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SWC# 310 Employee Service Awards
Contract Information and Usage Instructions

Contract Period: This is a two (2) year contract (September 1, 2015 - August 31, 2017) with three (3) annual options to renew for one (1) year each. The contract was competitively bid and was awarded to one (1) vendor, Southern Trophy. 
Summary/Background Information: This is a statewide contract for Employee Service Awards. Longevity is recognized in five (5) year increments beginning at five (5) years of service through sixty-five (65) years of service. Employees recognized for five to twenty-five (5-25) years of service will receive a framed award certificate while employees recognized for thirty to sixty-five (30-65) years will receive an engraved plaque. In addition, each employee will receive one (1) item of his or her choosing from the assortment available at or below their longevity milestone. Selecting an item above your longevity milestone is not permitted. 
State Contact Information

CPO Contract Administrator:

Maggie Wilson
Category Specialist

Central Procurement Office
Tennessee Tower, 3rd Floor

312 Rosa L. Parks Ave., Nashville, TN 37243
(615) 741-1170 (Office)
(615) 741-0684 (Fax)
Maggie.wilson@tn.gov
DOHR State Contacts:
Herman Smith 

Assistant Director/HR Program Manager  

Employee Relations 

James K. Polk Building, 1st Floor

505 Deaderick St., Nashville, TN 37243

(615) 770-1185 (Office)

herman.smith@tn.gov
Vendor Contact Information:
Company Name: 



Southern Trophy
Edison Contract Number:


47387
Vendor Number:



1100
Vendor Contact Names and Titles:
Wilson Brim, Vice President and
Cher Castro, Business Manager
Phone Number(s) of Contact(s):

(615) 256-7295 (General)

(615) 256-7295 ext.110 (Office)






(615) 242-9595 (Fax)

Email Address of Contact(s):  
Wilsonb@southerntrophy.com and Cherm@southerntrophy.com
Mailing Address of Contact(s):

2705 Nolensville Pike 

Nashville, TN 37211
Website:




southerntrophy.com
Emergency Call Procedures:  N/A
Contract Detail and Usage Instructions:

Minimum Order:  There is no minimum order amount and there is no minimum order quantity under this Contract. (Special Terms of the Contract, Section 38, “Minimum Order,” p.15)
Substitutions:  In the event that an awarded item is no longer being manufactured or is replaced by a functionally equivalent item with superior technological features to the item being replaced, Contractor may offer a substitute item (“Substitute”). The Substitute shall: (a) meet or exceed the functional, technical, and performance characteristics of the item being replaced; (b) not exceed the cost of the item being replaced by more than ten percent (10%); and (c) be available for order on the date Contractor requests to make the substitution. Contractor shall not make any substitutions for awarded items without the State’s prior, written approval.   Contractor shall submit any proposed substitutions to the Central Procurement Office and include sufficient information to show that criteria (a) – (c) above are met.  The Central Procurement Office may request sample Substitutes for inspection or testing. (Special Terms of the Contract, Section 15, “Substitute Items Offered by the Contractor,” p.10)
Damaged or Defective Goods: The State shall have the right to inspect all goods or services provided by Contractor under this Contract.  If, upon inspection, the State determines that the goods or services are Defective, the State shall notify Contractor, and Contractor shall re-deliver the goods or provide the services at no additional cost to the State. If after a period of thirty (30) days following delivery of goods or performance of services the State does not provide a notice of any Defects, the goods or services shall be deemed to have been accepted by the State. (Special Terms of the Contract, Section 16, “Inspection and Acceptance,” p.10)
Warranty: Contractor represents and warrants that the term of the warranty (“Warranty Period”) shall be the greater of the Term of this Contract or any other warranty offered by Contractor, its suppliers or manufacturers. The goods or services provided under this Contract shall conform to the terms and conditions of this Contract throughout the Warranty Period.  Any nonconformance of the goods or services to the terms and conditions of this Contract shall constitute a “Defect” and shall be considered “Defective.”  If Contractor receives notice of a Defect during the Warranty Period, then Contractor shall correct the Defect, at no additional charge. Contractor represents and warrants that all goods or services provided under this Contract shall be provided in a timely and professional manner, by qualified and skilled individuals, in conformity with standards generally accepted in Contractor’s industry.  

If Contractor fails to provide the goods or services as warranted, then Contractor will re-provide the goods or services at no additional charge.  If Contractor is unable or unwilling to re-provide the goods or services as warranted, then the State shall be entitled to recover the fees paid to Contractor for the Defective goods or services. (Special Terms of the Contract, Section 32, “Warranty,” p.14)
Edison Service Awards Query Instructions: Query TN_HR15_SERVICE_AWARDS should be run to obtain the names of employees eligible for a service award. The query prompts for an effective date, which can be entered for the current month or any previous month, to retrieve an employee’s months of service and eligibility for an award as of the date entered.

You may run this query at any time but you should always enter the first day of a month (e.g. 10/01/2013, 11/01/2013) in the prompt field to obtain consistency in service months. This query projects employee who will be eligible to receive service awards within a 15-month time span, based upon the effective date selected on the prompt. For example, if you run the query in September using a 9/1/2013 effective date, you will obtain results for October, November and December 2013 plus all the months in calendar year 2014.
*Please note that this Query is only available to individuals with HR role mapping in Edison. 
Requisition and Purchase Order Generation:

For information on how to create a requisition and/or purchase order please click on the “Agency Upgrade User Guide” link on the following page: http://tn.gov/generalservices/article/agency-reference-material. 

Billing and Payment Instructions:

Delivery Term: FOB Destination within thirty (30) days of receipt of PO.
Payment and Invoicing Terms: NET 30 beginning when the State is in receipt of an undisputed invoice that meets the minimum requirements as set forth in the Special Terms of the Contract, Section 25, “Invoice Requirements,” pp.12-13. A payment by the State shall not prejudice the State's right to object to or question any payment, invoice, or other matter.  A payment by the State shall not be construed as acceptance of goods delivered, any part of the services provided, or as approval of any amount invoiced.  
Invoice Reductions: The Contractor's invoice shall be subject to reduction for amounts included in any invoice or payment that is determined by the State, on the basis of audits conducted in accordance with this Contract, to not constitute proper compensation for goods delivered or services provided. (Special Terms of the Contract, Section 27, “Invoice Reductions,” p.13)
Asset and Inventory Management: N/A
Employee Service Award Items and Additional Information: Please visit DOHR’s website for the most up to date information about the items available along with pictures for each longevity milestone. Additional information about the contract has been provided in the attachments below.
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EMPLOYEE SERVICE AWARDS PROGRAM 


Coordinator Resources and Tools  


Service Awards Query Instructions  


 


To obtain a list of employees eligible for service awards in your agency, please run query 


TN_HR15_SERVICE_AWARDS. This query prompts for an effective date, which can be entered 


for the current month or any previous month, to retrieve an employee’s months of service and 


eligibility for an award as of the date entered. You may run this query at any time but you 


should always enter the first day of a month (e.g. 10/01/2015, 11/01/2015) in the prompt field 


to obtain consistency in service months. This query projects the employees who will be eligible 


to receive service awards within a 15-month time span, based upon the effective date selected 


on the prompt. Remember, employee records in your department or institution will need to be 


reviewed due to transfers, reappointments, etc., to determine employee eligibility in some 


situations. 


 


Certificate Program 


 


The service awards program for printing employees’ certificates is provided to all agencies 


upon request. Please send an email to Herman.Smith@tn.gov to obtain a copy of the program 


with detailed instructions for downloading and using the program. You may order the 


certificate paper for creating all service award certificates through the Department of General 


Services’ Warehousing and Distribution Division using the Edison Item Number 1000080580. 


 


How to Order Awards 


 


1. Run Edison query to generate a list of all employees eligible for a service awards in your 


agency.  


2. Contact all eligible employees to inform them of their service milestone, and how to view 


awards for selection.  


3. Once employees have chosen awards, compile the information and complete the order on 


a Purchase Requisition Form. 


4. Send the form to the procurement officer in your agency to place the order.  


 


If there are any questions, please contact the Department of Human Resources, Employee 


Relations Division at 615-741-1646.  
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EMPLOYEE SERVICE AWARD PROGRAM 


Service Award Coordinator Frequently Asked Questions 
 


How long does the current service award contract last? 


The contract is effective from September 1, 2015 – August 31, 2017. After that time period, the contract may be 


extended up to three years.   


Can employees who are not eligible for a service award purchase the items on contract? 


Whether an employee is eligible or not eligible for a service award, employees cannot purchase items on 


contract. All service award items must be purchased through their respective department/division 


representative. 


Can an agency purchase items from the service award contract for recognition that isn’t related to the 


service award program? 


Items that are service awards cannot be used for other recognition. However, since the service award contract 


has additional items that are not used for service awards they may be purchased for other recognition, i.e. 


plaques and certificate frames.   


 


Can items no longer on the service awards contract be purchased by an agency as a service award?  


Items not on the current contract that have been discontinued or replaced are no longer considered service 


award items. Therefore, if purchased, the participating agency would still submit a request for an award from 


the current contract for the employee’s service milestone. To view the current items available, visit the website 


at http://www.tn.gov/hr/topic/service-awards. 


 


How do I receive the certificate program? 


The service awards program for printing employees’ certificates is provided to all agencies upon request. Please 


send an email to Herman.Smith@tn.gov to obtain a copy of the program with detailed instructions for 


downloading and using the program. You may order the certificate paper for creating all service award 


certificates through the Department of General Services’ Warehousing and Distribution Division using the 


Edison Item Number 1000080580. 


 


Are certificates mandatory with each service award? 


Yes. Every eligible employee, regardless of milestone will receive a certificate. Every service award certificate 


must be created using the certificate program.  


 


Does my agency have to purchase certificate frames? 


No. Certificate frames are purchased at the budgetary discretion of the agency. The recommended certificate 


frame is shown on the DOHR Service Awards website at http://tn.gov/hr/article/hr-service-awards-plaque-


frame.  


 


Can employees receive service awards from milestone years earlier than their current milestone?  


Yes. Example: If an employee is eligible for a 25 year milestone, the employee can chose an award from 


milestones 5-25. It should be noted that many service awards do not have the years of service on them so that 


employees have the opportunity to choose from a larger selection.  



http://www.tn.gov/hr/topic/service-awards
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Do all service awards have the years of service on them? 


No. We wanted employees to not only have the ability to choose service awards not only in their respective year 


of service, but also have greater selection availability from prior years. If the service award items had milestone 


year on them, employees would not have this ability. 


Do employees have the ability to personalize items? 


Items that can be personalized will be indicated on the brochure or website. If the service award’s description 


does not state how the item can be personalized, then it cannot be. Most items will display the state seal.  


 


What happens if an employee loses or breaks their award? 


Replacing a service award that is broken or lost is at the discretion of the agency. The agency can make that 


decision based upon budgetary limitations.  


 


What’s different with the Service Award Program? 


  1.  There’s a bigger selection of available items for employees. 


  2.  Lifestyle items have been added to the selection. 


  3.  New certificate frame (one per employee for service lifetime). 


  4.  New cherry wood plaque for employees with 30 years and above milestones.  


  5.  Improved selection structure.  


  6.  Printable service award brochures for each service milestone. 


 


How to place orders for service awards?  


1. Run Edison query TN_HR15_SERVICE_AWARDS to generate a list of all employees eligible for service awards in 


your agency.  


2. Contact all eligible employees to inform them of their service milestone and how to view awards for 


selection.  


3. Once employees have chosen awards, compile the information and complete the order on a Purchase 


Requisition Form. 


4. Send the form to the procurement officer in your agency to place the order. 


 


How do I obtain a list of eligible employees for my agency? 


To obtain a list of employees eligible for service awards in your agency, please run query 


TN_HR15_SERVICE_AWARDS. This query prompts for an effective date, which can be entered for the current 


month or any previous month, to retrieve an employee’s months of service and eligibility for an award as of the 


date entered.  


 


You may run this query at any time but you should always enter the first day of a month (e.g. 10/01/2015, 


11/01/2015) in the prompt field to obtain consistency in service months. This query projects the employees who 


will be eligible to receive service awards within a 15-month time span, based upon the effective date selected 


on the prompt. Remember, employee records in your department or institution will need to be reviewed due to 


transfers, reappointments, etc., to determine employee eligibility in some situations. 


 






