
INFORMAL 
REQUEST FOR PROPOSALS 

CHESTERFIELD COUNTY PROCUREMENT DEPARTMENT 
9901 LORI ROAD, P. O. BOX 51 

CHESTERFIELD, VIRGINIA 23832-0001 
                                                 

INFORMAL REQUEST FOR PROPOSALS NUMBER:  IRFP21000072 
TITLE:  Administration of Court Accounts 

ISSUED:  September 2, 2020 
   
Proposals are being requested to provide administration services of court accounts established by the Chesterfield County 
Circuit Court Clerk’s Office.  Proposals shall be returned no later than 2:00 p.m., October 2, 2020.  
 
INQUIRIES:  Any questions which may arise as a result of this solicitation may be addressed to April L. Cone, Senior 
Contract Officer, at (804) 748-1834, or by email to ConeA@chesterfield.gov .  Contact initiated by an offeror concerning this 
solicitation with any other County representative, not expressly authorized elsewhere in this document, is prohibited.  Any 
such unauthorized contact may result in disqualification of the offeror from this transaction. 
 
This Informal Request for Proposals, signed by an individual who has authority to bind the partnership or corporation, shall 
be considered an offer on the part of the offeror and shall be deemed accepted upon approval by the Chesterfield County 
Procurement Department. 
 
My signature below certifies that: 
• I agree to abide by all conditions of this Proposal and that I am authorized to sign this Proposal. 
• The accompanying proposal is not the result of, or affected by, any unlawful act of collusion with another person or 

company engaged in the same line of business or commerce, or any act of fraud punishable under Title 18.2, Chapter 
12, 498.4 of the Code of Virginia, 1950 as amended.  Furthermore, I understand that fraud and unlawful collusion are 
crimes under the Virginia Governmental Frauds Act, the Virginia Government Bid Rigging Act, the Virginia Antitrust Act, 
and Federal Law, and can result in fines, prison sentences, and civil damage awards. 

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

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

PLEASE COMPLETE THE FOLLOWING INFORMATION: 
 
Complete Legal Name of Firm: _________________________________________________________________  
 
Address:____________________________________________________________________________________ 
 
 ____________________________________________________________________________________ 
 
Federal Tax ID Number:_______________________________________________________________________ 
 
Signature of Authorized Representative:_________________________________________________________ 
 
Typed Name and Title:________________________________________________________________________ 
 
Please provide the primary contact person for questions and concerns relative to this project: 
 
Contact Name and Title:_______________________________________________________________________ 
 
Phone: (____)_______________ Fax: (____)________________ Email: ______________________ 
 
We hereby provide the following information to Chesterfield County regarding our business.  We understand that 
it is provided for statistical purposes only and all firms submitting proposals will receive equal consideration. 
 
Minority-Owned Business: YES  NO   Chesterfield Business: YES  NO  

Women-Owned Business: YES  NO  Small Business YES  NO  

Service Disabled Veteran-Owned Business: YES  NO  

mailto:ConeA@chesterfield.gov
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I. PURPOSE 
 
 Chesterfield County is seeking proposals from qualified firms to provide financial services necessary for 

the administration of trust, equity and condemnation accounts for the Chesterfield County Clerk of the 
Circuit Court (herein referred to as "the Clerk"). It is the desire of Chesterfield County and the Clerk to (a) 
earn beneficiaries of court funds the highest possible rate of return on investment without jeopardizing 
safety of principal; (b) simplify the accounting of court fund accounts; and (c) ensure proper fiscal controls 
on accounts, all at no direct charge to the County. 

 
II. BACKGROUND 
 
 A. Trust, equity, and condemnation funds (hereinafter referred to as "court funds") can be held by 

any of the 120 circuit courts in Virginia. Funds are maintained pursuant to statute and/or court 
order. 

  
 B. In Chesterfield County, court funds are administered by the Clerk of the Circuit Court. At the 

present time, the Clerk is holding approximately $4.2 million in court funds. The amount held is 
always subject to change depending upon the frequency of disbursements and the receipt of new 
accounts. 

 
 C. External control of court funds administered by the Clerk of the Circuit Court is primarily exercised 

through audits conducted by the State Auditor of Public Accounts. In addition, the Clerk must 
make an annual report of trust funds to the Circuit Court judges. 

 
III. SCOPE OF SERVICES 
 
 A. Financial Institution’s/Contractor's Responsibilities: 
 
  The Financial Institution/Contractor should perform, at minimum, the following Account 

 Services: 
 
  1. Earn beneficiaries of court funds the highest rate of return on investment possible  

  without jeopardizing the safety of principal while investing them in deposits (e.g.,   
  certificates of deposit, time deposits) held pursuant to the Virginia Security for Public  
  Deposits Act or in legal investments authorized for public funds in accordance with the  
  provisions of Chapter 44 (§ 2.2-4400 et seq.) of Title 2.2 of the Code of Virginia, (1950),  
  as amended. 

 
  2. Provide notice of changes in interest rates to the Clerk within two (2) business days of  

  such changes taking effect. 
 
  3. Maintain individual accounts and account records for each beneficiary that (a) easily  

  identifies each beneficiary and each beneficiary's interest earned; (b) earns and accrues  
  income daily and posts monthly or when a beneficiary's account is closed. 

 
  4. Create an additional account entitled "Circuit Court Processing Fees" for the Clerk's fees 

  charged against trust fund accounts. Invest and report funds in this account consistent  
  with the manner in which other individual trust fund accounts are handled. 

 
  5. Create a Clerk's clearing account to which beneficiary funds can be transferred for  

  disbursement by the Clerk's Office. 
 
  6. Accept written authorization from the Clerk's Authorized Representative for account  

  openings, closings, additions, partial withdrawals and accept E-mail authorization from  
  the Clerk's Authorized Representative for all other account changes. 

 



6/29/2016; rev. 3/20/2017,10/25/2018 - 3 - 

   
  
  7. Make available for withdrawal, upon request, daily account balances to include all interest 

  income earned through the date requested; allow accounts to be closed in the middle of  
  the month and include principal and all interest earned up to the closing date in the final  
  transfer/disbursement amount. 

  
  8. Provide the Clerk with a separate monthly report for trust, equity, and condemnation  

  accounts, with detailed transactions (e.g., beginning balances, deposits, interest earned, 
  withdrawals, clerk's fees, etc.) for each beneficiary in electronic format or hard copy.  
  Provide interest data at the end of each month in an electronic format that is   
  compatible with Earned Interest software provided by the Supreme Court of Virginia. 

  
  9. As appropriate, prepare an annual interest earned statement (1099-INT) for each account 

  and forward same to the account holder on file or to the Clerk if the account holder's  
  address has not been provided. On 1099, interest should be reported as "interest" and not 
  "dividend," thereby ensuring beneficiaries that funds are deposited in risk-free investment 
  vehicles, and the account types should be listed as "trust account," "equity account," or  
  "condemnation account" as appropriate. If these specific account types cannot be listed  
  on 1099, indicate the potential account type(s) that may be listed. 

 
  10. Provide a year-to-date detailed listing of transactions for a specified account upon request 

  of the Clerk. 
 
  11. Ensure that investment balances in excess of FDIC insurance limits are properly   

  collateralized against loss in accordance with the provisions of the Code of Virginia,  
  (1950), as amended, and provide the Clerk with evidence of collateral for audit purposes. 

 
  12. Impose no penalty for early withdrawal of funds. 
 
  13. Provide electronic banking features to be used at the Clerk's discretion and not be  

  considered mandatory. 
 
  14. Provide all required reports at no direct charge to the Clerk. 
 
  15. Secure all account information in an appropriate manner to ensure the privacy of   

  identifying information for account beneficiaries and the Clerk's Authorized   
  Representatives. Firms should describe account security measures in place currently and 
  reasonably expected to be used during the term of the contract (including extensions). 

 
 B. Clerk's Responsibilities: 
 
  The Chesterfield County Circuit Court Clerk's Office will: 
 
  1. Transfer funds to the financial institution/contractor. 
 
  2. Designate a person(s) to act as Authorized Representative(s) of the Clerk. 
 
  3. Provide, as necessary, account details such as beneficiary name, address, social security 

  number, anticipated distribution date, case number, and balance. 
 
IV. INSTRUCTIONS 
 
 PROPOSAL SUBMISSION:  It is the sole responsibility of the Offeror to ensure proposal is received by 

Procurement Department personnel before the time and date indicated above.  Proposals and/or any 
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addenda pertaining thereto, received after the specified time and date will not be considered.  The 
County may request additional information at any time during the procurement process. 

 
 Proposals will be submitted by email to: ConeA@chesterfield.gov 
 
V. DETAILED PROPOSAL SUBMITTALS 

 
Offerors should include as part of their proposal response the following information at a minimum: 
 
A. Signed cover sheet and all addenda acknowledgement, if applicable. 

 
B. A detailed description of the services to be provided which addresses each of the phases listed 

in Section III, Scope of Services.  Clearly state your firm’s ability to meet or exceed the requested 
services and any alternative solutions that would benefit the County.   
 

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

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

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

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

 
G. A minimum of three references, from similar projects/contracts completed/held within the last five 

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

 
VI. GENERAL TERMS AND CONDITIONS  

 
A. In addition to the terms and conditions listed herein, this purchase is also subject to Chesterfield 

County’s terms and conditions which can be reviewed on the Procurement Department’s 
website at www.chesterfield.gov/procurement or by contacting the Chesterfield County 
Procurement Department. 

 
B. Contractor’s Authorization To Transact Business:  In accordance with Code of Virginia 

Section 2.2-4311.2, as amended, any offeror organized as a stock or nonstock corporation, 
limited liability company, business trust, or limited partnership or registered as a registered 
limited liability partnership shall be authorized to transact business in the Commonwealth as a 
domestic or foreign business entity if so required by Title 13.1 or Title 50 of the Code of Virginia, 
or as otherwise required by law. Any offeror organized or authorized to transact business in the 
Commonwealth of Virginia pursuant to Title 13.1 or Title 50 of the Code of Virginia shall include 
in its proposal the identification number issued to it by the State Corporation Commission. Any 
offeror that is not required to be authorized to transact business in the Commonwealth as a 
foreign business entity under Title 13.1 or Title 50 of the Code of Virginia, or as otherwise 
required by law, shall include in its proposal a statement describing why the offeror is not 
required to be so authorized.  This information shall be provided on Attachment A titled “Virginia 
State Corporation Commission (SCC) Registration Information”.  Failure to provide the required 
information may result in the rejection of the proposal.  The Contractor shall not allow its 
existence to lapse or its certificate of authority or registration to transact business in the 
Commonwealth of Virginia, if so required under Title 13.1 or Title 50 of the Code of Virginia, to 
be revoked or cancelled at any time during the term of the contract.  The County may void any 

mailto:ConeA@chesterfield.gov
http://www.chesterfield.gov/procurement
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contract with a Contractor if the Contractor fails to remain in compliance with the provisions of 
this section.  SEE ATTACHMENT A. 

 
VII. SPECIAL TERMS AND CONDITIONS  

A. Contract Term/Contract Renewal/Contract Extension 

 1.  Contract Term 

      The initial term of this contract shall be effective for one year from January 1, 2021 through  
      December 31, 2021.   

 2.  Contract Renewal 

      This contract may be renewed by the County for four (4) successive one-year periods under   
      the terms and conditions of the original contract.  The Rate of Return for each successive one-
      year period shall be negotiated at time of renewal; however, the minimum rate of return shall  
      be no less than that of the initial term. 

 3.  Contract Extension 

      The County has the right to extend this contract for up to one hundred eighty (180) days  
      following any term on the contract. 

B. Insurance Requirements: The Contractor and insurance company should carefully review 
the insurance requirements set forth below. The Contractor shall furnish a copy of a 
certificate of insurance in accordance with the requirements before the County will 
execute a contract.  The Contractor shall be responsible for maintaining current 
certificates of insurance on file with the County. The certificate of insurance does not 
need to accompany the proposal. 

The Contractor shall purchase and maintain in force, at his own expense, such insurance as will 
protect him and the County from claims which may arise out of or result from the Contractor's 
execution of the work, whether such execution be by himself, his employees, agents, 
subcontractors, or by anyone for whose acts any of them may be liable.  The insurance 
coverages shall be such as to fully protect the County, the Consulting Professional (if 
applicable) and the general public from any and all claims for injury and damage resulting by 
any actions on the part of the Contractor or his forces as enumerated above. 

The Contractor shall furnish insurance in satisfactory limits, and on forms and of companies that 
are acceptable to the County’s Attorney and/or Risk Management Director and shall require and 
show evidence of insurance coverages on behalf of any subcontractors (if applicable), before 
entering into any agreement to sublet any part of the work to be done under this contract.  All 
insurance carriers shall waive any and all subrogation against the County, and it shall be the 
responsibility of the Contractor/the Contractor’s insurance professional to ensure compliance 
with this requirement. 

The Contractor’s insurance coverage shall be primary and non-contributory to any program of 
insurance or self-insurance that the County may or may not have in force, and the insurance 
required hereunder shall not be interpreted to relieve the Contractor of any obligations under the 
contract.  The Contractor shall remain fully liable for all deductibles and amounts in excess of 
the coverage actually realized. 

The Contractor shall maintain during the initial term and any additional terms of this contract the 
following equivalent coverage and minimum limits: 
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1. Commercial General Liability:  $1,000,000 Combined Single Limit per occurrence.  
Coverage must be Broad Form and include Products & Completed Operations, Bodily Injury, 
Property Damage and Contractual Liability.  
 

2. Business Automobile Liability:  $1,000,000 Combined Single Limit per occurrence.  
Coverage should include all owned, hired and non-owned automobiles. 
 

3. Workers’ Compensation:  Virginia Statutory limits including Employers Liability limits of 
$100,000 each accident, $100,000 each disease-each employee, and $500,000 policy limit. 

  4.   Error and Omissions Liability in excess of Commercial General Liability and Automobile  
        Liability:  $4,000,000 per occurrence and in the aggregate. 

  5.   Banker’s Blanket Bond or Employee Dishonesty coverage:  $4,000,000 limit. 

An insurance certificate shall be provided as evidence of the required insurance.  The insurance 
certificate: 

1. Must reflect that the Commercial General Liability policy names the County of Chesterfield, 
its officers, employees and agents, as an additional insured by endorsement to the policy or 
as required by contract. 

Additional insured status applies to all work of the named insured performed on behalf of the 
County of Chesterfield for this policy period. 

2.   Must reflect that the policies are endorsed to require no less than 30 days notice of 
cancellation or other change in coverage to the County;   

3.   Must have an authorized signature; 

4.   The Certificate Holder should be listed as:  

 Chesterfield County 
c/o Procurement Department  
P.O. Box 51  
Chesterfield, VA 23832-0001 

VIII.      EVALUATION AND AWARD 

            A.         EVALUATION CRITERIA   

                        The following criteria will be utilized in the evaluation of proposals and award of the contract:  
 
1. Demonstration of the Offeror's knowledge and understanding of the rules and regulations 

outlined in the Virginia Security for Public Deposits Act and investment strategy/methods of 
investment selection. 

 
 2. Demonstration of the Offeror's experience and rate of return in handling of trust, equity, and 

condemnation accounts. 
 

3. Demonstration of the Offeror's ability to keep precise, comprehensive account records, secure 
the information of the beneficiary and County personnel to prevent fraud/misuse, accessibility 
of account managers/administrators for account servicing and other assistance. 

 
 4. Procedure for disbursement of funds. 
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 5.   Proposed rate of return. 
 

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

 
IX. PRICING SCHEDULE 
 
 Offerors should explain, in detail, their proposed rate of return.  
 
 Please provide the earnings which would be anticipated on a $100,000 account for the thirty-day period 
 of April 1 through 30, 2020. For 1099 purposes, this account is not subject to backup withholdings. 
 Earnings should be based upon your proposed rate of return and should be shown as follows:   
   
  $_______to be earned for the period of April 1 through April 30, 2020  
 
  based upon the following proposed rate of return _______________. 
  
XI. ADDENDA 

 
Any changes or supplemental instructions to this solicitation shall be in the form of written addenda. All 
addenda are downloadable from the Procurement Department web site at: 
www.chesterfield.gov/procurement.  Each offeror is responsible for obtaining all addenda posted at the 
Procurement Department website or by calling 804-748-1617.  Acknowledgement of receipt of all 
addenda shall be in the space provided below or by returning a copy of each signed 
addendum.  Failure to do so may result in rejection of the proposal.  All addenda issued shall become 
part of the solicitation and all resulting contract documents. 
 
Addendum No. ___________________        Dated ______________ 
Addendum No. ___________________        Dated ______________ 
Addendum No. ___________________        Dated ______________ 
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ATTACHMENT A - Virginia State Corporation Commission (SCC) Registration Information 

(Complete and return with proposal submission) 

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

 

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

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

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

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

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