




Optional Pre-Proposal Conference Notes 
Parking Management System      Lancaster Hall, Room 223 6/27/17 @ 1:00 p.m. 

• Optional pre-proposal conference. 

• Introductions of Longwood personnel. 

• Questions from the floor: 

o Longwood will answer questions from the Contractors in attendance that are to clarify 

where information can be found in the documents.  Other questions, depending on the 

complexity may by answered and documented by Longwood or may request that the 

question be submitted in writing by the Contractor.  All questions and responses will be 

documented and included in an addendum. 

o All other questions should be received in writing on or before 12:00 Noon on July 6, 

2017 and will be responded to in writing in an addendum. 

• Sealed Proposals are due Wednesday, July 12th at 2pm in Lancaster Hall, Room 207A. 

o If the University is closed for any reason on the date/time specified for receipt of 

proposals, proposals will be due at the same time the next business day the University is 

open. 

o Parking is difficult – please plan to arrive early if delivering your proposal. 

o If you are using a delivery service such as FedEx or UPS – they may say next day delivery, 

but that may not be by 2pm. 

o Proposals cannot be faxed to the University – there is a mailing service company 

“Midtown Mailboxes” across from the High Rise Dorms or in some cases the area hotels 

will accept faxed proposal, place it in an envelope, seal and deliver it to Longwood.  You 

should still mail/deliver the original proposal and copies to Longwood. 

o Proposals must be submitted on the forms furnished, where applicable. 

 All addenda must be acknowledged. 

 The Proposal must be complete and signed by the appropriate individual. 

 Make sure your proposal contains all the requirements set forth in Section V. 

Proposal Preparation and Submission Instructions. 

• All inquiries for information should be directed to Cathryn Mobley using the “Written Pre-

Proposal Question Form”. 

o These questions will be responded to in an addendum and posted on the eVA website, 

on the Longwood MM website, and the public posting board at the front of the Bristow 

Building. 

Attachments 

o A – Written Pre-Proposal Question Form 



o B – Small Business Subcontracting Plan 

o C – Offeror Data Sheet 

o D – Quarterly SWaM Subcontractor Expenditure Reporting Form 

o E – Longwood University 2017 Holiday and Winter Closing Schedule 

o Campus Map - Directory 
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