or state financial assistance is used 
1 = No federal or state financial assistance is used 

5 = High Risk 
1 = Low Risk   

Payment Method: 
5 = Cost reimbursement 
3 = Fixed rate 
1 = Fixed price 

5 = High Risk 
3 = Moderate Risk 
1 = Low Risk 

  

Procurement Method: 
5 = Sole source 
4 = Emergency procurement, ITN, RFP 
3 = Legislative mandates, exempted services, ITB 
2 = RFQ (state contract or GSA) 
1 = Competitive negotiation 

5 = High Risk 
4 = Moderate High Risk 
3 = Moderate Risk 
2 = Moderately Low Risk 
1 = Low Risk 

  

Provider Performance: 
5 = Known to be unsatisfactory3 = Minimal problems or 
unknown1 = Meets expectations 

5 = High Risk3 = 
Moderate Risk1 = Low 
Risk 

  

Visibility and Impact: 
5 = Executive importance and impacts multiple business 
units 
3 = Executive importance or impacts multiple business 
units 
1 = Low executive importance and impacts one unit 

5 = High Risk 
3 = Moderate Risk 
1 = Low Risk 

  

Security Access and Confidential Data: 
5 = Has access to or is given confidential data 
4 = Has access to facilities with confidential data but no 
direct electronic access 
3 = Access ability uncertain 
2 = Has access to facilities but confidential data is 
segregated 
1 = No access to facilities or confidential data 

5 = High Risk 
4 = Moderate High Risk 
3 = Moderate Risk 
2 = Moderately Low Risk 
1 = Low Risk 

  

Other Factors: 

a) Significant changes in the business process 
b) Staff turnover of key contractual stakeholders 
c) Contract manager has other high priority responsibilities 

5 = High Risk 
4 = Moderate High Risk 
3 = Moderate Risk 
2 = Moderately Low Risk 
1 = Low Risk 

  

Total Risk Score 1 
      
  Risk Level: 
  Low 10-19 
  Medium 20-39 
  High 40-50 
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Monitoring Activity 
For this activity, examine the deliverable tracker below and decided how you would monitor this 
deliverable using the tracking methods discussed previously.  
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Financial Consequence Example II 
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Financial Consequence Written Example 

 

_____________________________________________________________________________________
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Financial Consequences Activity 
In this activity, you will need to review the deliverables and financial consequences section of the 
provided contract, as well as the deliverable tracker. Analyze these documents to determine if a financial 
consequence should be implemented. If you conclude that a financial consequence is appropriate, 
indicate the amount to be deducted from the invoice.  

Contract Deliverable Tracker 

Contract Number and Name: Contract Number 77320200-02-1 Management Consulting Services 

Deliverable 
Number 

Deliverable 
Description 

Deliverable Task Due Date 
Verification 
Documents 

Verification Date 

D1 Project Plan 

Provide a detailed Project Plan including 
a schedule for all major tasks. The plan 

should outline a timeline for key 
activities and deliverables and be 

presented regularly as required. The 
agency may request revisions within 15 

days of submission. 

8/1/2024 Project plan 

Received the Project Plan on 
August 1, 2024. The plan was 

accepted and approved on 
August 6, 2024. 

D2 
Quarterly 

Checkpoints 

Conduct a progress review meeting 
quarterly to discuss project status. 

Progress should reflect the below listed 
requirements of total project 

completion. Provide a high-level written 
report for submission at each meeting: 

October 4, 2024 – 5% completion 

January 6, 2025 – 15% completion 

April 4, 2025 – 25% completion 

July 7, 2025 – 40% completion 

October 6, 2025 – 60% completion 

January 5, 2026 – 75% completion 

April 6, 2026 – 90% completion 

October 4, 
2024 

January 6, 
2025 

April 4, 2025 

July 7, 2025 

October 6, 
2025 

January 5, 
2026 

April 6, 2026 

Meeting 
attendance  
Milestone 

report 

October 4, 2024 - Had a 
meeting and received written 
report that included analyses 
for deliverables for the first 
quarter. At the end of the 

meeting, missing information 
was requested by the agency. 

The revised report was 
resubmitted on October 14, 

2024.  

January 6, 2025 - TBD 

April 4, 2025 - TBD 

July 7, 2025 - TBD 

October 6, 2025- TBD  

January 5, 2026 - TBD 

April 6, 2026 - TBD 
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D3 Status Reports 

On a quarterly basis, provide a draft 
status report detailing project progress, 

updates, and anticipated completion 
dates to key stakeholders and the 

agency. Any requested updates to the 
draft must be made within 5 business 
days. Draft reports must be submitted 
quarterly, no later than the following 

dates: 

October 30, 2024 

January 30, 2025 

April 30, 2025 

July 30, 2025 

October 30, 2025 

January 30, 2026 

April 30, 2026 

October 30, 
2024 

 

 

 

January 30, 
2025 

April 30, 2025 

July 30, 2025 

October 30, 
2025 

January 30, 
2026 

April 30, 2026 

Status 
Report 

Document 

Received status report for the 
deliverable on 10/30/2024. 
Agency approved report on 

11/4/24. 

January 30, 2025 - TBD 

April 30, 2025 - TBD 

July 30, 2025 - TBD 

October 30, 2025 - TBD 

January 30, 2026 - TBD 

April 30, 2026 - TBD 
 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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_____________________________________________________________________________________
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_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

Enforcing Terms and Conditions 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Corrective Action Plan 

 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Corrective Action Plan Example I  

 

_____________________________________________________________________________________
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Corrective Action Plan Example II  
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Corrective Action Plan Follow-up Email  

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Delays 
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Processing Invoices 

 

_____________________________________________________________________________________
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Invoice Example  

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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Reviewing Invoice Activity 
You have received an invoice for proctoring services. According to the contract, the proctoring service 
charges $13.00 per exam. The exam log spreadsheet from the proctoring service indicates that 120 
exams were conducted in February. After a desk audit revealed no financial consequences, the total 
amount of $1,560 for 120 exams is confirmed to be correct. Please review the invoice to verify it is 
accurate and complete.  

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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Conflict Resolution 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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V. Module 4: Changes and Closeouts 
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Technology Contracts 
 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Grant Manager 
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Changes to the Contract 
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Negotiation 
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Termination 
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Contract Closeout 
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Programmatic Closeout Checklist 
   All deliverables and services have been delivered and accepted in 

writing. 
 All reports (including Financial Status Report) have been received and 

accepted in writing. 
 

Performance standards have been met. 

 
All contract terms and conditions have been met. 

 Any instances of non-performance have been documented and all 
appropriate remedies for non-compliance have been applied. 

 The contract file is complete, clearly organized, and labeled for retention 
purposes. 
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Fiscal Closeout Checklist 

 
Invoices have been properly documented and paid.  

 Advances and/or interest earned on advances have been recovered or 
applied against what is owed.  

 If applicable, financial consequences have been assessed and collected 
for non-performance/ non-compliance.  

 
Disallowed costs and/or unused grant funds have been recovered.  

 Final payment to contractor has been made only after all programmatic 
and fiscal steps have been completed.  

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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DFS Resources 
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Final Assessment & Course Evaluation 
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VI. Appendix  

DMS-24/26-064 Mock Contract 
Multi-Year Training Facility Master Plan 

Contract Number 77320200-02-1 Management Consulting Services 

1.0 OBJECTIVE 

In accordance with section 287.056(2) Florida Statutes, the State of Florida, Department of Management 
Services (“Department” or “DMS”), issues this Request for Quotes (“RFQ”) to qualified vendors who have 
previously been awarded State Term Contract Number 77320200-02-1, Management Consulting 
Services. The purpose of this RFQ is to engage a consultant to conduct a comprehensive review of state-
operated training facilities and to develop a multi-year master plan for effective facility management. 

 

2.0 TERM 

The Department intends to issue an annual purchase order (“PO”) as a result of this RFQ. The POs will 
have an anticipated start date of July 1, 2024, and an anticipated end date of June 30, 2026. Renewals 
may be available contingent upon satisfactory performance by the vendor and availability of funds. 

 

3.0 SCOPE OF WORK 

The selected respondent (“Contractor”) shall provide services as outlined in this Scope of Work, which 
includes conducting a review of state-operated training facilities, as defined in section 944.02(8), Florida 
Statutes, to develop a multi-year master plan that effectively addresses facility management. The training 
institutions (“Facility” or “Institution”) are detailed in Attachment B, Facility Addresses and encompass any 
temporary or permanent training facilities under the custody and jurisdiction of the Department. 

The master plan must establish appropriate specifications necessary for the safe, secure, cost-effective, 
and efficient management of training facilities. 

The master plan must include a detailed assessment of each training facility's physical requirements 
based on the specifications mentioned above. This should encompass associated staffing needs and 
prioritize identified facility requirements based on the urgency of each issue.  

 



Last Updated 7/9/25 

Florida Certified Contract Manager Participant Guide 145 
 

3.1 Assess Existing Facilities 

For each Facility, the Contractor shall conduct a physical assessment and provide the following 
information: 

1. Facility name 
2. Facility location 
3. Facility maximum capacity 
4. Age of Facility 
5. Overall condition and functionality of the Facility 
6. Facility maintenance and improvement needs 
7. Estimated costs for ongoing maintenance and upkeep 
8. Location and geographic region 

 

3.2 Staffing Assessment 

For each existing Facility, the Contractor shall assess and provide the following information: 

1. Current and projected staffing needs 
2. Historical vacancy rates 
3. Summary of the local labor pool and availability of staffing 
4. Recommendations and estimated costs for enhancements to training and staffing needs 

 

3.3 Space and Operational Requirements 

While developing the multi-year master plan, the Contractor shall include, at a minimum, the 
following recommendations: 

1. Projected space needs based on population trends and classification requirements 
2. Facility options for addressing projected population needs, which may include maintaining, 

modernizing, or disposing of existing facilities. The analysis must also consider the use of 
state-owned lands and properties for new facilities and identify potential locations in the state 
for the construction of new facilities. 

3. A prioritized list of potential new facilities, including estimated costs for land acquisition and 
construction. Recommendations for locations must focus on areas within the state that 
demonstrate a sufficient labor pool to staff a training institution. 
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4.0 DELIVERABLES AND FINANCIAL CONSEQUENCES 

The Contractor shall, at a minimum, provide the following deliverables:  

Deliverable 
Number 

Deliverable 
Description 

Deliverable Tasks and 
Requirements 

Due Date Payment Service Level Financial 
Consequence 

D1 Project Plan Provide a detailed Project 
Plan including a schedule for 
all major tasks. Outline a 
timeline for key activities and 
deliverables. Present the 
plan regularly as required. 
The agency may request 
revisions within 15 days of 
submission. Revisions must 
be made within 5 business 
days. 

Submit by 
August 1, 
2024 

10% of 
Total 
Project 
Cost 

Plan must be 
submitted on time 
and in 
accordance with 
the requirements 
listed in the scope 
of work. Payment 
is made after final 
approval or if not 
rejected within 15 
days. 

$1,000 per 
calendar day for 
each day the 
project plan is not 
submitted after the 
due date. For any 
revisions required, 
a $500 financial 
consequence will 
be imposed per 
calendar day the 
revisions are late.  

D2 Quarterly 
Checkpoints (7) 

Conduct a progress review 
meeting quarterly to discuss 
project status. Progress 
should reflect the below 
listed requirements of total 
project completion. Provide a 
high-level written report for 
submission at each meeting: 
October 4, 2024 – 5% 
completion 
January 6, 2025 – 15% 
completion 
April 4, 2025 – 25% 
completion 
July 7, 2025 – 40% 
completion 
October 6, 2025 – 60% 
completion 
January 5, 2026 – 75% 
completion 
April 6, 2026 – 90% 
completion 

Each 
quarterly 
meeting 
must be 
held no 
later than 
the date 
listed 

10% of 
Total 
Project 
Cost per 
meeting 

Contractor will 
schedule and 
attend each 
quarterly 
checkpoint  
meeting and 
submit the report 
on time, reflecting 
the required 
project 
completion for 
that time frame. 

$750 per calendar 
day for each day 
past the due date 
that the meeting is 
not held for each 
quarterly meeting. 
If the report is not 
submitted at the 
meeting or does 
not reflect the 
minimum required 
completion 
percentage of total 
project completion 
for that quarter, a 
$750 financial 
consequence will 
be imposed for 
every calendar day 
past the date of the 
meeting until the 
report is received 
with necessary 
project completion 
documented. 
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D3 Status Reports 
(7) 

On a quarterly basis, provide 
a draft status report detailing 
project progress, updates, 
and anticipated completion 
dates to key stakeholders 
and the agency. Any 
requested updates to the 
draft must be made within 5 
business days. Draft reports 
must be submitted quarterly, 
no later than the following 
dates: 
October 30, 2024 
January 30, 2025 
April 30, 2025 
July 30, 2025 
October 30, 2025 
January 30, 2026 
April 30, 2026 

Submit no 
later than 
the dates 
listed 

   

D4 Comprehensive 
Review final 
report 

Assess facilities, staff, and 
space, as required in the 
Scope of Work. A complete 
and final report of all findings 
and recommendations must 
be submitted no later than 
June 1, 2026. Any edits or 
requested changes to the 
report must be completed 
within 5 business days of 
notification from the 
department.  

June 1, 
2026 

10% of 
Total 
Project 
Cost 

Comprehensive 
review must be 
submitted on time 
and in 
accordance with 
the requirements 
listed in the scope 
of work. Payment 
is made after final 
approval or if not 
rejected within 15 
days. 

$1,000 per 
calendar day for 
each day the 
comprehensive 
review final report 
is not submitted 
after the due date. 
For any revisions 
required, a $500 
financial 
consequence will 
be imposed per 
calendar day the 
revisions are late 

D5 Multi-year 
Master plan 

The master plan must 
establish appropriate 
specifications necessary for 
the safe, secure, cost-
effective, and efficient 
management of training 
facilities. It must include a 
detailed assessment of each 
training facility's physical 
requirements based on the 
specifications listed in the 
scope of work. This should 
encompass associated 
staffing needs and prioritize 
identified facility 
requirements based on the 
urgency of each issue.  

June 1, 
2026 

10% of 
Total 
Project 
Cost 

Plan must be 
submitted on time 
and in 
accordance with 
the requirements 
listed in the scope 
of work. Payment 
is made after final 
approval or if not 
rejected within 15 
days 

$1,000 per 
calendar day for 
each day the multi-
year master plan is 
not submitted after 
the due date. For 
any revisions 
required, a $500 
financial 
consequence will 
be imposed per 
calendar day the 
revisions are late 

 

All deliverables are subject to the approval and acceptance of the Department. Any deliverables 
submitted but not accepted by the Department will be subject to the applicable financial 
consequences until the Department accepts the deliverable. 
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Vendor shall be responsible for defending its determination that the redacted portions of its response are 
Confidential Information. Further, the vendor shall protect, defend, indemnify, and hold harmless the 
Department for any and all claims, costs, fines, and attorney’s fees arising from or relating to the vendor’s 
determination that the redacted portions of its response are Confidential Information. If the vendor fails to 
submit a redacted copy of its response, the Department is authorized to produce the entire response in 
response to a public records request for these records. 

5.0 PAYMENT 

1) The Contractor will receive progress payments based on satisfactory completion of each 
deliverable outlined in Section 4.0 Deliverables, at the prices provided in the Contractor’s 
Attachment A, Price Sheet, submitted with its RFQ response. Compensation will not be provided 
at an hourly rate; however, the Department’s contract manager reserves the right to request and 
review timesheets for auditing purposes. 

2) Upon acceptance of each deliverable and submission of a complete invoice, the Contractor will 
receive payment according to the rates specified in the Contractor’s Attachment A, Price Sheet, in 
accordance with the payment timeframes detailed in the Purchase Order Terms and Conditions. 

3) Invoices must be submitted to the Department within 45 days of the completion of each 
deliverable.  

4) Contractor compensation will solely be made in accordance with the terms outlined in this RFQ. 
The Department will not reimburse the Contractor for any other expenses associated with the 
Purchase Order, including but not limited to travel-related expenses such as lodging, mileage, 
vehicle rental, and food. 

 

The Department shall process payments submitted by the Contractor in accordance with the provisions of 
section 215.422, Florida Statutes, governing the rights and obligations of both parties. Payment shall be 
contingent upon the completion of deliverables as outlined in this RFQ. 

 

6.0 PUBLIC RECORDS AND DOCUMENT MANAGEMENT 

a. Access to Public Records 

The Department may unilaterally cancel the Purchase Order if the Contractor refuses to comply with this 
section by not allowing access to all public records, as defined in Chapter 119, F.S., made or received by 
the Contractor in connection with the Purchase Order. 

 

b. Contractor as Agent 

For the purposes of this section, the Contract Manager is designated as the agency custodian of public 
records. If the Contractor is providing services on behalf of a public agency, as outlined in section 
119.0701, F.S., the Contractor shall: 

 

i. Keep and maintain all public records required by the public agency to perform the services. 
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ii. Provide the public agency with copies of requested records or allow for inspection or copying 
within a reasonable time, at a cost that does not exceed the fees established in Chapter 119, F.S., 
or as required by law. 
 

iii. Ensure that public records exempt from disclosure remain confidential and are not disclosed, 
except as authorized by law, for the duration of the Purchase Order and after its completion if 
records are not transferred to the public agency. 
 

iv. Upon completion of the Purchase Order, transfer all public records in the Contractor’s possession 
to the public agency at no cost, or maintain public records as required by the public agency. Any 
duplicates of public records that are exempt from disclosure shall be destroyed if records are 
transferred. If records are retained, the Contractor must comply with all applicable retention 
requirements. All electronically stored records must be provided in a format compatible with the 
public agency's information technology systems upon request. 
 

v. If the Contractor has questions regarding the application of Chapter 119, F.S., to their duty to 
provide public records, they should contact the custodian of public records using the contact 
information provided by the Contract Manager. 

 

c. Document Management 

The Contractor must retain sufficient documentation to substantiate payment claims under the Purchase 
Order, along with all records, electronic files, papers, and documents related to the Purchase Order. All 
documents must be retained for five (5) years after the Purchase Order's expiration or for a longer period 
as required by the General Records Schedules maintained by the Florida Department of State. 

7.0 IDENTIFICATION AND PROTECTION OF CONFIDENTIAL INFORMATION 

Pursuant to Article 1, section 24, Florida Constitution, and section 119.011, F.S., all records submitted to 
the Department (or any State agency) are considered public records and are subject to disclosure unless 
exempt by law. If the Contractor deems any portion of its submitted records as Confidential Information, 
the Contractor must clearly mark these portions as “confidential” and provide a separate, redacted copy 
to the Department. The Contractor should briefly explain in writing the basis for claiming exemption for 
each redaction, citing the specific statutory provisions. 

In the event of a public records request concerning records marked as “confidential,” the Department will 
provide a redacted copy to the requestor. If there is an assertion of rights to the redacted Confidential 
Information, the Department will notify the Contractor, who must then take appropriate legal action to 
defend the claim for exemption. Failure to protect the designated confidential records will result in the 
Department providing unredacted records to the requester. 

The Contractor shall defend, indemnify, and hold harmless the Department from any claims, costs, fines, 
and attorney’s fees related to the Contractor’s claims of confidentiality. If the Contractor fails to provide a 
redacted copy as required, the Department may release the entire record in response to a public records 
request. 
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8.0 USE OF SUBCONTRACTORS 

The Contractor may utilize subcontractors identified in its quote to provide services under the Purchase 
Order. Subcontractors may only be substituted with prior written approval from the Department’s Contract 
Manager. 

 

9.0 LEGISLATIVE APPROPRIATION 

As per section 287.0582, F.S., the State of Florida’s performance and obligation to pay under the 
Purchase Order are contingent upon an annual appropriation by the Legislature. 

 

10.0 MODIFICATIONS 

The Department reserves the right to change, add, or remove any requirement from this RFQ if deemed 
in the best interest of the State of Florida. Additionally, the Department may withdraw or cancel this RFQ 
at any time before a duly authorized and executed Purchase Order. 

 

11.0 CONFLICT OF INTEREST 

The vendor and any subcontractors must operate independently and impartially, ensuring that 
consultation and service decisions are not leveraged for private gain or remuneration. The Contractor 
shall not receive compensation for services under the Purchase Order beyond what is specified in the 
Purchase Order. 

 

12.0 DISCRIMINATORY, CONVICTED, AND ANTITRUST VENDORS LISTS 

The Contractor is informed of the provisions in sections 287.133(2)(a), 287.134(2)(a), and 287.137(2)(a), 
Florida Statutes, that affect the Contractor's or its affiliates’ ability to respond to public entity solicitations, 
be awarded contracts, or transact business if placed on the Convicted Vendor, Discriminatory Vendor, or 
Antitrust Violator Vendor Lists. The Contractor must promptly notify the Department if it or its affiliates are 
placed on any such lists. 

 

13.0 E-VERIFY 

The Contractor and its subcontractors must use the U.S. Department of Homeland Security’s (DHS) E-
Verify system for all newly hired employees in accordance with section 448.095, F.S. By accepting the 
Purchase Order, the Contractor certifies that it is registered with, and uses, the E-Verify system for 
compliance. The Contractor must obtain and maintain an affidavit from its subcontractors in accordance 
with section 448.095, F.S., and provide a copy of its DHS Memorandum of Understanding (MOU) to the 
Contract Manager within five (5) days of the Purchase Order issuance. 

This notice informs the Contractor of section 448.095, F.S., specifically regarding termination rights if a 
violation is determined. If terminated for such violation, the Contractor will not be eligible for future public 
contracts for one year from the date of termination. 
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14.0 COOPERATION WITH INSPECTOR GENERAL 

The Contractor, along with its subcontractors, shall comply with their duty to cooperate with the 
Department’s Inspector General in any investigation, audit, inspection, review, or hearing, as mandated 
by section 20.055(5), F.S. 

 

15.0 ACCESSIBILITY 

The Contractor must comply with section 508 of the Rehabilitation Act of 1973, as amended, and 29 
U.S.C. s. 794(d). Furthermore, section 282.601(1), F.S., mandates that state government ensure 
accessibility for employees with disabilities to information and data comparable to that available to non-
disabled employees when developing, procuring, maintaining, or using electronic information or 
information technology acquired on or after July 1, 2006. 

 

16.0 PRODUCTION AND INSPECTION 

In accordance with section 216.1366, F.S., the Department is authorized to inspect the: 

(a) financial records, papers, and documents of the Contractor that are directly related to the performance 
of the Purchase Order or the expenditure of state funds; and (b) programmatic records, papers, and 
documents of the Contractor which the Department determines are necessary to monitor the performance 
of the Purchase Order or to ensure 

that the terms of the Purchase Order are being met. The Contractor shall provide such records, papers, 
and documents requested by the Department within 10 business days after the request is made. 

 

17.0 SCRUTINIZED COMPANIES 

In accordance with the requirements of section 287.135(5), F.S., the Contractor certifies that it is not 
participating in a boycott of Israel. At the Department’s option, the Purchase Order may be terminated if 
the Contractor is placed on the Quarterly List of Scrutinized Companies that Boycott Israel (referred to in 
statute as the “Scrutinized Companies that Boycott Israel List”) or becomes engaged in a boycott of 
Israel. The State Board of Administration maintains the “Quarterly List of Scrutinized Companies that 
Boycott Israel” at the following link: 
https://www.sbafla.com/fsb/FundsWeManage/FRSPensionPlan/GlobalGovernanceMand ates.aspx. 

 

18.0 BACKGROUND SCREENING 

All Contractor employees and their subcontractors and agents performing work under the Contract must 
comply with all security and administrative requirements of the Department and the Florida Department of 
Corrections, including but not limited to compliance with Attachment D, the following terms, as may be 
modified by the Florida Department of Corrections, and any other Department of Corrections 
requirement(s). 

https://www.sbafla.com/fsb/FundsWeManage/FRSPensionPlan/GlobalGovernanceMandates.aspx
https://www.sbafla.com/fsb/FundsWeManage/FRSPensionPlan/GlobalGovernanceMandates.aspx
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A. Background Check 
In addition to any background screening required by the Contractor as a condition of employment, 
the Contractor warrants that it will conduct a criminal background screening of, or ensure that 
such a screening is conducted for, each of its employees, subcontractor personnel, independent 
contractors, leased employees, volunteers, licensees or other person, hereinafter referred to as 
“Person” or “Persons,” operating under their direction who directly perform services under the 
Contract, whether or not the Person has access to State of Florida Data, as well as those who 
have access, including indirect access, to State of Florida Data, whether or not they perform 
services under the Contract. The Contractor warrants that all Persons will have passed the 
Background Screening described herein before they have Access to Data or begin performing 
services under the Contract. The look-back period for such background screenings shall be for a 
minimum of six (6) years where six (6) years of historical information is available. 
 
“Access” means to review, inspect, approach, instruct, communicate with, store data in, retrieve 
data from, or otherwise make use of any data, regardless of type, form, or nature of storage. 
Access to a computer system or network includes local and remote access. 
 
“Data” means a representation of information, knowledge, facts, concepts, computer software, 
computer programs or instructions, whether it is exempt, confidential, or personal health 
information. Data may be in any form, including but not limited to, storage media, computer 
memory, in transit, presented on a display device, or in physical media such as paper, film, 
microfilm, or microfiche. Data includes the original form of the Data, and all metadata associated 
with the Data. 
 
The minimum background check process will include a check of the following databases through 
a law enforcement agency, or a Professional Background Screener accredited by the National 
Association of Professional Background Screeners or a comparable standard: 

1. Social Security Number Trace; and 
2. Criminal Records (Federal, State and County criminal felony and misdemeanor, national 

criminal database for all states which make such data available). 

 

B. Disqualifying Offenses 
If at any time it is determined that a Person has a criminal misdemeanor or felony record 
regardless of adjudication (e.g., adjudication withheld, a plea of guilty or nolo contendere, or a 
guilty verdict) within the last six (6) years from the date of the court’s determination for the crimes 
listed below, or their equivalent in any jurisdiction, the Contractor is required to immediately 
remove that Person from any position with access to State of Florida Data or directly performing 
services under the Contract. The disqualifying offenses are: 
 

1. Computer related or information technology crimes. 
2. Fraudulent practices, false pretenses and frauds, and credit card crimes. 
3. Forgery and counterfeiting. 
4. Violations involving checks and drafts. 
5. Misuse of medical or personnel records; or 
6. Felony theft. 

If the Contractor finds a Disqualifying Offense for a Person within the last six (6) years from the 
date of the court’s disposition, it may obtain information regarding the incident and determine 
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whether that Person should continue providing services under the Contract or have access to 
State of Florida Data. The Contractor will consider the following factors only in making the 
determination: i.) nature and gravity of the offense, ii.) the amount of time that has elapsed since 
the offense, 

iii.) the rehabilitation efforts of the person, and iv.) relevancy of the offense to the job duties of the Person. 
If the Contractor determines that the Person should be allowed access to State of Florida Data, then 
Contractor shall maintain all criminal background screening information and the rationale for such access 
in the Person’s employment file. 

C. Refresh Screening 
The Contractor will ensure that all background screening will be refreshed every five (5) years 
from the time initially performed for each Person during the Term of the Contract. 
 

D. Self-Disclosure 
The Contractor shall ensure that all Persons have a responsibility to self-report within three (3) 
calendar days to the Contractor any updated court disposition regarding any disqualifying 
offense, regardless of adjudication (adjudication withheld, a plea of guilty or nolo contendere, or a 
guilty verdict). The Contractor shall immediately reassess whether to disallow that Person access 
to any State of Florida premises or from directly performing services under the Contract. 
Additionally, the Contractor shall require that the Person complete an annual certification that they 
have not received any additional criminal misdemeanor or felony record regardless of 
adjudication (adjudication withheld, a plea of guilty or nolo contendere, or a guilty verdict) for the 
Disqualifying Offenses and shall maintain that certification in the employment file. 
 
In addition, the Contractor shall ensure that all Persons have a responsibility to self-report to the 
Contractor within three (3) calendar days, any arrest for any Disqualifying Offense. The 
Contractor shall notify the Department’s Contract Manager within twenty-four (24) hours of all 
details concerning any reported arrest. 
 

E. Duty to Provide Security Data 
The Contractor will maintain the security of State of Florida Data including, but not limited to, a 
secure area around any display of such Data or Data that is otherwise visible. The Contractor will 
also comply with all HIPAA requirements and any other state and federal rules and regulations 
regarding security of information. Data cannot be disclosed to any person or entity that is not 
directly approved to participate in the SOW set forth in the resulting Contract. 
 

F. Department’s Ability to Audit Screening Compliance and Inspect Locations 
The Department reserves the right to audit the Contractor’s background screening process upon 
two (2) days prior written notice to the Contractor during the Term of the Contract. The 
Department will have the right to inspect the Contractor’s working area, computer systems, 
and/or location upon two (2) business days prior written notice to the Contractor to ensure that 
access to the State of Florida Data is secure and in compliance with the Contract and all 
applicable state and federal rules and regulations. 
 

G. Record Retention 
The Contractor shall retain a list of all persons with Access to Data, including a statement 
confirming that each person has passed the background screening required herein. Such a 
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statement shall not include the substance of the screening results, only that the person has 
passed the screening. 
 
The Contractor shall maintain a written security program for the protection of data, including a 
policy and procedure for access to data, as applicable. The Contractor shall document and 
record, with respect to access to data: 
 

1. The identity of all individual(s) who accessed State of Florida Data. 
2. The duration of the individual(s)’ access to State of Florida Data, including the time and 

date at which the access began and ended. 
3. The level of access to State of Florida Data, including, where feasible, whether the 

individual accessed partial or redacted versions of State of Florida Data, read-only 
versions of Data, or editable versions of State of Florida Data. 

4. The nature of the access to State of Florid Data. 
 

The Contractor shall retain the written policy and information required in this subsection for the 
duration of the Contract and a period of no less than five (5) years from the date of termination of 
the Contract and any Contract extensions. Information required in this subsection shall be 
included in Department’s audit and screening abilities as defined in this RFQ, Departments’ Ability 
to Audit Screening Compliance and Inspect Locations. Information required in this section shall 
also be subject to immediate disclosure upon written or oral demand at any time by the 
Department or its auditors. 
 
Failure to compile, retain, and disclose information as required in this section shall be considered 
a breach of the Contract. The resulting damages to the Department from a breach of this section 
are by their nature impossible to ascertain presently and will be difficult to ascertain in the future. 
The issues involved in determining such damages will be numerous, complex, and unreasonably 
burdensome to prove. The parties acknowledge that these financial consequences are liquidated 
damages, exclusive of any other right to damages, not intended to be a penalty and solely 
intended to compensate for unknown and unascertainable damages. The Contractor therefore 
agrees to credit the Department the sum of $500.00 for each breach of this section. 
 

H. Indemnification 
The Contractor agrees to defend, indemnify, and hold harmless the Department, the State of 
Florida, its officers, directors and employees for any claims, suits or proceedings related to a 
breach of this section. The Contractor will include credit monitoring services at its own cost for 
those individuals affected or potentially affected by a breach of this section for a two (2) year 
period following the breach. 

 

19.0 Additional Terms and Conditions 

A. Limitation of Liability 

Notwithstanding anything else in this contract to the contrary, including all attachments, the liability of the 
Contractor on account of any actions, damages, claims, liabilities, costs, expenses (including reasonable 
attorneys’ fees), or losses (collectively “Liabilities”) in any way arising out of or relating to this Contract, 
the Deliverables, or the services performed under the Contract shall be limited to the amount of fees paid 
or owing to the Contractor under the Contract. If this Contract contemplates numerous, separate tasks or 
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orders (by whatever name, each a “Task Order”) to be negotiated and agreed to by the parties on a go-
forward basis, then Contractor’s responsibility for Liabilities shall be limited to the amount of fees or paid 
or owing to “The Learning Forge-tress” under the Task Order that gives rise to the Liabilities, and in such 
case there shall be no separate Liabilities under the Contract, itself. In no event shall the Contractor be 
liable for consequential, special, indirect, incidental, punitive, or exemplary damages, costs, expenses, or 
losses (including, without limitation, lost profits and opportunity costs). The provisions of this paragraph 
shall apply regardless of the form of action, damage, claim, liability, cost, expense, or loss asserted, 
whether in contract, statute, rule, regulation or tort (including but not limited to negligence) or otherwise, 
and shall survive contract termination or expiration. 

  

B. Use of Advice 

The deliverables are provided for the State of Florida’s sole benefit and internal business use and are not 
for the benefit of, or to be relied upon by any other party. The Contractor may, in its sole discretion mark 
such advice to reflect the foregoing. Deliverables bearing the “The Learning Forge-tress”  name or logo 
may only be disclosed to a third party in its entirety and unmodified. 

 

C. Intellectual Property 

Subject to the limitations set forth herein, (i) the Contractor assigns and grants to the State of Florida 
right, title, and interest in the tangible items specified as deliverables in the Contract (the “Deliverables”); 
and (ii) the State of Florida grants to Contractor a royalty-free, irrevocable, fully paid up, non-exclusive, 
perpetual license to use, copy, make derivative works of, distribute, display, and sublicense the 
Deliverables. Contractor shall retain all right, title and interest in and to any intellectual property, 
technology, knowhow, methodologies, works of authorship, and other materials pre-existing the Contract, 
created, acquired, or licensed separately from the Contract, or created in performance of the Contract but 
not identified by the Contract as Deliverables, including any modifications, enhancements, improvements, 
or derivative works thereof (“Contractor Property”). To the extent that Contractor Property is contained in 
any of the Deliverables, upon full and final payment Contractor grants the State of Florida, under 
Contractor’s intellectual property rights in such Contractor Property, a royalty-free, nonexclusive, non-
transferable, perpetual license to use such Contractor Property solely in connection with the State of 
Florida use of the Deliverables. Moreover, the State of Florida agrees that nothing in this Contract shall 
prevent Contractor from using any generalized knowledge, experience, know-how, or any of the ideas, 
concepts, methodologies, tools, or techniques derived from or discovered during the provision of services 
and that are not unique to the State of Florida (collectively, “Residual Knowledge”) to perform similar 
services and develop similar work product, results, or technology as that performed or developed under 
the Contract. Contractor reserves the right to use, disclose, reproduce, sublicense, modify, prepare 
derivative works from, perform, and display its Residual Knowledge, subject to the obligations of 
confidentiality set forth in this Contract. Contractor acknowledges that it shall obtain no ownership right in 
Confidential Information of the State of Florida. 

 

RFQ Attachments 

Attachment A, Price Sheet  

Attachment B, Facility Addresses  
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Attachment A 

PRICE SHEET 

 

I. Pricing Instructions 

The vendor shall provide an estimate on an hourly basis with a not-to-exceed total price using the price 
sheet. Hourly rates quoted must be at or below the rates in the Vendor’s State Term Contract No. 
77320200-02-1. The person submitting the quote and pricing is authorized to respond to this RFQ on the 
Contractor’s behalf, as confirmed by the signature below. Payment will be made in accordance with the 
deliverable schedule within the RFQ, pursuant to the project total cost provided. Pricing is inclusive of all 
expenses, including travel. Estimated hours are necessary for the calculation of project total cost. 

Table 1: Pricing 

  
Hourly Rate Estimated 

Number of 
Hours 

 
Total Cost 

Principal $ 
 $ 

Senior Consultant $ 
 $ 

Consultant $ 
 $ 

Junior Consultant $ 
 $ 

Program and Administrative 
Support $ 

 $ 

Expenses and Other 
Direct Costs 

 $ 

 Project 
Total Cost: 

$ 

 

Contractor Name:   

Printed name of authorized representative submitting quote:  

Signature:   

Date:   

Payment will be made on a deliverable basis, in accordance with this RFQ. Hourly 
rates and estimated hours are necessary for the calculation of project cost. 
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ATTACHMENT B, FACILITY ADDRESSES 

 
Region 

Facility ID 
Number 

 
Facility Name 

 
Address 

 
1 

 
11 

 
Pensacola Training Facility 

45 Apalachee Drive Pensacola, FL 
32516 

 
2 

 
12 

 
Alachua Training Facility 

52 West Unit Drive Waldo, FL 
32694 

 
3 

 
13 

 
Polk Training Facility 

5400 Bayline Drive Lakeland, FL. 
33801 

 
4 

 
14 Broward Training Facility 5914 Jeff Ates Road Ft. Lauderdale, FL. 

33359 

 

Contract File Checklist 

Contract Management File Checklist 

Risk Assessment for Grants 

DEP Grant Risk Assessment Example 

DFS Resources 

DFS Course Calendar 

CFO Memos 

Job Aids 

DFS Reference Guide for State Expenditures 

Summary of Contractual Service Agreement 

 

 

https://docs.google.com/spreadsheets/d/1oZs-HSn6mhqlRnwiHk_x5NpKQmg8sIpK/edit?usp=sharing&ouid=101123249467395794732&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/17tx53275pagcpTuo_Zohv60beBq0_SFU/edit?gid=425937071#gid=425937071
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/training/calendar.pdf
https://myfloridacfo.com/division/aa/memo
https://myfloridacfo.com/division/aa/manuals
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/state-agencies/reference-guide-for-state-expenditures.pdf
https://facts.fldfs.com/Search/ContractualAgreement.aspx
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