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MISSISSIPPI DEPARTMENT OF REVENUE
INVITATION FOR BID
TEMPORARY SERVICES


1.0 Purpose

The Department of Revenue (referred to as “DOR” or  “Department”) propose to contract with a qualified agency to procure temporary staffing for our Clinton office location and the Alcohol Beverage Control Liquor Distribution Center located in Gluckstadt, Mississippi.  Over the past years we have contracted for 60 – 150 people with varying skills, responsibilities, lengths of work assignments and rates of pay.  The work assignments have included, but are not limited to, general office, data entry, data control, mail clerk, batching, and scanning and warehouse labor.

We are tasked with promptly and efficiently providing services to the taxpayers of this state.  DOR is now soliciting bids from qualified temporary staffing agencies to fulfill our staffing needs.  All bids submitted in response to this solicitation must conform to the requirements and specifications outlined within this document and any applicable amendments.

2.0 Procurement Time Line

It is our intent to follow the schedule below in the execution of this invitation for bid; however, DOR reserves the right to amend and/or change the below schedule of events, as it deems necessary.

A.  Invitation for Bid Issue Date:			2/12/2015

B.  First Publication:					2/12/2015

C.  Second Publication:				2/19/2015		

D.  Deadline for Submission of Questions:		3/2/2015; 5:00 pm CST

E. Bid Packet Submission Deadline:			3/5/2015; 12:00 pm CST

F.  Bid Opening:					3/5/2015; 2:00 pm CST

G.  Award Notification:				3/9/2015

H.  Protest Deadline:					3/16/2015; 5:00 pm CST

I.  Projected Start Date:				7/1/2015
3.0 General Terms of Contract

The term of the contract shall be for one (1) year and will commence on July 1, 2015, and end on June 30, 2016.  At the discretion of the Department of Revenue, the duration may be extended for a period of three (3) successive one-year periods under the same price, terms and conditions as the original contract.  The total number of renewals shall not exceed three (3).



4.0 Eligibility Requirements


4.1 Qualification of Bidders

The bidder may be required before the award of any contract to show to the complete satisfaction of the DOR that it has the necessary facilities, ability and financial resources to provide the service specified therein in a satisfactory manner.  The bidder shall be required to give a past history and references in order to satisfy the DOR in regard to the bidder’s qualifications.  The DOR may make reasonable investigations deemed necessary and proper to determine the ability of the bidder to perform the work, and the bidder shall furnish to the DOR all information for this purpose that may be requested.  The DOR reserves the right to reject any bid if the evidence submitted by, or investigation of, the bidder fails to satisfy the DOR that the bidder properly qualified to carry out the obligations of the contract and to complete the work described therein.  Evaluation of the bidder’s qualifications shall include (but are not limited to):

1.  The ability, capacity, skill and financial resources to perform the work or provide the service required.

2.  The ability of the bidder to perform the work or provide the service promptly or within the time specified, without delay or interference.

3.  The character, integrity, reputation, judgment, experience and efficiency of the bidder.

	4.  The quality of performance of previous contracts or services. 


4.2 References

As part of its bid, each bidder must furnish contact information of at least four current references for contracts with their largest clients of similar size and scope of services as specified in this IFB.  “Largest client” is determined by the revenue paid by the client to the bidder over the past two year period.  Failure to list a qualifying client may result in rejection of prospective bidder’s bid.  DOR will contact these clients as references to evaluate the quality of the bidder’s past work and management capabilities. Reference information must be provided as part of the bid package submitted for consideration. 

References must report the vendor to be of good reputation in providing applicable services. Although DOR requires the provision of a minimum of four references, bidder may submit as many references as desired. References will be contacted in order listed until two references have been interviewed. No further references will be contacted; however, bidders are encouraged to submit additional references to ensure that at least two references are available for interview. The DOR staff must be able to contact two references for a bidder to be found responsible.


4.3 Business Longevity

Each bidder must have been in business a minimum of five (5) years prior to submission of its bid. Please indicate the length of time you have been in business providing professional services as specified in this IFB. Business longevity information must be provided as part of the bid package submitted for consideration.


4.4 Insurance

Prior to the start of the contract period the temporary staffing provider must provide the DOR Director of Purchasing certificates from its insurer(s) certifying they have appropriate  and comprehensive insurance covering incident(s) and/or damages arising from the provider’s provision of services arising from this contract.  Additionally, DOR shall be named as an additional insured on such required coverage.  Such insurance must include the following:

A. No less than $1,000,000.00 per occurrence Comprehensive General Liability.  The DOR shall be named as an additional insured on the policy.
B. The provider shall maintain in effect throughout the contract period workers’ compensation insurance sufficient to meet or exceed the statutory minimum requirements of the State of Mississippi covering all persons performing work under this contract. The provider shall be prepared to provide evidence of required workers’ compensation insurance upon request by DOR at any time during the contract period.

All required insurance will be endorsed to provide DOR with 30 days advance notice of cancellation or material change. Each provider must include an insurance certificate showing this coverage with its bid material or provide proof from its insurance provider that such coverage will be available if the provider is awarded the contract. The insurance company must be authorized to do business in Mississippi.  The successful bidder must submit proof of insurance within fifteen (15) days after award of the executed contract.

4.5 Registration with Mississippi Secretary of State

By submitting a bid, the bidder certifies that it is registered to do business with the Mississippi Secretary of State or, if not already registered, that it will do so within seven (7) business days of being notified by DOR that it has been awarded the contract.


5.0 Procurement Methodology

5.1 Approach

It is understood that all bids are submitted on the basis of complying with the provisions, terms and specifications set out herein, provided that you can do so under the various government rulings and directives now in effect or which may be issued during the period of the contract.  The Department reserves the right to waive minor technicalities on bid forms and specifications that can be waived or corrected without prejudice to other bidders when it is in the best interest of the Department of Revenue.  The Department reserves the right to reject any and all bids, to waive any minor informality in the bids, and, unless otherwise specified by the bidders, to accept any items on the bid.

The bidder understands that the Department of Revenue is an equal opportunity employer and maintains a policy that prohibits unlawful discrimination based on race, color, creed, sex, age, national origin, physical handicap, disability, or any other consideration.  The bidder will strictly adhere to this policy in its employment practices and provision of services.


5.2 Rules of Procurement

All formal bids shall be binding for a minimum of forty-five (45) days after opening.  If a bid is withdrawn after opening, the vendor will be removed from the list of eligible bidders for a period of six (6) months.


5.3 Procedure for Answering Questions

A. All questions concerning this Invitation for Bid or the bid process must be submitted by email to:

Tonya Davis, Director
Purchasing Division
Email: tonya.davis@dor.ms.gov

B. Questions and request for clarification must be submitted via email during normal business hours by the deadline reflected in Section 2.0, Procurement Time Line

C. All questions and answers will be published on the Mississippi Department of Revenue website (www.mdor.ms.gov) in a manner that all bidders will be able to view by the date and time reflected in Section 2.0.

D. The DOR will not be bound by any verbal or written information that is not contained within this IFB unless formally noticed and issued by the contact person.


5.4 Bid Amendment of Withdrawal

No bids shall be altered or amended after the specified time for opening bids.  If a bid is withdrawn after opening, the bidder will be removed from the list of eligible bidders for a period of six (6) months.  A bidder may withdraw a bid prior to the time set for the opening of bids by simply making a request in writing to the DOR; no explanation is required.  No partial withdrawals of a bid are permitted after the time and date set for the bid opening; only complete withdrawals are permitted.


5.5 Amendments to the Invitation for Bid

The Purchasing Division of the Department of Revenue will prepare a written response to all inquiries and post this information on the Department of Revenue website www.dor.ms.gov in a manner all bidders will be able to view.  Respondents shall rely only on this bid and any communication from the Purchasing Division of the Department of Revenue in submitting bids.  The Department of Revenue’s Purchasing Division shall not be bound by any oral communications; bidders who rely upon any oral communications regarding the Bid do so at their own risk.


5.6 Opening Procedures

Bid openings shall be conducted open to the public.  However, they will serve only to open bids.  No discussion will be entered into with any vendor/bidder as to the quality or provisions of the specifications, and no award will be made either stated or implied at the bid opening.  Although all bidders are invited and encouraged to attend the bid-opening meeting, the bids will be considered to be in the evaluation process and will not be available for review by the bidders.  Questions will not be answered as a result of telephone inquiries.



5.7 Bid Evaluation

Contracts and purchases will be made or entered into with the lowest, responsible and responsive bidder meeting specifications.  Factors to be considered in determining the lowest, responsible bidder include:

· Price
· Conformity
· Responsibility of Bidder
· Bidder’s ability to deliver as per specifications
· Reference response
· Qualified to contract with the State of Mississippi


5.8 Award Notice

The award, if made, will be by the Department of Revenue within forty-five (45) days after the bid.  After the Department of Revenue makes the award, official notification will be sent to all participating vendors.  This information will be released in written form.  The Department of Revenue will not respond to telephone calls requesting the information.  Actions taken by a bidder before the receipt of the official notification will be at the bidder’s own risk, and the Department of Revenue will not be responsible for such actions.  All awards shall be subject to approval by Personal Service Contract Review Board (PSCRB).


5.9 Right to Protest

Any actual or prospective bidder, offeror, or contractor who is aggrieved in connection with the solicitation or award of a contract may protest to the Director of Purchasing or the Commissioner of the Mississippi Department of Revenue.  The protest shall be submitted in writing within seven (7) days after notification is received.  The written protest letter shall contain an explanation of the basis of the protest.  A protest is considered submitted when received by the Director of Purchasing or Commissioner of the Mississippi Department of Revenue.  To expedite handling the protest, the envelope should be labeled “Protest”.  Protest filed after normal business hours on the seventh day will not be considered.


5.10 Partial Bids Prohibited

Bids submitted must be all or none.  Bids will not be accepted for any part of the total.



5.11 Exceptions and Deviations

Offerors taking exception to any part or section of the solicitation shall indicate such exceptions on the bid form and shall fully describe said exception.  Failure to indicate any exception will be interpreted as the offeror’s intent to comply fully with the requirements as written.  Conditional or qualified offeror’s, unless specifically allowed, shall be subject to rejection in whole or in part.



6.0 Submission Procedures

6.1 Forms to be Utilized and Submitted

Bids must be submitted on the forms furnished by DOR, or they will not be considered.  Please use the orange mailing label provided to you with the IFB to return your bids.  Letters will not be considered a part of your bid.  Facsimile transmissions will not be accepted.


6.2 Procedures for Submitting Bid


A. Each bid packet must be sealed in the envelope with the orange mailing label provided by the Purchasing Department attached in the lower left hand corner of the envelope.

B. Bids not properly marked in the lower left hand corner and opened by mail personnel prior to the bid opening will be rejected and returned to the bidder.

C. The original bid packet shall be signed and submitted in a sealed envelope or package to 500 Clinton Center Dr. Clinton, MS 39056 no later than the time indicated in section 2.0 Procurement Time Line.

D. Failure to submit a bid on the Bid Form provided will be considered cause for rejection of bid.  You may attach other sheets if the space provided is inadequate.

E. The Department of Revenue reserves the right to decide, on a case-by-case basis, whether to reject a bid with exceptions, modifications or additions outside the parameters set by this IFB, including specifications, as nonresponsive.

F. Sealed bids should be mailed or hand delivered and labeled as follows:

Mississippi Department of Revenue
Attention: Purchasing Department
Bid #________
500 Clinton Center Dr
Clinton MS 39056
SEALED BID – DO NOT OPEN

OR
	
Mississippi Department of Revenue
Attention: Purchasing Department
Bid #________
P O Box 22828
Jackson, MS 39225
SEALED BID – DO NOT OPEN


6.3 Submission Format

The bid package must be sealed and must contain the following:

A.  Bid Cover Sheet 

B. Certification to sign on behalf of the company

C. Bid Form

D. References and Business Longevity Statement – each bidder must furnish a listing of at least four (4) trade references along with the contact person, address and phone number for each.  These references must be familiar with the bidders’ abilities in the areas involved in this IFB.  The DOR will use these references to determine the bidder’s ability to perform the services.  It is the responsibility of the bidder to ensure that the reference contact information is correct and current.  DOR will not seek to correct erroneous contact information or track down references. Bidders should verify before submitting their bid that contact information is current for each reference.  DOR must be able to contact two references for a bidder to be considered responsive.

E. Acknowledgement of amendments 

F. Secretary of State Acknowledgement




7.0 DOR Responsibilities

·  Provide specific information about required education, skills and hourly rate of pay

· Provide information on the projected length of the work assignment

· Provide daily supervision of Temporary Services Provider’s employee

· Provide a copy of all policies and procedures by which the employee is to abide by

· Provide timely payment for services rendered


8.0 Temporary Service Provider Responsibilities

· Provide qualified and competent staffing within two weeks of the DOR’s order

· Provide qualified and competent replacement staffing within two work days of the DOR’s request

· Administer appropriate skills tests with results provided to the DOR

· Perform a criminal investigation on every individual before placement with the DOR.  Written confirmation/results of such check shall be provided to the DOR prior to staff placement.

· Perform a substance abuse test with no individual sent to the DOR who had positive results.  Confirmation of negative results shall be provided to the DOR prior to staff placement

· Perform employment reference checks to validate application information

· Provide to the DOR a copy of the signed DOR policy statements on which the individual certifies he/she is in compliance with all tax, tag and title laws and understands the confidential nature of DOR information

· Provide to the DOR a copy of the individual’s application for employment

· Maintain accurate quality control records including the disposition of all complaints and allow inspection of said record when requested by the DOR

· Allow for movement of an individual from contractual status to a DOR position after 6 weeks of employment with Temporary Service Provider with no fee to the DOR

· Handle disciplinary matters promptly

· Provide itemized invoices weekly to the DOR

· Allow for faxing or electronic submission of authorized time records from individuals and/or the individual’s supervisor for payroll purposes

· Provide direct deposit and/or mailing of checks directly to contractual staff


9.0   Characteristics of Work

There are several essential functions a temporary employee may be utilized.  There are warehouse duties as well as clerical duties.  Some of the clerical duties include, but are not limited to, reviewing information for correctness, answering the telephone, assisting an administrative superior or various clerical or administrative functions.  Warehouse clerks handle stock in the warehouse.  Responsibilities include receiving, storing, sorting, stocking and shipping various items.  Additional duties involve unloading carriers, maintaining records, and labeling items for shipment and storage in accordance with established operating procedures.



10.0    Physical Requirements

Heavy Work:  May frequently exert force equivalent to lifting up to 50 pounds and may occasionally exert force equivalent to lifting up to approximately 75 pounds.

Light Work:  May frequently walk or stand and/or frequently exert force equivalent to lifting up to approximately 10 pounds.

Operate Equipment:  A temporary employee must be willing to learn to operate a Stock Picker in a safe manner and be able to work above ground level.

Communication Skils:  Ability to give and receive information through speaking and listening skills.  Receives, attends to, interprets and responds to verbal messages and expresses information to individuals or groups effectively

Vision:  Requires the ability to be able to read and the ability to perceive the nature of objects by the eye.

Motor Coordination:  While performing the duties of the job, the temporary employee is regularly required to stand, use hands to fingers, handle or feel objects or tools, and reach with hands and arms.  The temporary employee is frequently required to walk, stoop, kneel, crouch or bend and pick up product.

Work Ethic:  Is productive, diligent, conscientious, timely and loyal.
Conscientiously abides by the rules, regulations and procedures governing work.

Storage Maintenance:  Handles stock in the warehouse.  Receives, sorts and stores a variety of different items and equipment to place items in the proper location.
Stock the pick locations with the proper product and select the correct product when filling customer’s orders.

Integrity and Honesty:  Demonstrates a sense of responsibility and commitment to the public trust through statements and actions.

Stress Tolerance:  Deals calmly and effectively with high stress situations (for example, tight deadlines, hostile individuals, emergency situations, dangerous situations)

Personal Hygiene:  Present themselves as well groomed and properly dressed to work.




















Appendix A

Terms and Conditions

Applicable Law

The contract shall be governed by and construed in accordance with the laws of the State of Mississippi, excluding its conflicts of laws, provisions, and any litigation with respect thereto shall be brought in the courts of the State. Contractor shall comply with applicable federal, state, and local laws and regulations.


Availability of Funds

It is expressly understood and agreed that the obligation of the Department of Revenue to proceed under this agreement is conditioned upon the appropriation of funds by the Mississippi State Legislature and the receipt of state and/or federal funds. If the funds anticipated for the continuing fulfillment of the agreement are, at any time, not forthcoming or insufficient, either through the failure of the federal government to provide funds or of the State of Mississippi to appropriate funds or the discontinuance or material alteration of the program under which funds were provided or if funds are not otherwise available to the Department of Revenue, the Department of Revenue shall have the right upon ten (10) working days written notice to Contractor, to terminate this agreement without damage, penalty, cost or expenses to the Department of Revenue of any kind whatsoever. The effective date of termination shall be as specified in the notice of termination.


Acknowledgement of Amendments

Bidders shall acknowledge receipt of any amendment to the solicitation by signing and returning the amendment with the bid, by identifying the amendment number and date in the space provided for this purpose on the bid form, or by letter. The acknowledgment must be received by the Department of Revenue by the time and at the place specified for receipt of bids.


Certification of Independent Price Determination

The bidder certifies that the prices submitted in response to the solicitation have been arrived at independently and without, for the purpose of restricting competition, any consultation, communication, or agreement with any other bidder or competitor relating to those prices, the intention to submit a bid, or the methods or factors used to calculate the prices bid.

Compliance with Laws

Contractor understands that the Department of Revenue is an equal opportunity employer and therefore, maintains a policy which prohibits unlawful discrimination based on race, color, creed, sex, age, national origin, physical handicap, disability, genetic information, or any other consideration made unlawful by federal, state, or local laws. All such discrimination is unlawful and Contractor agrees during the term of the agreement that Contractor will strictly adhere to this policy in its employment practices and provision of services. Contractor shall comply with, and all activities under this agreement shall be subject to, all applicable federal, State of Mississippi, and local laws and regulations, as now existing and as may be amended or modified.


Debriefing
A bidder, successful or unsuccessful, may request a post-award debriefing, in writing, by U.S. mail or electronic submission.  The written request must be received by the Director of the PSCRB within three (3) business days of notification of the contract award. A post-award debriefing is a meeting and not a hearing; therefore, legal representation is not required. A debriefing typically occurs within five (5) business days of receipt of the request.  If a bidder prefers to have legal representation present, the bidder must notify the Director of the PSCRB in writing and identify its attorney by name, address and telephone number. The PSCRB will schedule and/or suspend and reschedule the meeting at a time when a representative of the Office of the Mississippi Attorney General can be present.

E- Payment

Contractor agrees to accept all payments in United States currency via the State of Mississippi’s electronic payment and remittance vehicle. The agency agrees to make payment in accordance with Mississippi law on “Timely Payments for Purchases by Public Bodies,” which generally provides for payment of undisputed amounts by the agency within forty-five (45) days of receipt of invoice. Miss. Code Ann. § 31-7-305 (1972, as amended).


E-Verification

If applicable, Contractor represents and warrants that it will ensure its compliance with the Mississippi Employment Protection Act of 2008, and will register and participate in the status verification system for all newly hired employees. Miss. Code Ann. §§ 71-11-1 et seq. (1972, as amended). The term “employee” as used herein means any person that is hired to perform work within the State of Mississippi. As used herein, “status verification system” means the Illegal Immigration Reform and Immigration Responsibility Act of 1996 that is operated by the United States Department of Homeland Security, also known as the E-Verify Program, or any other successor electronic verification system replacing the E-Verify Program. Contractor agrees to maintain records of such compliance. Upon request of the State and after approval of the Social Security Administration or Department of Homeland Security when required, Contractor agrees to provide a copy of each such verification. Contractor further represents and warrants that any person assigned to perform services hereafter meets the employment eligibility requirements of all immigration laws. The breach of this agreement may subject Contractor to the following: 
(1) termination of this contract for services and ineligibility for any state or public contract in Mississippi for up to three (3) years with notice of such cancellation/termination being made public; 

(2) the loss of any license, permit, certification or other document granted to Contractor by an agency, department or governmental entity for the right to do business in Mississippi for up to one (1) year; or, 

(3) both. In the event of such cancellations/termination, Contractor would also be liable for any additional costs incurred by the State due to Contract cancellation or loss of license or permit to do business in the State. 


Paymode

Payments by state agencies using the Statewide Automated Accounting System (SAAS) shall be made and remittance information provided electronically as directed by the State. These payments shall be deposited into the bank account of Contractor’s choice. The State may, at its sole discretion, require Contractor to electronically submit invoices and supporting documentation at any time during the term of this Agreement. Contractor understands and agrees that the State is exempt from the payment of taxes. All payments shall be in United States currency.


Procurement Regulations

The contract shall be governed by the applicable provisions of the Mississippi Personal Service Contract Review Board Rules and Regulations, a copy of which is available at 210 East Capitol, Suite 800, Jackson, Mississippi 39201 for inspection, or downloadable at http://www.mspb.ms.gov.


Prospective Contractor’s Representation Regarding Contingent Fees

The prospective Contractor represents as a part of such Contractor’s bid or proposal that such Contractor has/has not (use applicable word or words) retained any person or agency on a percentage, commission, or other contingent arrangement to secure this contract.


Representation Regarding Contingent Fees

Contractor represents that it has not retained a person to solicit or secure a state contract upon an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except as disclosed in Contractor’s bid or proposal.


Representation Regarding Gratuities

The bidder, offeror, or Contractor represents that it has not violated, is not violating, and promises that it will not violate the prohibition against gratuities set forth in Section 6-204 (Gratuities) of the Mississippi Personal Service Contract Review Board Rules and Regulations.


Stop Work Order

(1) Order to Stop Work: The procurement officer, may, by written order to Contractor at any time, and without notice to any surety, require Contractor to stop all or any part of the work called for by this contract. This order shall be for a specified period not exceeding 90 days after the order is delivered to Contractor, unless the parties agree to any further period. Any such order shall be identified specifically as a stop work order issued pursuant to this clause. Upon receipt of such an order, Contractor shall forthwith comply with its terms and take all reasonable steps to minimize the occurrence of costs allocable to the work covered by the order during the period of work stoppage. Before the stop work order expires, or within any further period to which the parties shall have agreed, the procurement officer shall either: 

(a) cancel the stop work order; or, 

(b) terminate the work covered by such order as provided in the Termination for Default clause or the Termination for Convenience clause of this contract. 

(2) Cancellation or Expiration of the Order: If a stop work order issued under this clause is canceled at any time during the period specified in the order, or if the period of the order or any extension thereof expires, Contractor shall have the right to resume work. An appropriate adjustment shall be made in the delivery schedule or Contractor price, or both, and the contract shall be modified in writing accordingly, if: 

(a) the stop work order results in an increase in the time required for, or in Contractor’s properly allocable to, the performance of any part of this contract; and, 

(b) Contractor asserts a claim for such an adjustment within 30 days after the end of the period of work stoppage; provided that, if the procurement officer decides that the facts justify such action, any such claim asserted may be received and acted upon at any time prior to final payment under this contract. 

(3) Termination of Stopped Work: If a stop work order is not canceled and the work covered by such order is terminated for default or convenience, the reasonable costs resulting from the stop work order shall be allowed by adjustment or otherwise. 

(4) Adjustments of Price: Any adjustment in contract price made pursuant to this clause shall be determined in accordance with the Price Adjustment clause of this contract.


Transparency
 
This contract, including any accompanying exhibits, attachments, and appendices, is subject to the “Mississippi Public Records Act of 1983,” and its exceptions. See Miss. Code Ann. §§ 25-61-1 et seq., (1972, as amended) and Miss. Code Ann. § 79-23-1 (1972, as amended). In addition, this contract is subject to the provisions of the Mississippi Accountability and Transparency Act of 2008. Miss. Code Ann. §§ 27-104-151 et seq. (1972, as amended). Unless exempted from disclosure due to a court-issued protective order, a copy of this executed contract is required to be posted to the Department of Finance and Administration’s independent agency contract website for public access at http://www.transparency.mississippi.gov. Information identified by Contractor as trade secrets, or other proprietary information, including confidential vendor information, or any other information which is required confidential by state or federal law or outside the applicable freedom of information statutes, will be redacted. 























Appendix B
	
MISSISSIPPI DEPARTMENT OF REVENUE (DOR) 
Compliance With Tax, Tag and Title Laws 
Policy Statement 
September 1, 1996 
Amended August 1, 2004 




 PURPOSE 	We want to be good citizens and comply with all federal and state laws, and it is absolutely essential that we keep the public’s trust by obeying the same laws that we enforce against others. As a state agency tasked with the mission of collecting tax revenue for the State of Mississippi, any noted instances of noncompliance by DOR employees erodes public trust and confidence in the work that we do. The DOR could be found negligent in its duties to the public to continue the employment of a person who fails to comply with the laws that are administered by the DOR. 


GENERAL 	All employees are on notice that timely compliance with all tag, title and tax laws is expected by this agency, and that we will take disciplinary action against anyone who knowingly disobeys the laws the DOR administers. 


RESPONSIBILITY 	Furthermore, the failure to comply with all tag, title, and tax laws, both federal and state, will be considered a scheduled Group Three Offense for DOR employees. As such, the failure to comply with this policy may result in disciplinary action authorized by the State Personnel Board for the commission of a Group Three offense, which includes the risk of termination of employment.



____________________________________________                  __________________
Signature					           Date	


____________________________________________
Printed Name
Form A
Bid Cover Sheet



NAME OF COMPANY __________________________________________________ 

QUOTED BY ___________________________________________________________ 

SIGNATURE____________________________________________________________ 

ADDRESS______________________________________________________________ 

CITY/STATE/ZIP_______________________________________________________ 

TELEPHONE ___________________________________________________________ 

FAX NUMBER__________________________________________________________ 

EMAIL ADDRESS_______________________________________________________ 

NAME AND PHONE NUMBER OF COMPANY REPRESENTATIVE TO BE CONTACTED BY AGENCY SEEKING TO CONTRACT FOR SERVICES PURSUANT TO THIS IFB





________________________________________________________________________




In addition to providing the above contact information, please answer the following questions regarding your company: 



What year was your company started? ________________________________________ 


How many qualified employees do you employee?_______________________________


Form B
Certification

By signing below, the company representative certifies that he/she has authority to bind the company, and further acknowledges and certifies on behalf of the company:

1. That he/she has thoroughly read and understands the terms and conditions, instructions and specifications for the Invitation for Bid and Attachments.
2. The company meets all requirements and acknowledges all certifications contained in the IFB and Attachments.
3. The company agrees to all provisions of the IFB and Attachments
4. The company will perform the services required at the prices quoted on the bid form (Form C).
5. The company represents that it has not retained a person to solicit or secure a State contract upon an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except as disclosed in the contractor’s bid or proposal.


[Please execute and return with Bid Materials.]

Company:_____________________________  Signature__________________________



Date:_________________________________  Title:_____________________________



Printed Name:_____________________________











Form C
Bid Form


Bid Number:_________


Gentlemen:

Pursuant to the advertisement for bids to be received, I/We _______________________

____________________________located at __________________________________

do submit our bid form for Bid #________________.  This bid is made without collusion 

on the part of any person, firm or corporation.



	
	
                            % Mark Up ______________________________







Exceptions and/or Deviations?               Yes___	  No___

BID#:  
………………………………………………………………………………………………

Company:___________________________		Signature:_____________________

Address:____________________________		Printed name:__________________

 	  ____________________________		Title:_________________________

Phone:______________________________		Date:_________________________


E-mail Address_______________________

Form D
References

REFERENCE #1

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:


REFERENCE #2

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:


REFERENCE #3

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:


REFERENCE #4

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:









REFERENCE #5

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:



REFERENCE #6

Name of Company:
Contact Person:
Address:
City/State/Zip:
Telephone Number:
Cell Number:
E-mail:
Alternative Contact Person (optional):
Telephone Number:
Cell Number:
E-mail:





Form E
Acknowledgement of Amendments

Please sign and print at the appropriate statement.


I acknowledge receipt of all amendments associated with Bid #__________.
They are as follows:

1.

2.


_________________________________ 	_________________________
Printed Name                                                Company Name



__________________________________
Signature







There were no amendments associated with Bid #______________.



__________________________________	 _________________________
Printed Name  					Company Name



__________________________________
Signature
Form F
Secretary of State Acknowledgement




______________________________________, acknowledges that we 
 (Vendor Name)


     ________ are registered with the Secretary of State’s Office
		  		(attach proof)

     ________ are not registered with the Secretary of State’s Office








We, ______________________________________________
                          (Vendor Name)

      _______ will register before the start of the contract and provide proof

      _______ will not register




__________________________________________               _________
Signature 							                 Date




___________________________________________
Printed Name
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