
     REQUEST FOR PROPOSAL (RFP)  
WORKERS’ COMPENSATION INSURANCE PROGRAM 

RFP #25-08 

TJC (“College”) invites qualified professionals to submit sealed proposals for workers’ compensation insurance 
coverage as described in the specifications and scope of work.  It is not the intent of any condition of the 
specifications to prohibit any responsible company from submitting a proposal. 

Proposals are due by Tuesday, July 1, 2025 @ 2:00 p.m. Central Daylight Time (CDT) and will be opened 
and the names read publicly. Proposals will be reviewed and subsequently tabulated by the Purchasing 
Department and then processed through appropriate channels for committee review, if applicable, and approval.  
The Board of Trustees of TJC will make final approval and award.  Any procurement of services will be 
initiated by a valid, signed contract and/or subsequent purchase order issued by the College. 

All proposals and supporting documentation must be submitted by mail, or delivered by courier, or hand 
delivered by a vendor representative. If proposal is mailed, please mark “RFP #25-08” on the front of the 
envelope; or deliver to: 

TJC 
CAMPUS & PROCUREMENT SERVICES 

ATTN: DANA BALLARD 
1327 SOUTH BAXTER 

TYLER, TX 75701 

The proposal must be received prior to the proposal deadline. Proposals received after the deadline will not be 
opened, read, evaluated, or recorded; and will be returned to the vendor unopened.  Companies are encouraged 
to respond even if they do not wish to submit a Proposal. “No Proposal” is considered as a response. 

Policies need to be bound effective September 1, 2025 through August 31, 2026, with options for four (4) 1-
year renewals, at TJC’s option, with the same company and/or broker.  Effective dates may be updated 
depending on proposals submitted and the College will consider multi-year quotes.   

TJC reserves the right to accept or reject any and/or all proposals, or waive any and/or all formalities, 
technicalities, and conditions, or permanently abandon the RFP. The College will have a minimum of ninety 
(90) days after the Submittal Deadline for evaluation, selection, and any unforeseen delays.  Vendors shall not
withdraw their proposals prior to the termination of this period. TJC will accept the proposal determined by the
College to be in its best interest in accordance with applicable law. It is not the intent of any condition,
specification, or other requirement in the proposal process to prohibit any responsible vendor from submitting a
bid.
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INTRODUCTION 
 

TJC is located in Tyler, Texas, and since 1926 has been fulfilling three promises to its students and the Tyler 
area by providing a quality education, a vibrant student life, and service to the community.  With more than 
115+ degree and certificate programs, plus extensive training and technical programs, TJC is the best first step 
for any student, whether they plan to transfer to a four-year institution or gain the skills they need to go directly 
into the workforce.       
 
TJC provides a friendly, smoke-free vapor-free environment at all of its campuses and satellite facilities.  No 
alcohol will be permitted on campus grounds. 
 
TJC is committed to providing a safe environment for students, faculty, staff, and visitors, and to respecting the 
right of individuals who are licensed to carry a handgun where permitted by law. Individuals who are licensed 
to carry may do so on campus premises or in a college-owned vehicle except in locations and at activities 
prohibited by law or by this policy. Individuals who observe a violation of this policy are required to report the 
incident immediately to the Campus Police Department, so it can be documented and properly investigated. 
Campus Police can be contacted at 903 510-2800.  Dial 911 for emergencies.   
https://www.tjc.edu/downloads/file/1045/concealed_handguns_on_campus_policy 
 
The College’s web page is located at http://www.tjc.edu/. 
 
TJC Main Campus – 1327 S. Baxter, Tyler, TX 
TJC West Campus – 1530 SSW Loop 323, Tyler, TX 
TJC Lindale – 75 Miranda Lambert Way, Lindale, TX 
TJC Rusk – 805 N. Dickinson, #627, Rusk, TX 
TJC Jacksonville – 501 S. Ragsdale, Jacksonville, TX 
 

PROPOSAL INSTRUCTIONS 
 

Professionals must abide by all requirements of the Instructions to Respondents.  
 
Entity Submitting RFP: The terms “vendor”, “proposer”, “professional”, “firm”, “company”, “respondent”, or 
“contractor” used in this RFP or any subsequent documents or communications related to this RFP are 
interchangeable and mean the entity submitting a proposal and seeking to enter into a contract for the services 
requested in this RFP.   
 
Acquiring Documents:  Proposal documents may be downloaded from the TJC website at 
https://www.tjc.edu/rfp, or picked up from the Purchasing Department at the following location: Campus & 
Procurement Services, 1327 S. Baxter, Tyler, TX 75701.  Respondents may also obtain proposal documents by 
emailing a request to Dana Ballard, dbal@tjc.edu.    
 
Proposals may not be withdrawn for a period of ninety (90) days subsequent to the closing date and time 
without the consent of the College.   
 
TJC reserves the right to accept or reject any and/or all proposals, waive any formalities and technicalities and 
to award contracts as determined by the College to be in its best interest.  The College reserves the right to 
award multiple contracts as a result of this RFP if deemed in the best interest of the College.   
 
Proposals submitted for consideration should follow the format and order of presentation described below: 
 
Cover Letter: Contain a summary of respondent's ability to perform the services described in the RFP and 
confirm that respondent is willing to perform those services and enter into a contract with TJC.  
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The person signing the proposal must be: 
1. A current corporate officer, partnership member, or other individual specifically authorized to submit a 

proposal; or 
 

2. An individual authorized to bind the company as reflected by a corporate resolution, certificate or 
affidavit; or other documents indicating authority which are acceptable to the public entity 

 
The cover letter should also: 

• Identify the submitting respondent; 
• Identify the name, title, address, telephone number, and email address of each person authorized by the 

respondent to contractually obligate the respondent; 
• Identify the name, address, telephone number, and email address of the contact person for technical and 

contractual clarifications throughout the evaluation period. 
 
Number of Responses Copies: Each respondent is required to submit and provide at least one (1) signed 
original response of the proposal, and one (1) thumb drive of the proposal. The original response is to be labeled 
“Original” on the first page or front cover of the proposal.   
 
Legibility/Clarity: Responses to the requirements of this RFP in the formats requested is required with all 
questions answered in as much detail as practicable. The Respondent's response is to demonstrate an 
understanding of the requirements. Proposals prepared simply and economically, providing a straightforward, 
concise description of the Respondent's ability to meet the requirements of the RFP is also desired. Each 
respondent is solely responsible for the accuracy and completeness of its proposal. 
 
Schedule of Events: 
RFP available to prospective respondents   June 11, 2025 
Deadline to receive written inquiries    June 20, 2025, 10:00 a.m. 
Responses to inquiries, if any, via Addenda   https://www.tjc.edu/rfp 
Proposal Due Date      Tuesday, July 1, 2025, 2:00 p.m. 
 
TJC reserves the right to change the schedule of events to the RFP at any time.  Any changes will be issued via 
Addenda and posted online at  https://www.tjc.edu/rfp.  It is the respondent’s responsibility to obtain any issued 
Addenda.   
  
Respondent Inquiry Periods: An initial inquiry period is hereby firmly set for all interested respondents to 
perform a detailed review of the proposal documents and to submit any written questions relative thereto.  TJC 
is always conscious and extremely appreciative of your time and effort in preparing this proposal.  Without 
exception, all questions regarding this RFP MUST be submitted in writing by email only to Dana Ballard, 
Director, Campus & Procurement Services, at dbal@tjc.edu and received by the deadline to receive written 
inquires date set forth above. Inquiries shall not be entertained thereafter.  It is the respondent’s responsibility to 
make sure they have obtained all addenda and acknowledged receipt of such on the Vendor Certification Form.  
 
Withdrawal of Proposal: A respondent may withdraw a proposal that has been submitted at any time up to the 
proposal closing date and time. To accomplish this, a written request signed by the authorized representative of 
the respondent must be submitted to the TJC Purchasing Department via the previously stated email address. 
 

GENERAL REQUIRMENTS 
 

TJC desires to secure a competitive Workers’ Compensation Insurance Program that will provide the broadest 
coverage at the most competitive price available.  The included specifications and scope of work will allow the 
College to select the vendor who can provide such a program.   
 
The specifications included with these instructions are to establish a standard of quality desired by the College. 
Any vendor may submit his proposal on any article which substantially complies with these specifications as to 
quality. The College reserves the right to make its selections of goods and services purchase, based on its best 
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judgment as to which products substantially comply with the quality required by the specifications and are the 
best value for the College. 
 
The contract between TJC and the vendor shall consist of (1) the Request for Proposal (RFP) and any 
amendments thereto, (2) the Proposal submitted by the vendor in response to the RFP, and (3) any subsequent 
contract and/or purchase order.  In the event of a conflict in language between the three documents referenced 
above, the provisions and requirements set forth and/or referenced in the RFP shall govern.  However, the 
College reserves the right to clarify any contractual relationship in writing with the concurrence of the vendor 
and such written clarification shall govern in case of conflict with the applicable requirements stated in the RFP 
or the vendor’s Proposal.  In all other matters not affected by the written clarifications, if any, the RFP shall 
govern, along with the fully-executed contract.  
 
Proposers acknowledge that an agreement or award with TJC may include the following language: Other local, 
governmental and private entities within the State of Texas who wish to participate under similar terms and 
conditions contained in this document may do so. TJC may retract pricing and other sensitive information and 
shall inform contractor in advance of another entity's desire to participate using this document. Each entity 
wishing to participate must sign an addendum to this contract stating payment terms, conditions and varying 
terms specific to that entity. If such participation is desired by an eligible entity, all  
purchase orders will be produced by that entity and all goods and/or services will be provided directly to that 
entity. 
 
If the service is determined not satisfactory in the judgment of the College, TJC may cancel the contract at any 
time for breach of contractual obligations by providing the vendor with a thirty (30) day written notice of such 
cancellation.  Should the College exercise its right to cancel the contract for such reasons, the cancellation shall 
become effective on the date as specified in the notice of cancellation sent to the vendor.  

 
In connection with the furnishing of equipment, supplies or performance of work under the contract, the vendor 
agrees to comply with TJC’s Purchase Order, the Fair Labor Standard Act, Equal Opportunity Employment Act, 
and all other applicable Federal and State laws, regulations, and executive orders to the extent that the same 
may be applicable and further agrees to insert the foregoing provision in all subcontracts awarded hereunder.   
 

SCOPE OF WORK AND PROPOSAL INFORMATION 
 

TJC will consider multi-year quotes with rate guarantees or rate caps in one (1) year terms, based on fiscal year 
funding or appropriations, existing terms, conditions, quality of service, and competitive prices.    
 
TJC desires to secure a competitive Workers’ Compensation Insurance Program that will provide the broadest 
coverage at the most competitive price available.  These specifications will allow TJC to select the vendor who 
can provide such a program. 
 
Vendors may not reserve any market prior to the release date of the RFP.  Any markets previously reserved 
must be released and reserved only on or after the release of the RFP.  The criteria for a particular vendor 
having blocked (or reserved) a market rests solely with the underwriting department of any insurance company 
with agencies wishing to participate in the RFP process and not with the College.  Further, insurance companies 
have unilateral authority to assign an Agent of Record or honor any existing record of Agent.  The College will 
not issue a Letter of Release of Agent of Record to free the market of any particular insurance company.  
Because of this, the College will not be responsible for determining a blocked market based on the timing of a 
particular fax, intent letters mailed or delivered, or consideration of prior/current relationship to any 
underwriter, other than to enforce the release date.  
 
Each Proposal must include information that clearly indicates that Proposer meets each of the following 
minimum requirements: 

• Proposer must accept Smith County, Texas, as the venue of law. 
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• Proposer must be properly licensed and/or authorized to do business in Texas and have at least 5 years’ 
experience in providing Texas workers’ compensation funding.  Proposer qualifications must be 
included as an exhibit to the proposal. 

• Proposer must have an active appointment with the insurers being proposed and attach a copy.  
• Proposer must have an Errors and Omissions policy with a minimum limit of $1,000,000 per occurrence 

and attach proof to the RFP. 
• Proposer shall have, at inception of the contract or purchase order and shall maintain throughout the 

term of any policies (renewals, extensions, or replacements) the following insurance policies: 
o Professional liability insurance with limits of at least $1 million, and 
o Employee dishonesty insurance with limits of at least $250,000. 

• Professional liability coverage written on a “claims-made” form must provide for an extended reporting 
period of 24 months the date of termination of any service agreement. 

• Proposer must disclose the following: 
o Amount of any impairment to policy limits as a result of prior claim payment. 
o Existence of any threatened or ongoing litigation that has potential to adversely affect limits of 

liability. 
• Proposer shall provide the College with thirty (30) days’ written notice of erosion of aggregate limit of 

the professional liability coverage. 
• Such insurance will be provided by insurers which are authorized or admitted to provide such insurance 

in the State of Texas and will have an A.M. Best rating of at least “A-X” at the date of award of 
contract.  A Lloyd’s company will be acceptable if it is a 100%-owned subsidiary of a parent with an 
A.M. Best rating of “A-X” or a guaranty bond with proper power of attorney should be submitted with 
your proposal.  The Proposer will provide the College with evidence of such insurance that is 
satisfactory to the College. 

• Proposer should provide College with a copy of the declarations page and a copy of all endorsements at 
the inception date of any contract and on each anniversary date thereafter.   

• A program or plan qualifying under the Interlocal Cooperation Act, Chapter 791, Title 7, Government 
Code, or equivalent, will also be acceptable.   

• Proposer will fully disclose any and all commissions and/or fees which would be payable, directly or 
indirectly, to any and all insurance intermediaries involved in the placement of the coverage(s) that is 
the subject of this RFP. 

 
General Information to be Provided 
 

• Please describe the governing structure of the program. 
 

• How are policy decisions and other operational matters determined for the program? 
 

• How many years has the proposer been in the business of workers’ compensation administration?  
In Texas? 

 
• Does the proposer have its own staff, or are services provided by a broker or other third-party 

vendors?  List all providers associated with the Proposer and any associated relationships. 
 

• How many public entities does the proposer serve?  Of those public entities, how many Texas 
public educational entities does the proposer serve? 

 
• Describe termination provisions and criteria. 

 
• Does the proposer have legal counsel available for general legal questions regarding workers’ 

compensation?  If yes, what is the charge for the service (i.e. per call, per hour)?        
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Claims Administration Information 

 
• List the address and phone number of the claims office that will provide the administration of 

claims for College.  
 

• What options does the proposer offer to receive claim reports outside of normal business hours? 
 

• Describe the quality control process provided for the administration of claims.  Provide a 
description of the quality controls, checks and balances currently in place, including the approach 
to and frequency of internal audits. 

 
• Describe the proposer’s claims management philosophy, processes, and approach. 

 
• Describe the proposer’s investigative procedures.  Provide information on criteria used and type 

of experts used in the management of a claim. 
 

• Provide the qualifications and experience of claims adjustors, supervisors, and staff who will be 
assigned to our account. 

 
• What is the proposer’s average claim load for an adjustor, supervisor, and manager?  Please specify 

for record only, medical only, and indemnity claims. 
 

• Will the proposer’s staff, third-party claims adjustors, or independent adjustors adjust losses? 
 

• Are cost containment services offered (i.e. bill review, utilization management)?  If so, please 
describe. 

 
• Does the bill review staff apply treatment guidelines to the bill?  Is every bill specifically audited 

for relatedness, over coding, and correct coding? 
 

• What method is the bill processing charged (i.e. per bill, per line, % of savings, or combination)? 
 

• What savings does the proposer anticipate on medical bill reimbursements?  Are those savings 
measured from fee schedule dollars or from billed charges? 

 
• List the name of the vendor to which the proposer anticipates subcontracting any additional 

services. 
 

• How does the proposer identify claims with subrogation potential and what procedures are used 
for recovery? 

 
• Does the proposer have a Pharmacy Benefit Manager (PBM)?  If yes, please state the name of the 

PBM, any additional costs associated with it, a description of the services, and the average annual 
savings. 

 
• Does the proposer have a Provider Network (i.e. PPO)?  If yes, please state the name of the 

network, any additional costs associated with it, and a description and the effectiveness of the 
services.  If a percent of savings per bill is charged, what is the average percent of savings? 

 
• Does the proposer have a Return-to-Work Program?  If yes, please describe. 
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• What were the proposer’s results of the Performance Based Oversight review by the Texas 

Department of Insurance (TDI) – Department of Workers’ Compensation (DWC) measuring 
timeliness and accuracy of claim data for 2021, 2022, and 2023? 

 
• Has the proposer been cited or been threatened with a citation within the last five years by state 

regulators for violations of the State laws and implementing regulations?  If yes, please explain.   
 

• Describe the method(s) utilized during the initial transition of moving to the new carrier (other 
than the incumbent) and in educating College’s personnel in regard to changes and/or 
interpretation of the workers’ compensation law. 

 
• Should the College decide to terminate the plan, would the proposer handle open claims?  Also 

please explain any financial obligations related to the termination of the plan.   
 
Loss Prevention Services 
 

• Attach a description of loss prevention services provided.  Include a recent example of a loss 
prevention service completed by the proposer’s firm.   

 
• Describe any charges for the use of these services. 

 
• Describe the proposer’s philosophy on loss prevention. 

 
• List the name of the loss prevention representative(s) who will make scheduled appointments with 

the College.  Indicate the frequency or schedule for these appointments. 
 

• Where is the loss prevention representative located? 
 

• Include a biography of the loss prevention representative(s) who would be assigned to our account. 
 

• Describe the specific risk management materials/resources that are available to College.  Indicate 
the additional charges, if any. 

 
• Describe the specific education and training provided to College personnel.  Indicate additional 

charges, if any.    
 
Claim Reporting 
 

• Describe the types of standard reports that are available to College for analyzing claims.  Attach 
samples and list any additional charges for these reports. 

 
• Describe the frequency of these reports. 

 
• Are ad-hoc reports available on request?  Is there a charge for ad-hoc reports? 

 
• What is the turnaround time for special reports when requested? 

 
Financial Management 
 

• Provide a copy of the proposer’s most recent audited financial statement. 
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• Are the program’s financial statements prepared in adherence with GAAP, GASB, GASB 10, and 

FASB?  If not, please explain. 
 

• How does the proposer fund and reserve for ultimate claim cost?  Is an independent actuary used? 
 

• Does the proposer’s program include an assessment feature?  If yes, please explain in detail. 
 

• State the length of time for which this proposal is guaranteed.  Will any contributions, premiums, 
rates or fees change mid-year or mid-contract?  Outline the proposal dates of the contract. 

 
• Please indicate how the College will be billed. 

 
Reinsurance 
 

• Please indicate the name and address of the excess stop loss carrier or reinsurer for the proposer’s 
program. 

 
• List the carrier’s financial ratings.  If they are not rated, please explain why. 

 A.M. Best:  __________________ 
 

• Indicate the terms, limits, and reinsurance of the program’s excess stop loss coverage. 
 
    TERMS AND CONDITIONS 
 
Term of Contract: The term of any contract will begin on 9-1-2025 and be for an initial one-year period.   
After the initial term, there will be four (4) one-year renewals at TJC’s option and if agreed upon by both 
parties. The maximum term of the contract is five (5) years.  The College will consider multi-year quotes.   
Either party may terminate the agreement on the anniversary date, without cause, with sixty (60) days’ written 
notice and contractor’s fulfillment of all outstanding services prior to the termination date. 
 
Escalation/De-escalation Clause: Escalation or de-escalation of service agreement costs may only occur at the 
time of renewal, if in agreement with the terms and conditions of this request for proposal.  Any request for 
escalation or de-escalation must be approved by the College.  Escalation of costs will not be approved if the 
escalation exceeds 3% of the previous year’s cost.  
 
Modifications of Proposal Terms And /Or Amendments: TJC reserves the right to change the schedule of 
events or issue addenda to the RFP at any time. TJC also reserves the right to cancel or re-issue the RFP. Only 
interpretations or corrections to the proposal provided in writing by the TJC Purchasing Department shall be 
binding. Prospective vendors are advised that no other source is authorized to provide information concerning, 
or explain or interpret, the proposal documents. If the respondent needs to submit changes or addenda, such 
shall be submitted in writing, signed by an authorized representative of the respondent, cross-reference clearly 
to the relevant proposal section, prior to the proposal opening, and should be submitted with proposal 
documents. Such shall meet all requirements for the proposal. 
 
All addenda will be posted on the College website https://www.tjc.edu/rfp.  It is the vendor’s responsibility to 
check this website for addenda postings prior to submitting responses and acknowledge receipt of such in the 
Vendor Certification Form.  Proposers finding errors, requests for additional information, omissions, or 
corrections that need to be made in the proposal shall contact the Purchasing Department no later than seven (7) 
days prior to the due date of this RFP, or as soon as possible before proposal is due. You may submit this 
addenda information via email to Dana Ballard, Director, Campus & Procurement Services, dbal@tjc.edu. 
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Proposal Rejection: Issuance of this RFP in no way constitutes a commitment by the College to award a 
contract. TJC reserves the right to accept or reject any or all proposals submitted or to cancel this RFP if it is in 
the best interest of the College to do so. 
 
Cost of Offer Preparation: TJC is not liable for any costs incurred by respondents or contractors prior to 
issuance of or entering into a contract. Costs associated with developing the proposal and any other expenses 
incurred by the contractor in responding to the RFP are entirely the responsibility of the respondent and shall 
not be reimbursed in any manner by College. 
 
Professional Services: This proposal does not include services that are procured under Chapter 2254.008 of the 
Texas Government Code.   
 
Written or Oral Discussions/Presentations:  Written or oral discussions may be conducted with respondents 
who submit proposals determined to be reasonably susceptible of being selected for award. The College 
reserves the right to enter into a contract without further discussion of the proposal submitted based on the 
initial offers received.  
 
Any commitments or representations made during these discussions, if conducted, may become formally 
recorded in the final contract.  
 
Written or oral discussions/presentations for clarification may be conducted to enhance the College's 
understanding of any or all of the proposals submitted. Proposals may be accepted without such discussions. 
 
Acceptance of Proposal Content: By submitting a response to this sealed proposal, each respondent 
affirmatively accepts and consents to the terms and conditions to this sealed proposal contract in its entirety 
except to the extent specifically set forth in its response.  The mandatory RFP requirements shall become 
contractual obligations if a contract ensues.  
 
Deviations: 
If vendor intends to deviate from the Standard Terms and Conditions, Specifications, or other requirements 
associated with this solicitation, the vendor must list or reference all such deviations, with complete and detailed 
information regarding the deviations, on a separate sheet of paper and submit it with the bid submittal. The 
College will consider any deviations in its award decision, and reserves the right to accept or reject the bid 
based upon any submitted deviations. 
 
In the absence of any deviation identified and described in accordance with this solicitation, the vendor asserts 
that it will fully comply with the Standard Terms and Conditions, Specifications, and all other requirements 
associated with this solicitation if awarded a contract. 
 
Indemnification:  To the extent allowable by Texas Law and without waiving any rights or entitlement to 
governmental or sovereign immunity, the parties shall indemnify ad hold harmless each other and their 
respective officers, trustees, or employees, (hereafter referred to as “indemnified party”) against any and all 
liability (including reasonable attorneys’ fees and court costs) to any persons or entities (except to the extent 
such liability is the fault of the indemnified party) arising from or related to the negligence or willful acts, 
omissions, or other misconduct of the indemnifying party or its agents, officers/trustees, and employees, in the 
performance of this contract.  The provisions of this section will not be construed to waive immunity in any way 
nor to eliminate or reduce any other indemnification or right which any indemnified party has by law or equity 
and shall survive the termination of this agreement.   
 

Limitation of Liability: Neither respondent nor the College shall be responsible to the other for any special, 
indirect, or consequential damages. Neither party will be responsible to the other for damage, loss, injury, or 
delay caused by conditions that are beyond the reasonable control, and without the intentional misconduct or 
negligence, of that party. Such conditions include, but are not limited to: (a) acts of God; (b) acts of 
Government agencies; (c) strikes; (d) labor disputes; (e) fire; (f) explosions or other casualties; (g) thefts; (h) 
vandalism; (i) riots or war; or (j) unavailability of parts, materials, or supplies.  
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The College retains the right to the approval for insurance coverage. Respondent shall submit a Certificates of 
Liability Insurance naming TJC as an additional certificate holder. 
 
License and Permits: The vendor is responsible for obtaining all permits and licenses, if any, required by 
federal, state, city, and county. The College will not be charged back for the price to obtain the permits and 
licenses.  
 
Open Records: It is understood by submitting a proposal to TJC, the document, if requested, will be available 
for review by any individual or business in accordance with the Public Information Act, Texas Government 
Code 552. Copies of your proposal will be supplied to the requesting party as allowed by law.  TJC will 
consider all information, documentation, and other materials requested to be submitted in response to this RFP 
to be of a non-confidential and non-proprietary nature and therefore subject to public disclosure.  Proposer will 
be advised of a request for public information that implicates their materials and will have the opportunity to 
raise any objections to disclosure to the Texas Attorney General.  TJC may seek to protect from disclosure all 
information submitted in response to this RFP until the time of a final award.    
 

Advertising: The vendor shall not advertise or publish, without the College’s prior written consent, the fact 
that the College has entered into this contract, except to the extent necessary to comply with proper requests for 
information from an authorized representative of the federal, state or local government.  
 

The contractor(s) shall not use Tyler Junior College’s Logo unless granted expressed written permission from 
the College’s Marketing Department. 
 

Ethics: The contractor shall not accept or propose gifts or anything of value nor enter into any business 
arrangement with any employee, official or agent of TJC.  
 
Compliance with Americans with Disabilities Act (ADA):  Vendor shall be in compliance with all relevant 
requirements of the American with Disabilities Act (ADA) as applicable to their operations. By submission of a 
proposal response, vendor acknowledges intention to conform to the requirements of the ADA. Failure to 
comply with ADA constitutes good cause for the College to suspend a contract with any successful vendor. 
 

Universal & Commercial Code: This writing and subsequent information given and forwarded to the College 
shall be a sole and final expression of the agreement between the College and the vendor, and is intended also 
as a complete and exclusive statement of the terms of their agreement. Whenever a term defined by the 
Uniform Commercial Code is used in this agreement, the definition contained in the Code is controlling.  
This agreement shall be governed by the laws of the State of Texas. By submitting a signed proposal, the 
vendor certifies that the company does not discriminate against any employee or applicant for employment 
because of race, religion, color, sex or national origin, and certifies that the company complies with equal 
employment opportunities regulation.    
 
Discrimination:  By submitting a signed proposal, the vendor certifies that the company does not discriminate 
against any employee or applicant for employment because of race, religion, color, sex or national origin, and 
certifies that the company complies with equal employment opportunities regulation.  
 
Debarment: Any bidder or any principals of a bidding company that are presently debarred, suspended, 
proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal 
or State Government entity shall be considered ineligible to be awarded a contract by TJC. 
 
Force Majeure: Neither Contractor, its suppliers, Member or Lead Agency, nor TJC will be liable for any 
failure or delay in this agreement due to any cause beyond its reasonable control, including acts of war, acts of 
God, earthquake, flood, embargo, riot, sabotage, labor shortage or dispute, governmental act or failure of the 
Internet (not resulting from the negligence or willful misconduct of contractor), provided that the delayed 
party: (a) gives the other party prompt notice of such cause, and (b) uses its reasonable commercial efforts to 
promptly correct such failure or delay in performance. If contractor is unable to provide services for a period of 
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ten (10) consecutive days as a result of a continuing force majeure event, the college may cancel the purchase 
order without penalty.  

 
Contract Negotiations: If for any reason the respondent(s) whose proposal is most responsive to the College's 
needs, price and other evaluation factors set forth in the RFP considered, does not agree to a contract, that 
proposal shall be rejected and the College may negotiate with the next most responsive respondent(s). 
Negotiation may include revision terms, conditions, or requirements.  The College may enter into a contract 
with more than one respondent.   
 
Contract Award Execution: The College reserves the right to enter into an agreement without 
further discussion of the proposal based on the initial offers received.  
 
The RFP, any addendums, and the proposal of the selected respondent(s), along with the College’s Purchase 
Order, will become part of any contract initiated by the College.  
 

If the contract negotiation period exceeds thirty (30) days or if the selected respondent(s) fails to sign any 
contract within seven (7) calendar days of delivery of it, the College may elect to cancel the award and award 
the contract to the next-highest-ranked respondent(s). 
 
Award(s) shall be made to the respondent whose proposal, conforming to the RFP, will be the most 
advantageous and is in the best interest of the College.  
 
Notice of Award: TJC Purchasing Department will notify respondent(s) of a potential award.   The TJC 
Purchasing Department will also notify all unsuccessful respondent(s) as to the outcome of the evaluation 
process.  
 
Award Protest:  A vendor who has timely responded to an Invitation to Bid, Request for Proposal, or 
Competitive Sealed Proposal, but is not awarded the bid, has the right to protest the bid award if the amount of 
the bid is over $50,000 in the aggregate.  A protest must be made in writing and submitted to the Director, 
Campus & Procurement Services, no later than five (5) business days after the award of the bid.  The date of the 
bid award will not be counted as one of the five (5) business days.  Any protest submitted after five (5) business 
days is untimely and will not be considered by the College.   
 
The written protest must contain the following in order to be considered: 

(a)  A specific identification of the statutory, regulatory, or policy provision(s) that the action 
complained of is alleged to have violated; 

(b) A specific description of each act alleged to have violated the statutory, regulatory, or policy 
provision(s) identified in “a” of this subsection; 

(c) A precise statement of the relevant facts; 
(d) An identification of the issue or issues to be resolved; 
(e) Arguments and authorities in support of the protest; and 
(f) An affidavit that the contents of the protest are true and accurate. 

 
No amendments to the protest will be considered by the College. 
 
The Director, Campus & Procurement Services, legal counsel for the College, and/or a committee headed by 
and appointed by the Vice-President, Financial & Administrative Affairs/CFO, shall review the protest 
documentation and shall provide the protestor a final written determination regarding whether any statutes, 
regulations, or policies have been violated, the reasons for the determination, and remedial action to be taken, if 
any.  This review and final determination may be made with the assistance of legal counsel.  The written 
determination shall be made within ten (10) business days of the receipt of the protest, unless the Director, 
Campus & Procurement Services, notifies protestor that additional time is needed.  The decision shall be final. 
 
Venue: Both parties agree that venue for any litigation arising from this contract shall be in Tyler, Smith 
County, Texas. 
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Pricing: TJC is a member of the following cooperative contracts: Region 7, BuyBoard, Choice Partners, E&I 
Cooperative Services, Region 4/TCPN, TipsUSA, TXMAS/TXSmartBuy, Region 17/NCPA Region 19, Region 
10/Equalis Group, HGAC-Buy, and US Communities/Omnia Partners.  If your company has been awarded one 
or more of these cooperative purchasing contracts that includes the products and services requested, and that 
cost is more economical, please base pricing on the most advantageous cooperative contract, and mark the 
appropriate contract on the Vendor Information Page.   
   
Additional Items:  Following the contract award, additional services of the same general category that could 
have been encompassed in the award of this contract, and that are not already on the contract, may be added. 
 
Purchase Orders: This project will be initiated by a TJC Purchase Order, along with a fully-executed contract.  
A valid, numbered purchase order will be emailed or faxed to the vendor by the TJC Accounts Payable 
Department or TJC employee. Orders will not be placed by telephone.  
 
In accordance with applicable law, the College is not obligated to purchase any products and/or services in the 
event that the State of Texas or the Tyler Junior College Board of Trustees does not allocate funds. 
The College will not be responsible for any goods delivered or services performed without its valid purchase 
order signed by an authorized representative. Contractors supplying goods or services without having first 
received a valid purchase order do so at their own risk. 
 
Authorized College personnel will notify the vendor of all adjustments and cancellations to any purchase order. 
 
Invoice and Payment Terms: Invoices are to be submitted to the Accounts Payable Department for products 
and services that have been received or for services rendered. Invoices without references to the purchase order 
number may delay payment to the vendor. Invoices listing items or services other than those shown on the 
approved purchase order will not be paid. Itemized invoices must be submitted via email to 
accountspayable@TJC.edu or mailed to the TJC Accounts Payable Department, P. O. Box 9020, Tyler, TX 
75711.  Upon receipt of a properly executed invoice and verification of delivery or service from the respective 
department, payment will be processed in accordance with Texas Government Code, Subchapter B, Payments 
and Interest, Chapter 2251.021 (b). Terms are to be 30 days net, although contractor may in addition offer early 
payment discounts for use at the ordering member’s discretion. 
 
Tax Exemption: TJC is exempt from payment of federal excise taxes as well as all state and local sales taxes. 
These taxes are not to be included in the proposal nor on any invoices for goods or services. If taxes are 
included in the vendor’s proposal, it will not be included in the evaluation or award. Tax exemption certificates 
shall be furnished upon request. 
 
Warranty, if applicable: Contractor shall provide warranty details for parts and labor on proposal form. All 
materials used on any project shall be new and, if applicable include a manufacturer’s warranty. 
 
Termination of Contract:  
 

1.  Termination by Mutual Agreement  
The contract may be terminated at any time, with or without cause, by the mutual agreement of the 
parties hereto, with sixty (60) days’ written notice prior to the effective date.  
 

2.  Termination for Convenience  
This contract may be terminated by either party upon written notice delivered to the other party at least 
ninety (90) business days prior to the effective date of termination. By such termination, neither party 
will nullify its obligations or liabilities already incurred for performance or failure to perform prior to 
the date of termination.  
 

3.  Termination for Cause  
TJC may terminate this contract for cause based upon the failure of contractor to comply with the terms 
and/or conditions of the agreement, or failure to fulfill its performance obligations pursuant to the 
agreement, provided that the College shall give the contractor written notice specifying the contractor's 
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failure. If within sixty (60) days after receipt of such notice, the contractor shall not have corrected such 
failure or, in the case of failure which cannot be corrected in sixty (60) days, begun in good faith to 
correct such failure and thereafter proceeded diligently to complete such correction, then the College 
may, at its option, place the contractor in default and the Agreement shall terminate on the date specified 
in such notice.  

 

            The contractor may exercise any rights available under the law to terminate for cause upon failure of  
the College to comply with the terms and conditions of this agreement, provided that the contractor shall 
give the College sixty (60) days’ written notice specifying the College's failure and a reasonable 
opportunity for the College to cure the defect.  
 

PROPOSAL REVIEW PROCESS FOR AWARD OF CONTRACT(S) 
 

All properly submitted proposals will be reviewed by TJC.  TJC will make the selection, if any, that is the most 
advantageous to the College based on information provided by the Proposer.   
 
TJC may consider additional information if TJC deems such information relevant.  By submitting a proposal, 
Proposer acknowledges acceptance of the proposal review process.  
 
All responses received as a result of this RFP may be subject to review by a selected College committee for the 
purpose of selecting the respondent(s) with whom the College shall contract. The College may reject any or all 
proposals if none are considered in the best interest of the College.  
 

• The College reserves the right to separate and accept and/or eliminate any item(s) listed in this bid that it 
deems necessary to accommodate budgetary and/or operational requirements.  

 

• The College reserves the right to reject any and/or all bids submitted, to waive any formalities or 
technicalities, and to make whatever award it deems to be in the best interest of the College.  

 
Proposer is encouraged to propose terms and conditions offering the maximum benefit to TJC in terms of (1) 
service capabilities, (2) financial ability/stability, (3) costs of services to TJC, (4) comprehensiveness of the 
proposal, and (5) account management plan. Proposers should describe all educational, state and local 
government discounts, as well as any other applicable discounts that may be available to TJC in a contract for 
the Services.  
 
An evaluation team from TJC will evaluate proposals. The evaluation of proposals and the selection of a vendor 
will be based on the information provided by Proposer in its proposal. TJC may consider additional information 
if TJC deems such information relevant.  
 
The criteria to be considered by TJC in evaluating proposals and selecting a vendor will be those factors listed 
below. 
  
Scoring Criteria: 
  Experience………… ………………………………………...……. (15%) 

• Demonstration of competency and experience. 
• For the purpose of evaluating competency and experience, the degree of relevant 

experience of the Proposer with Texas public entities will be a primary factor. 
• Other relevant experience with clients other than Texas public entities which 

indicate the scope of services, experience and resources available from Proposer 
with respect to the services sought by the College will also be considered.   

 Financial Ability/Stability……….…………………………….……. (15%) 
• Financial strength of the Proposer and/or proposed insurers, as applicable, as 

determined by the College. 
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Costs of Services…………………………………………….….…. (35%) 

• Total evaluated costs of the proposed insurance coverages and/or services, as applicable. 
• Recognizing that there are important considerations other than costs, the College may not 

necessarily select the proposal with the lowest costs. 
Comprehensiveness of the Proposal………………………………. (20%) 

• The College will consider one carrier who can provide all lines of coverage in a package 
format, or will consider various groups, as outlined in the scope of work. 

Account Management Plan……………….………………………… (15%) 
• The Proposer’s written plan explaining how the Proposer plans to manage this account 

and integrate its efforts with those of the College’s staff and work processes. 
• Proposer’s plan to have one point of contact between Proposer and College, along with a 

back-up. 
• Proposer should demonstrate knowledge of unique liability limitations of Texas colleges.   

 
Selection shall be made among the respondents deemed to be fully qualified and best suited among those 
submitting proposals, including price. If necessary, clarifications of each RFP shall be received from 
respondents so selected. The College may cancel this RFP or reject proposals at any time prior to an award and 
is not required to furnish a statement of the reason why a particular RFP was not deemed to be the most 
advantageous. The award document will be a contract and/or Purchase Order incorporating by reference all 
requirements, terms and conditions of the solicitation and the respondent’s RFP as negotiated.  
 
After submission of a proposal, but before final selection of a vendor is made, TJC may permit proposer to 
revise its proposal in order to obtain the proposer’s Best and Final Offer.  In that event, representations made 
by proposer in its revised proposal, including price and fee quotes, will be binding on proposer.  TJC is not 
obligated to select the proposer offering the most attractive economic terms if that proposer is not the most 
advantageous to TJC overall, as determined by TJC.  
 
Past Performance in Similar Environments: Vendors’ past performance in environments of similar size and 
scope will be considered. Preference will be given to experience at institutions of higher education and/or 
community colleges. 
 
Personnel and Subcontractors: The respondent shall identify the proposed subcontractors and the service 
and/or product each proposed subcontractor will provide. The respondent should provide sufficient 
information/submittals to document the proposed subcontractors’ experience providing the service and/or 
product. 
 
The qualifications of the personnel proposed by the respondent to perform the requirements of this RFP, 
whether from the respondent's organization or from a proposed subcontractor, will be subjectively reviewed. 
Therefore, the respondent should submit detailed information related to the experience and qualifications, 
including education, training and licensure, of proposed personnel.  

 

INFORMATION REQUIRED FROM RESPONDENT 
 

Company Background and Experience: The respondents are to describe their background, relevant 
experience and qualifications, including, but not limited to the following: 
 

• Company Structure: The respondent is to include in the proposal the legal form of their business 
organization, the state in which incorporated (if a corporation), the office location that will be the point 
of contact during the term of any resulting contract as they relate to this RFP. 
 

• Experience: The respondent must clearly describe relevant experience in providing the requested 
services for a workers’ compensation insurance program.   
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References: The respondent shall provide a list of five (5) clients, current and past, for whom similar product 
and services have been provided during the previous five (5) years on the Reference Form provided in this RFP. 
This listing must include: 

a.) Dates and types of services performed 
b.) Name of company 
c.) Name and title of contact person 
d.) Telephone number of contact person (must be current and working) 
e.) Email address of contact person (must be current and working) 
 

Minimum qualifications:  The respondent must have, and show evidence of, at least five (5) full consecutive 
years as a provider of the types of services laid out in the Scope of Work.  

 
Client Satisfaction: Using the information provided by the respondent, current and past clients may be 
contacted to verify client satisfaction of past service and performance. 
 
Vendor Information: Please submit the Vendor Information Form which identifies the legal name and address 
of your company, the account representative that will be assigned to TJC, acknowledgement of the terms and 
conditions, as well as other information and any additional fees. 
 
Felony Conviction Notification: The following information is included in the terms and conditions of all bids, 
proposals and offers in accordance with applicable Texas law. Each vendor must respond to this section as a 
requirement of the law. On May 30, 1995, Senate Bill 1 was signed by Governor George Bush and made 
effective as follows: 
 
• Senate Bill 1, section 44.034, Notification of Criminal History of Contractor 

a) A person or business entity that enters into a contract with a school district must give advance notice 
to the district if the person or an owner or operator of the business entity has been convicted of a 
felony. 

b) A school district may terminate a contract with a person or business entity if the district determines 
that the person or business entity failed to give notice as required by Subsection (a) or 
misrepresented the conduct resulting in the conviction. The district must compensate the person or 
business entity for services performed before termination of the contract. 

c) This section does not apply to a publicly held corporation. 
 
Conflict of Interest: The following information is included in the terms and conditions of all proposals in 
accordance with applicable State of Texas Government Code Chapter 176:  
 
On May 23, 2005, the Texas Senate passed House Bill No. 914, adding Chapter 176 to the Local Government 
Code and imposing new disclosure and reporting obligations on vendors and potential vendors to local 
government entities beginning January 1, 2006. Vendors doing business with Tyler Junior College are subject to 
Chapter 176 found in the Local Government Code. Failure to abide by these new statutory requirements can 
result in possible criminal penalties as a Class C misdemeanor.  
 

(a) An individual or business entity that contracts or seeks to contract for the sale or purchase of 
property, goods, or services with the college must complete and submit a CIQ (Conflict of Interest 
Questionnaire).  
 

(b) The CIQ form must be filed within seven days of beginning contract negotiations, or submitting an 
application, bid, response to a request for proposal, correspondence, or other writing related to a 
potential agreement with the college.  
 

(c) If part of an RFP, CIQ forms should be returned with the vendor’s bid proposal.   
 

Vendors are required to download the CIQ form from the College’s website, then complete the form and return 
it with the proposal submittal.  https://www.tjc.edu/rfp. 
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State of Texas Government Codes: (H.B. No. 89) Chapter 2270, Sec. 2270.002: A governmental entity may 
not enter into a contract with a company for goods or services unless the contract contains a written verification 
from the company that it: (1) does not boycott Israel; and (2) will not boycott Israel during the term of the 
contract.  The College requires written verification located on the Vendor Information form, that your company 
does not boycott Israel and will not boycott Israel during the term of this contract.   
 

(S.B. No. 252) Chapter 2252, Sec. 2252.152:  Prohibits a governmental entity from contracting with companies 
engaged in business with Iran, Sudan, or any known terrorist organization. The College will review the Texas 
Comptroller’s website list of companies know to have contracts with or provide supplies or services to a foreign 
terrorist organization.  
 
State of Texas Executive Order GA-48:  All public institutions of higher education shall require any company 
that submits a bid or proposal with respect to a contract for goods or services to the institution of higher 
education to certify that the company, and, if applicable, any of its holding companies or subsidiaries, is not:  
(a) Listed in Section 889 of the 2019 National Defense Authorization Act (NDAA); or (b) Listed in Section 
1260H of the 2021 NDAA; or (c) owned by the government of a country on the U.S. Department of 
Commerce’s foreign adversaries list under 15 C.F.R. 791.4; or controlled by any governing or regulatory body 
located in a country on the U.S. Department of Commerce’s foreign adversaries list under 15 C.F.R. 791.4.   
 
15 C.F.R. 791.4: 

• The People’s Republic of China, including the Hong Kong Special Administrative Region (China); 
• Republic of Cuba (Cuba); 
• Islamic Republic of Iran (Iran); 
• Democratic People’s Republic of Korea (North Korea); 
• Russian Federation (Russia); and 
• Venezuelan politician Nicolas Maduro (Maduro Regime) 

 
State of Texas Government Code 2252.908:  Awarded contractor will be responsible for complying with 
Texas Government Code 2252.908 in regards to House Bill 1295 relating to the disclosure of research, research 
sponsors, and interested parties by persons contracting with governmental entities and state agencies, which 
applies to a contract entered into after December 31, 2015.  A Texas governmental entity or state agency may 
not enter into a contract that either (1) requires an action or vote by the governing body of the entity or agency 
or (2) has a value of at least $1 million, unless the business entity submits a disclosure of interested parties to 
the governmental entity or state agency at the time the business entity submits the signed contract to the 
governmental entity or state agency.  The disclosure of interested parties must be submitted on a form 
prescribed by the Texas Ethics Commission that includes a list of each interested party for the contract of which 
the contracting business entity is aware and the signature of the authorized agent of the contracting business 
entity, acknowledging that the disclosure is made under oath and under penalty of perjury.  Not later than the 
30th day after the date the governmental entity or state agency receives a disclosure of interested parties, the 
governmental entity or state agency shall submit a copy of the disclosure to the Texas Ethics Commission.  A 
copy of the rules and Certificate of Interested Parties Form 1295 can be found at the commission’s website:  
https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm   
 
The Conflict of Interested Parties Form 1295 that your company receives from the Texas Ethics Commission, 
which has the certificate number in the upper right-hand corner, must be signed, scanned, then returned by only 
the awarded vendor. 
 
Boycotting Energy Companies Notification:  The following information is included in the terms and 
conditions of all bids, proposals and offers in accordance with applicable Texas law. Each vendor must respond 
to this section as a requirement of the law.  Pursuant to Section 2274.002 of the Texas Government Code, each 
respondent must verify it does not boycott energy companies and will not boycott energy companies during the 
term of any contract.  If respondent does not make that verification, respondent must so indicate in its response 
and state why the certification is not required.   
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 Exemption criteria includes the following: 

1. Company employs less than 10 full-time employees; AND 
2. Value of the contract is less than $100,000 
3. The term “company” does not include a sole proprietorship. 

 
“Boycott energy company” means, without an ordinary business purpose, refusing to deal with, terminating 
business activities with, or otherwise taking any action that is intended to penalize, inflict economic harm 
on, or limit commercial relations with a company because the company: (A) engages in the exploration, 
production, utilization, transportation, sale, or manufacturing of fossil fuel-based energy and does not 
commit or pledge to meet environmental standards beyond applicable federal and state law; or (B) does 
business with a company described by Paragraph (A).” 
 

Discrimination Against Firearms Entity or Trade Association:  The following information is included in the 
terms and conditions of all bids, proposals and offers in accordance with applicable Texas law. Each vendor 
must respond to this section as a requirement of the law.  Pursuant to Section 2274.002 of the Texas 
Government Code, respondent is required to make a verification it (1) does not have a practice, policy, 
guidance, or directive that discriminates against a firearm entity or firearm trade association, and (2) will not 
discriminate during the term of the contract against a firearm entity or firearm trade association.  If respondent 
does not make that verification, respondent must so indicate in its response and state why the verification is not 
required. 
 
 Exemption criteria includes the following: 

1. Company employs less than 10 full-time employees; AND 
2. Value of the contract is less than $100,000  

 
“Discriminate against a firearm entity or firearm trade association:” means (A) with respect to the entity or 
association, to: (i) refuse to engage in the trade of goods or services with the entity or association based 
solely on its status as a firearm entity or firearm trade association; (ii) refrain from continuing an existing 
business relationship with the entity or association based solely on its status as a firearm entity or firearm 
trade association; or (iii) terminate an existing business relationship with the entity or association based 
solely on its status as a firearm entity or firearm trade association; and (B) does not include: (i) the 
established policies of a merchant, retail seller, or platform that restricts or prohibits the listing or selling of 
ammunition, firearms, or firearm accessories; and (ii) a company’s refusal to engage in the trade of any 
goods or services, decision to refrain from continuing an existing business relationship, or decision to 
terminate an existing business relationship: (aa) to comply with federal, state, or local law, policy, or 
regulations or a directive by a regulatory agency; or (bb) for any traditional business reason that is specific 
to the customer or potential customer and not based solely on an entity’s or association’s status as a firearm 
entity or firearm trade association.” 

 
Taxpayer Identification Number: As a business, Federal income tax law requires us to report certain 
payments we make to you if you are not exempted from this reporting responsibility. In order for us to properly 
meet the federal tax law requirements, TJC requires you to complete the Request for Taxpayer Identification 
Number (W-9) form. Please complete the information on the form and return with your bid. 
 
Reasonable Care: Contractors agree to use reasonable care at all times while on the property taking care not to 
damage buildings, etc.  Any property noticed to be damaged on day of services, if witnessed, will be the 
contractor’s responsibility to repair or replace to the satisfaction of the College.  
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RFP CHECKLIST  
 

What must be returned with your submittal:   

Please make sure ALL pages that are to be returned with your submittal have been fully completed and legibly 
filled out and signed where applicable.  

1. Cover Letter 
2. Information Required from Respondent 
3. Vendor Information Form 
4. Vendor Certification Form 
5. Conflict of Interest (CIQ) Form (Ref. Vendor Certification Form #2) 
6. Your company’s W-9  
7. Reference Sheet 
8. Proposal and Pricing Information 
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VENDOR INFORMATION 
 

Please type or print legibly 
Company Name: _______________________________________________________________________ 

Mailing Address: _______________________________________________________________________ 

City: ____________________________ State: __________________________ Zip: __________________ 

Phone: _____________ Fax: _______________________ E-mail: _________________________________ 

Representative assigned to TJC account: ______________________________________________________ 

• At College’s request, Vendor has and can provide evidence of all necessary licenses and experience?             
___Yes / ___No    
 

• Vendor has insurance as requested and will provide a Certificate of Liability Insurance? ___Yes / ___No 
 

• Vendor agrees to comply with all terms, conditions and specifications of this RFP? ___Yes / ___No 
 

• Proposal is submitted according to specifications? ___Yes / ___No 
 

• Prices quoted are guaranteed for at least one year from Board approval of award?  ___Yes / ___No 
 

• Where does your company prefer to receive purchase orders?  Fax ______-______-_______ and/or 

Email________________________________________________________________________ 

 
• List any Texas State or cooperative contracts your company has been awarded, if applicable. 

 
 ____________________________________________________________________________ 
 

List any additional discounts or fees that may be applicable to items included in this quotation.  The 
applicability of any additional fees must be indicated with the price of each item or services for which the 
fee is applicable. Include additional page, if necessary.   
____________________________________________________________________________________                                            
____________________________________________________________________________________ 

 
______________________________               _____________________________ 
Name of Officer or Representative         Signature 
 
______________________________                _____________________________ 
Title of Officer or Representative              Date 
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VENDOR CERTIFICATION FORM 
 

1. State of Texas Government Code 2252.908 (Certificate of Interested Parties Form 1295):  Successful bidders awarded 
contracts that are valued at $50,000.00 or more are required by state law to go to the Texas Ethics Commission website and create 
a login and complete the required Certificate of Interested Parties Form 1295.  Once the complete form has been signed, the 
Certificate of Interested Parties Form 1295 must be notarized and submitted to Tyler Junior College Purchasing Department’s 
designated staff member listed in the solicitation.  This will be required if you are awarded a contract.  

 

 Texas Ethics Commission Website: https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm  
 

2. Conflict of Interest Questionnaire:  Respondents submitting a response to this solicitation must comply with applicable laws, 
ordinances and regulations including the State of Texas “Local Government Code Chapter 176”.  As applicable, the person 
submitting a response to this solicitation must complete and submit a Conflict of Interest Questionnaire form CIQ, in a formation 
approved the Texas Ethics Commission.  The form must be downloaded, completed and returned with this solicitation.  A 
copy of the form can be found on the TJC website:  https://www.tjc.edu/rfp 
 

3. Felony Conviction Notification:  Company owner/operator has not been convicted of a felony, except as indicated on a separate 
attachment to this proposal, in accordance with sec. 44.034, Texas Education Code.  

 
4. Boycotting Energy Companies Notification:  Company owner/operator verifies respondent does not boycott energy companies 

and will not boycott energy companies during the term of any ensuing contract, or is exempt: 
a. Exemption claimed:  _______________________________________________________________________ 
 

5. Discrimination Against Firearms Entity or Trade Association:  Company owner/operator verifies respondent (1) does not 
have a practice, policy, guidance, or directive the discriminates against a firearm entity or firearm trade association and (2) will 
not discriminate during the term of the contract against a firearm entity or firearm trade association, or is exempt: 

a. Exemption claimed:  _______________________________________________________________________ 
 

6. Texas Government Code 2270 (Texas House Bill 89 and Texas Senate Bill 252):  By signing this document, Vendor/Company 
declares under penalty of perjury to be true and correct that my company (1) does not boycott Israel; and (2) will not boycott 
Israel during the term of this contract or it’s renewals; and does not contract with companies engaged in business with Iran, 
Sudan, or Terrorist Organizations. 

7. State of Texas Executive Order GA48:  By signing this document, Vendor/Company declares under penalty of perjury to be 
true and correct that Vendor or any holding companies or subsidiaries is not: (a) Listed in Section 889 of the 2019 National 
Defense Authorization Act (NDAA); or (b) Listed in Section 1260H of the 2021 NDAA; or (c) owned by the government of a 
country on the U.S. Department of Commerce’s foreign adversaries list under 15 C.F.R. 791.4; or controlled by any governing or 
regulatory body located in a country on the U.S. Department of Commerce’s foreign adversaries list under 15 C.F.R. 791.4.  
Vendor further certifies that it does not engage in any contractual, business, or operational activities that would otherwise grant 
access, control, or influence to an entity meeting any of the above-listed criteria.   

8. Delinquent Franchise Taxes:  Vendor/Company certifies that its franchise taxes are current. If the corporation is exempt from 
payment of franchise taxes or is an out-of-state corporation not subject to Texas Franchise Tax, it shall certify to that effect.  

_______ I certify, the Corporation is exempt from payment of franchise taxes or is an out-of-state corporation. 
 _______ I certify, there is not delinquent Texas franchise tax pending against the corporation.  
 _______ I certify, there is delinquent Texas franchise taxes pending against the corporation. 
 

9. Texas Resident Information: Chapter 2252, Subchapter A, of the Texas Government Code, establishes certain requirements 
applicable to proposers who are not Texas Residents.  Under the Statute, a “Resident” vendor is one whose principal place of 
business is in Texas, including one whose ultimate parent company or majority owner has its principal place of business in Texas 
and employs at least 500 persons in the State of Texas:  
 

Location of Principal Place of Business (City/State) and or Number of employees based in Texas:   
City/State: ___________________________________________     Number of Employees that reside in Texas: _______ 
 

10. Debarment Certification:  Vendor certifies neither the owner or principal owner has been debarred, suspended or otherwise 
made ineligible for participation in Federal Assistance programs under Executive Order 12549 “Debarment and Suspension” as 
described in the Federal Register and Rules and Regulations:  

Page 21 of 44RFP #25-08

https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm
https://www.tjc.edu/rfp


______No, Vendor is not currently debarred, suspended or otherwise ineligible.  
______Yes, Vendor is currently debarred, suspended or otherwise ineligible.  
 

11. Addenda Acknowledgement:  Vendor acknowledges receipt of and has reviewed (insert number) ______ addenda that have 
been issued and made a part of this RFP.  

 
VENDOR CERTIFICATION: The undersigned, on behalf of vendor, certifies that this proposal is made without previous 
understanding, agreement or connection with any person, firm, or corporation submitting a proposal on the same specifications, and is 
in all respects fair and without collusion, fraud or unlawful acts.  Vendor hereby acknowledges that it is unlawful to offer, give, agree 
to give to any person, or solicit, demand, accept, or agree to accept from another person, a bribe, or unlawful gift, benefit, advantage, 
gratuity, payment, or an offer of employment in connection with or arising from this sealed solicitation or subsequent contract.  
Vendor certifies that no relationship, whether by relative, business associate, capital funding agreement, or by any other such kinship 
exists between respondent and TJC.   
 
Vendor represents and warrants that respondent has the necessary experience, knowledge, abilities, skills and resources to 
satisfactorily perform the terms, conditions and requirements of the RFP.   
 

Vendor declares under penalty of perjury all of the above to be true and correct.  If at any time during the term of the contract, Vendor 
becomes aware of any change in the information contained in this certification, it shall immediately notify TJC Purchasing 
Department.  The contract may be subject to termination if deemed necessary by the College.  It is further certified that the person 
whose signature appears below is legally and duly authorized to execute this contract and empowered to bind the Company in whose 
name the solicitation is entered. 
 
Submitted this _______ day of ______________________, 2025 by and for the company identified as follows:  
 
Company Name: __________________________________________________________________________________  
 
Signature: ____________________________________ Printed Name: _______________________________________ 
 
Title:  _________________________________________ 
 
Email: _________________________________________ 
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REFERENCE FORM 
 

PLEASE TYPE OR ATTACH YOUR REFERENCE LIST HERE: (Include any educational entities you 
have done business with.  Use additional sheets if necessary.) 
 

Company Name  

Contact Person Name & Title  

Email Address  

Phone Number  

Dates & Types of Services  
 

Company Name  

Contact Person Name & Title  

Email Address  

Phone Number  

Dates & Types of Services  
 

Company Name  

Contact Person Name & Title  

Email Address  

Phone Number  

Dates & Types of Services  
 

Company Name  

Contact Person Name & Title  

Email Address  

Phone Number  

Dates & Types of Services  
 

Company Name  

Contact Person Name & Title  

Email Address  

Phone Number  

Dates & Types of Services  
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Workers’ Compensation Pricing Worksheet 

 
Fully-Funded Plan 

 
 Rates  Contribution/Premium 

7380: Bus Drivers N/A  $ N/A 

8810: Clerical   $ 

8868: Professional   $ 

9101: All Others   $ 

Total Cost:      $ 
  
                               

Aggregate Deductible Plan 
 

Fixed Cost /Admin Fee: $ 

Aggregate Claims Liability:  $ 

Total Maximum Liability: $ 
 

 
 

Alternative Option 
 

Description of Plan:  

 

Fees: $ 

Total Cost: $ 
 

 
 
 Respectfully submitted,  
 
      Proposer: ____________________________ 
 
 

By:  ___________________________  
               (Authorized Signature for Proposer)  

 
Name:  _________________________  
 
Title:  __________________________  
 
Email:  ________________________ 
 

  Date:  _____________________ 
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Underwriting Information 

Payroll Summary 
 

Payroll Information By Fund Year and Classification Code 
 
 
Fund Year 
 

 
Bus 
Drivers 
7380 

 
Clerical 
8810 

 
Professional 
8868 

 
All Others 
9101 

 
Total Annual 
Payroll 

      
2024/25     
(non-audited) N/A $3,183,062.00 $42,418,928.00 $1,892,218.00 $47,494,208.00 
2023/24 
(audited) N/A $3,146,181.54 $41,964,099.70 $1,868,856.91 $46,979,088.15 
2022/23 
(audited) N/A $2,927,158.71 $41,337,517.03 $1,353,456.24 $45,618,131.09 
2021/22 
(audited) N/A $3,304,848.18 $37,407,972.43 $1,730,506.31 $42,443,326.92 
2020/21 
(audited) N/A $3,613,224.59 $37,651,079.25 $1,880,357.92 $43,144,661.76 
2019/20 
(audited) N/A $3,838,250.09 $36,560,600.65 $1,662,171.24 $42,061,021.98 
      

 
 
Estimated annual payroll for the 9/1/2025-2026 policy term: 
 

State Code Description 2025-2026 Payroll 
Estimates 

# of Employees 

TX 8868 School:  Professional Employees $42,848,038 900 
TX 8810 Clerical Office Employees NOC $3,220,433 393 
TX 9101 College:  All Other Employees & Drivers $1,915,870 50 
LA 8868 School:   Professional Employees $13,768 1 
AR 8868 School:  Professional Employees $17,020 1 
CO 8868 School:  Professional Employees   

 
 
Annual cost of the workers’ compensation insurance for the past five (5) years: 
 

Policy Term Estimated or Audited Premium 
  
2024-2025 $60,179 
2023-2024 $55,004 
2022-2023 $51,105 
2021-2022 $59,725 
2020-2021 $53,557 
2019-2020 $52,700 
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Additional Information: 
 
 
• TJC cannot break down employees by campus.  The total number of full-time and part-time employees at 

this time is approximately 1200.  
• TJC does not provide group transportation on a regular basis.  Occasionally a group may travel together to 

a location for a specific event. 
• TJC does not require pre-employment physicals.  
• TJC does use volunteer labor, mainly in the form of volunteer coaches, but there are a few other instances. 
• TJC does an annual driver’s license check on any employee requesting to use a fleet vehicle or drive in the 

course and scope of their employment.  We do not have a formal driver training in place except for use of an 
15-passenger van and golf carts. 

• This RFP is for all TJC campus locations, including Lindale, Jacksonville, and Rusk, along with remote 
adjunct employees. We have remote adjunct employees Tennessee (1), Florida (1), Louisiana (1), Arkansas 
(2), Wyoming (1), and Colorado (1).   

• The TJC Foundation is not included in this RFP.  The Foundation does not have employees.  Administrative 
services are provided by TJC employees. 

• The TJC contact person for handling claims, updated payroll information, and audits would be an employee 
of the College in Human Resources.   

• Law enforcement payroll is included in 9101 College: All Other Employees.  The 24/25 total payroll for all 
campus police personnel is $973,463. The 25/26 estimated law enforcement payroll is $985,632.  

• The College has a formal safety program in place.  TJC Campus Police and Risk Management, Emergency 
Preparedness and Institutional Safety departments manage a safety program that includes a dedicated 24-
hour police presence on campus, cell phone emergency alert notifications, parking management, crisis 
management, emergency procedures, and other campus safety resources.  

• There is no aircraft or watercraft exposure.   
• TJC cannot provide an employee count by location.  We have two campuses with greater than 200 

employees:  TJC Main Campus and TJC West Campus.   
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