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Oil Change Services RFP #25-0001

CLAY COUNTY SHERIFF’S OFFICE

REQUEST FOR PROPOSAL

NOTICE IS HEREBY GIVEN that the Clay County Sheriff’'s Office (CCSO) is requesting
Proposals from qualified companies to provide the goods or services as described in
Section Two (Scope of Work) of this Request for Proposal (RFP).
REQUEST FOR PROPOSAL (RFP) #: 25-0001
PROJECT NAME: OIL CHANGE SERVICES
PRE-PROPOSAL CONFERENCE: N/A
LOCATION: N/A
PROPOSAL DUE DATE & TIME: May 23, 2025 @ 4:00pm.
PROPOSAL OPENING LOCATION: Clay County Sheriff's Office
901 North Orange Avenue
Green Cove Springs, Florida 32043
Specifications and RFP documents are available by downloading a bid package from the

Purchasing Section of the Clay County Sheriff's Office website at (Resources/Purchasing)
or by requesting a package via email - contracts@claysheriff.com.

Interested Proposers shall deliver one (1) original Proposal and five (5) copies, in a sealed
package addressed and marked as follows:

Clay County Sheriff’s Office
Attention: Finance Manager
901 North Orange Avenue
Green Cove Springs, FL 32043

Request for Proposal (RFP) #: 25-0001
Project Name: Oil Change Services

The “Original” must be clearly marked as such and contain the original, non-electronic
signature of an authorized representative of the Proposer.
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CALENDAR OF EVENTS

Listed below are the dates and times for actions associated with this Request for Proposal
(RFP). This schedule represents the CCSO's best estimate of the schedule that will be
followed. The CCSO, at its sole discretion, may delay the scheduled due dates if it is to
the advantage of the CCSO to do so. If a component of this schedule is delayed, the rest
of the schedule will be shifted by the same number of days, and an addendum will be
issued identifying the new action, date, or time.

ACTION COMPLETION DATE
Issue RFP April 28, 2025
Pre-Proposal Submittal Conference N/A

Proposals Due May 23, 2025
Committee Recommendation May 30, 2025
Contract Signed June 6, 2025
Services Estimated Start Date June 9, 2025

A pre-proposal conference, if held, will be at the CCSO main office located at 901 North
Orange Avenue in Green Cove Springs, Florida.
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DEFINED TERMS

Terms used in this Request for Proposal are defined and have the meaning assigned
herein.

Addenda - a written change to this solicitation.

Agreement - the written contract and all associated documents of this solicitation.

Bid - any offer(s) submitted in response to this Request for Proposal.

Contract - the agreement to perform the services set forth in this solicitation.
Modification - a written change to a Contract.

Pre-Award Documents - those forms, insurances, permits, and licensures needed to
begin work on behalf of the CCSO.

Proposer - any Vendor who has submitted a Bid in response to this RFP.

Responsive Bid - a bid that contains no exceptions or deviations from the terms,
conditions, and specifications set forth in the RFP.

Responsible Bidder - a Proposer that has the capacity and capability to perform the
work required under the RFP and is otherwise eligible to become a Vendor.
Solicitation - the entire RFP package and the Proposer’s Proposal as a response to this
RFP.

Proposal - all documentation and information as submitted by the Proposer in response
to this solicitation.

Vendor - any entity responding to this RFP who is capable of submitting a Responsive
and Responsible bid.

For the purposes of this Request for Proposal the words "shall”, "must", or "will" are
equivalent and indicate a mandatory requirement or condition. The words "should" or
"may", in this RFP, are equivalent and indicate desirable conditions, or requirements,
but are permissive in nature.
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SECTION ONE
GENERAL INFORMATION

1.1 Introduction

A Request for Proposal identifies a potential need or requirement for contracted goods or
services. Posting of the RFP on the CCSOQO’s website as well as advertising in local
newspapers constitutes a Notice of Intent to award an agreement.

The process the CCSO intends to use for this RFP, and the possible award of an
Agreement, is described in the following pages. As a Constitutional Officer, the Sheriff is
not subject to the provisions of Florida Statute 287.

1.2 Proposer Registration

Proposers who intend to submit a proposal must register receipt of this RFP with the Clay
County Sheriff's Office to be placed on the notification list for any forthcoming addenda
or other official communications regarding this RFP. Failure to register as a prospective
Proposer may cause your Proposal to be rejected as non-responsive.

1.3 Authorized Officer

Proposals must be signed by an authorized officer and employee of the Vendor. The
individual signing the Proposal shall have legal authority to bind the Vendor to a contract.

1.4 Proposal Deadline

Proposals must be received no later than the identified deadline. The date and time each
package is received will be noted on the outside of the envelope. CCSO assumes no
responsibility for Proposals received after the deadline or delivered to any office or
location other than that specified herein. Late Proposals will be held unopened and will
not be considered for review. Faxed or oral proposals will not be accepted.

1.5 Public Entity Crimes
Any firm or individual placed on the suspended vendor list pursuant to Florida Statute s.
287.1351 or placed on a disqualified vendor list pursuant to Statute s. 287.133 or s.
287.134 is immediately disqualified from providing a Proposal to provide any goods or
services to the CCSO.
1.6 Inquiries and Addenda

1.6.1 All prospective Proposers, their agents, and/or associates are hereby

instructed not to contact any CCSO member directly regarding this RFP or their
Proposal at any time prior to final Proposal evaluation by the CCSO.
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All inquiries regarding this RFP, submitted Proposals, evaluations, and/or the
Vendor selection process shall be in writing and sent by email to
contracts@claysheriff.com.

1.6.2 If a Proposer should have any questions regarding the specifications or
information provided in this RFP they are to submit written inquiries to the Clay
County Sheriff's Office, ATTN: Contracts, 901 North Orange Avenue, Green
Cove Springs, FL 32043, or by email to contracts@claysheriff.com no later than
five (5) business days prior to the Proposal due date. Failure to comply with
this condition shall result in the Proposer waiving their right to dispute the
specifications and information provided.

1.6.3 All questions submitted by Proposers will be addressed by addenda and
provided to each Proposer who has registered with CCSO as having obtained
a copy of this RFP. The addenda will incorporate the clarification or change,
and, if necessary, a new due date and time for Proposals. It is the Proposer’s
responsibility to make contact with CCSO to determine if any addenda have
been issued.

1.7 Methodology & Management Plan for the Project

Proposers must provide narrative statements that set out the methodology and
management plan they intend to employ to complete the project and meet the project
deadlines.

1.8 Alternate Proposals

This solicitation presents CCSO's minimum requirements for this project. Proposals which
deviate from the requirements may be delivered, providing that they are clearly identified
as alternate Proposals and demonstrate that the project requirements are substantially
improved or are not compromised or prejudiced by such deviations. CCSO reserves the
right, at its sole discretion, to accept or reject these alternate Proposals.

1.9 Firm Proposal

Submission of a Proposal shall constitute an irrevocable offer, for a period of no less than
ninety (90) days, to afford CCSO adequate time to award an Agreement for the services
specified in this RFP. Proposals may not be withdrawn or modified after the opening date
and time.

1.10 Required Documents

Proposers are required to complete, and submit with their Proposal, all forms and
schedules attached as Appendix A.
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1.11 Business License and Other Required Licenses

All Proposers must hold the professional licenses required by Florida Statute, if any, for
the type of work to be performed. Proposers should contact the Florida Department of
State, Division of Corporations, P. O. Box 6327, Tallahassee, Florida 32314, or the
Florida Department of Business and Professional Regulation, Division of Professions,
1940 North Monroe Street, Tallahassee, FL 32399-0760 for information on these
licenses. Proposers must submit a copy of a valid Florida business or professional license
with the Proposal as well as any licenses required to do business in Clay County.

1.12 Insurance Requirements

The successful Proposer, upon being awarded an Agreement, shall obtain, and maintain
for duration of the Agreement, insurance of the following minimum types and coverages;
listing the “Clay County Sheriff's Office” as additionally insured. Certificates of Insurance
(COI) and/or policy renewals are to be forwarded to contracts@claysheriff.com. Proof of
coverage must be provided to CCSO prior to commencing project.

Commercial General Liability including Products and Completed Operations, Personal
and Advertising Injury, Fire Damage, and Medical Expense:

1. Each Occurrence $1,000,000

2. General Aggregate $ 3,000,000

Commercial Automobile Liability:
1. $1,000,000 combined bodily injury/property damage
2. Minimum limits for all additional coverages as required by Florida Law

Workers Compensation as required by Florida Statutes.

Employers Liability

1. Each Accident $100,000

2. Disease-Policy $500,000

3. Disease-Each Employee $100,000

Professional Liability:
1. Each Occurrence $1,000,000

Should any of the required policies be canceled or undergo material change before
the expiration date, the issuing insurance company will mail sixty (60) days written
notice to: CCSO Contracts Analyst, Clay County Sheriff’s Office, 901 North Orange
Avenue, Green Cove Springs, FL 32043.
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1.13 Conflict of Interest

1.13.1 Each Proposal shall include a statement indicating whether the Proposer has
a possible conflict of interest

1.13.2 CCSO reserves the right to reject a proposal if any known interest could either
give the appearance of a conflict or cause speculation as to the objectivity of
the project.

1.14 Gratuities

Proposers are prohibited from making, and all CCSO employees are prohibited from
accepting any offer of payment, discount, rebate, gift, offer of employment, intangible or
other benefit, which may be interpreted as a means to influence the outcome of Proposal
evaluation or the award of an Agreement.

1.15 Subcontractors

Subcontractors may be used to perform work under the contract only as necessary. If a
Proposer intends to use subcontractors, the Proposer must identify in their Proposal the
names of the subcontractors and the portions of work the subcontractors will perform.

1.16 Drug Free Workplace

CCSO has adopted a policy in observation of the Drug Free Work Place Act of 1988.
Therefore, it is unlawful to manufacture, distribute, disperse, possess, or use any
controlled substance in the CCSO workplace.

1.17 Federal, State, and Local Laws
1.17.1 Proposers are advised that all documents pertinent to this RFP are subject in
full or in part to all legal requirements provided in applicable Clay County
Ordinances, State Statutes, and Federal Regulations.

1.17.2 Before delivering a Proposal, each Proposer must (a) consider federal, state
and local laws, ordinances, rules and regulations that may in any manner affect
cost, or performance of the work, and (b) study and carefully correlate the
Proposer's comments with the RFP documents; and notify CCSO of all
conflicts, errors and discrepancies, if any.

1.17.3 The Proposer, by delivering a Proposal, agrees that they shall be held

responsible for having familiarized themselves with the nature and extent of
any local conditions that may affect the services to be provided.
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1.18 Equal Employment Opportunity Clause

The proposer shall be in compliance with Executive Order 11246 Equal Opportunity as
amended by Executive Order 11375, and as supplemented by the Department of Labor
Regulations as applicable.

1.19 Americans with Disabilities Act (ADA)

CCSO complies with the ADA and, with proper notification, will make reasonable
accommodation for those with disabilities to participate in this RFP.

1.20 Sales Tax

Proposals shall not include sales tax to be collected from CCSO. CCSO’s sales tax
exemption cannot be used by Proposers to purchase items, regardless of whether these
items will be transferred to CCSO.

1.21 Public Opening

As soon as possible after the Proposal due date and time, the names of Proposers shall
be read off at CCSO and a date for Proposal opening and review will be established.

1.22 Disclosure of Proposal Contents

1.22.1 All Proposals and other material submitted for RFP shall be considered public
records and as such, subject to the provisions of Florida State Statutes,
Chapters 119 and 120. Proposals will not be considered public records and
open to reasonable inspection until such time as Notice of Decision or Notice
of Intended Decision has been issued, or within ten (10) days after the opening
of Proposals, whichever is earlier.

1.22.2 Material designated as proprietary or confidential by the Proposer must be
clearly identified and the Proposer must include a brief statement that sets out
the reasons for confidentiality. CCSO will not disclose or make public any part
of a Proposal the Proposer has deemed to be "proprietary" or "confidential”,
subject to the following requirements:

e Proprietary or confidential data shall be clearly marked and must be
separated within the Proposal to facilitate eventual public inspection of the
non-confidential portion of the Proposal.

e Confidential data is normally restricted to confidential financial, physical or
information security data concerning the Proposer's organization and data
that qualifies as a trade secret in accordance with the definition in Section
812.081, Florida Statutes and as provided in Section 815.04(3), Florida
Statutes.
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e The price of products offered or the cost of services proposed shall not be
designated as proprietary or confidential information

1.23 Protest of RFP Specifications or Requirements

Any protest concerning the bid specifications or requirements of this RFP must be made
within seventy-two (72) hours from the time the facts become known and, in any case, at
least twenty-four (24) hours prior to Proposal due date. Such protest must be made in
writing to contracts@claysheriff.com and materially comply with Section 4.7 of this RFP.
Failure to timely protest bid specifications or RFP requirements is a waiver to protest the
specifications or requirements in the future.
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SECTION TWO
SCOPE OF WORK

2.1 General Requirements

The Vendor shall be required and agree to accept the following responsibilities and
provide the following services to CCSO. The Vendor also understands that Oil Changes
as set forth herein are not exclusive to the successful bidder and that CCSO may elect to
utilize multiple Vendors to provide these services.

2.2 General Provisions
Mobile Oil Change Services for CCSO automobile fleet — approximately 500 vehicles.
2.3 Oil Change Services

Oil changes in 45 minutes or less are highly desirable and preferred.

Firm Bids will be submitted for the following mobile oil change service categories:

a. Conventional Oil: Oil recommended by the OEM for the appropriate make and
model of the vehicle, standard oil change up to 6 quarts. Cost for additional per
guart of oil will also be identified.

b. Semi-Synthetic: Oil recommended by the OEM for the appropriate make and
model of the vehicle, standard oil change up to 6 quarts. Cost for additional per
guart of oil will also be identified.

c. Fully Synthetic: Oil recommended by the OEM for the appropriate make and model
of the vehicle, standard oil change up to 6 quarts. Cost for additional per quart of
oil will also be identified.

NOTE: In accordance with OEM specifications and requirements, the current automobile
fleet requires either conventional or semi-synthetic oil. CCSO will not pay for any oll
change upgrades to full synthetic. If any need arises for full synthetic oil changes in the
future, an addendum to this agreement will be generated for those specific vehicle(s)
requiring said use. Any costs generated from an oil upgrade to full synthetic without an
addendum in place will be borne by the vendor.

AVERAGE NUMBER OF OIL CHANGES (QUANTITIES): The total number of oil changes
for an average twelve (12) month period is estimated to be approximately 1,100.

2.4 Tasks

Provide mobile oil change services to CCSO automobile fleet. Mobile Oil change services
shall include replacing existing oil with oil recommended by OEM for appropriate make
and model of vehicle and filter replacement.

Other repairs found during oil change services and inspections are not included,
authorized, or open for bid under this request for proposal/bid unless specifically listed
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below. Further, the Vendor must identify, in writing, any parts or issues which require
maintenance, repair, or replacement to the personnel that has delivered the automobile
for an oil change.

Allowable services in addition to Oil Changes:

1. Oil change, filter replacement with fluid check and “top off” of all fluids as
required (coolant, brake, power steering, wiper, and transmission fluids)

2. Chassis lube service with fluid check using (Molly specification grease). Fluids to

include but not limited to windshield washer, brake and coolant

Transmission fluid check and top off to OEM specifications

Wiper blade inspection

Coolant checks and leak inspection

Air conditioning system inspection

Safety inspection and annual vehicle inspection

Check lights on dash to include check engine light, ABS, traction, stability control,

TPMS, airbag, battery, etc.

9. Check headlights low and high beam, brake lights, turn signals, running lights,
and tag lights

10. Power brake test to ensure brakes are functioning properly. Rotor and brake pad
inspection. Inspection for rotor discoloration (purple), excessive heating and
stress cracks. Ensure brake pads are proper thickness.

11.Check for any vibrations while in drive or reverse, ensuring motor mount integrity.

12.Front end suspension checks to include but not limited to, wheel bearings, tie rod
inner and outer ends, shocks, struts, sway bar bushings, control arms, and
steering rack

13.Check the main drive belt and air conditioning belt for wear or cracks

14.Inspect hoses for leaks and deterioration

15.Tires will be rotated and inspected. Tire pressures will be checked, and tires will
be pressurized to inspection plate specifications. Tire tread will be gauged,
inspected and documented on the provided report. Additionally, the rims should
be inspected for any deficiencies, bends, or cracks. Any findings should be
detailed in the submitted report.

16. Battery and charging system inspection and maintenance on battery terminals

©ONOOAW

A detailed inspection report of each serviced vehicle must be sent to
fleet@claysheriff.com upon completion. The deputies’ name and OSN (identification
number), date, time and location must be in the report. Any additional findings or details
identified during the inspection should be attached to the report.

2.5 Location and Requirements

CCSO will provide automobiles at approved, various locations for oil change service,
strategically located within the county. See 2.6 for locations and times.

2.6 Schedule

Mobile oil changes will occur once every week at the following locations:
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Middleburg Substation - 3799 Irvin Ct, Middleburg. FL 32068
Orange Park Substation — 212 Blanding Blvd, Orange Park, FL 32073
Fleet Maintenance Facility — 1000 Center Street, GCS, 32043

These oil changes will be in 4-hour blocks during normal business hours, either 8:00-12:00
a.m. or 2:00 to 6:00 p.m. as scheduling requires.

Two times a month CCSO will require a mobile oil change schedule for our midnight
operations. One will be at the Middleburg Substation and one will be at the Orange Park
Substation. These hours will be from 4:00-8:00 a.m. or 6:00-10:00 p.m. as scheduling
requires.

2.7Award for Group A Services

CCSO reserves the right to enter into multiple agreements with various providers of the
services requested under Section 2.1 to ensure CCSO is provided with acceptable
coverage throughout the County.

2.8Liability

The Contractor shall bear all risk of loss, damage or theft of such equipment under
its care.

2.9Compliance

(&) The Vendor shall perform its obligations and functions hereunder in full compliance
with all applicable laws of the United States or any of its agencies; the State of Florida;
the County of Clay, and any applicable rules, regulations, or directives of any agency
thereof.

(b) The Vendor shall maintain at no cost to CCSO, any and all licenses and permits,
whether municipal, state, or federal, required for the performance of its obligations
under this solicitation.

(c) The Vendor represents and hereby warrants that all service and materials provided
are of a high quality to meet or exceed OEM specifications.

2.10 Records

The Vendor shall maintain all records and documents relative to the direct costs
incurred by the contractor in the performance of its obligations and functions under this
contract for a period of at least thirty-six (36) months from the date of receipt of the
invoice covering such direct costs; which records and documents shall be subject to
inspection or audit by CCSO or its agent at any time during the period for which they
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must be retained to determine the accuracy of direct cost invoices previously
submitted.

Each time a vehicle is serviced; the vendor will provide a receipt signed by the member
driving the vehicle that lists the vehicle description and number, vehicle tag number,
vehicle mileage, the type and quantity of lubricant used and the price.

2.11 Billing and Invoice Requirements

The selected vendor shall provide consolidated billing for all oil changes rendered under
this contract. A single, itemized monthly invoice is required and must include the
following:
e A breakdown of all vehicle’s serviced during the billing period, including:
o Vehicle Number
o Service Date
o Location of Service
o Type and quantity of oil used
o Any additional services performed
e Unit cost per service and total cost per vehicle
e Clearly identified taxes, fees, or discounts
The vendor must be able to:
e Provide invoices electronically
e Deliver invoices on a monthly basis, no later than the 5™ business day of the
following month
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SECTION THREE
PROPOSAL EVALUATION AND VENDOR SELECTION

3.1 Proposal Evaluation

A Proposal Evaluation Committee (PEC), comprised of five (5) members appointed by
the CCSO, will fairly consider and evaluate all Proposals received. The PEC will review
the Proposals to determine completeness and responsiveness to the principal
components and scope of work requirements of the RFP.

3.1.1

3.1.2

To clarify uncertainties or eliminate confusion concerning the contents of a
Proposal, the CCSO Finance Manager or Contracts Analyst are permitted to
communicate with Proposers. Clarifications may not result in a material or
substantive change to the Proposal. Any modifications made as a result of
these discussions will be put in writing.

Following discussions, CCSO may set a time for final Proposal submissions
from those Proposers with whom discussions were held. Proposals may be
reevaluated after receipt of final Proposal submissions. If a Proposer does not
submit a final Proposal or a notice of withdrawal, the Proposer’s immediate
previous Proposal is considered the Proposer’s final Proposal.

3.2 Evaluation Criteria

3.2.1

3.2.2

3.2.3

3.24

3.2.5

All Proposals shall be evaluated by the PEC based on factors which shall
include, but not necessarily be limited to, how well the Proposer understands
the Project, the proposed approach to accomplishing the Scope of Work,
Proposers reputation, proposed cost, the ability to comply with the time
restraints of this RFP, and the completion of all required documents.

CCSO will evaluate the Vendor’s ability based on experience, equipment and
qualifications of key staff members and the Vendor’s record with regard to this
type of project, particularly in Clay County and in Florida.

It has been determined that it is in the best interest of the CCSO to award an
Agreement to a Proposer with a proven record in completing the project
requirements. This being the case, the lowest cost Proposer will not necessarily
be awarded an Agreement.

Proposal evaluation shall be made without regard to race, creed, color, sex,
religion, age, national origin, disability, or citizenship status of the Proposer, or
any other category protected by federal, state, or local statute or code.

CCSO reserves the right to make any investigation it deems necessary to
determine the ability of a Proposer to perform the work or service requested.
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3.3 Other Factors:

Other factors to be considered include:

(@)
(b)
(©)

(d)
()

Whether the Proposer can perform the contract within the time specified, without
delay or interference;

Previous and existing compliance by the Proposer with laws and ordinances
relating to the project;

The solvency of the financial resources of the Proposer;

The ability of the Proposer to provide future service(s);

The number and scope of additional conditions attached to the bid or proposal
by the Proposer.

3.4 Notice of Intent to Award (NIA) — Proposer Notification of Selection

3.4.1

3.4.2

3.4.3

3.4.4

Following the review and scoring of all Proposals and consideration of any
additional evidence or data desired by the PEC, a recommendation for contract
award will be made to the CCSO Chief Financial Officer (CFO).

CCSO shall be the sole judge of the Proposals and reserves the right to refrain
from making an award if it determines that to be in its best interest. The decision
made by CCSO shall be final.

Once recommendation is accepted by the CFO, CCSO will issue a written
Notice of Intent to Award (NIA) which identifies the names of all Proposers and
names specifically the Proposal selected. CCSO will send a copy of this notice
to all Proposers as well as post a copy on the CCSO website.

A copy of the tabulation results will be forwarded to a Proposer upon request
and receipt of a stamped, self-addressed envelope.
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SECTION FOUR
CONTRACT INFORMATION

4.1 Contract Negotiation

4.1.1 After a Notice of Intent to Award has been announced contract negotiations will
begin with the Proposer of the highest ranked Proposal. Negotiations shall be
within the scope of the RFP and shall not have an effect on the ranking of
Proposals.

4.1.2 CCSO may terminate negotiations with the Proposer initially selected and
commence negotiations with the next highest ranked Proposer if the selected
Proposer:

(a) fails to provide the information required to begin negotiations in a timely
manner,

(b) fails to negotiate in good faith;

(c) indicates they cannot perform the contract within the budgeted funds
available for the project;

(d) Or, if after a good faith effort, the Proposer and CCSO simply cannot
come to terms.

4.2 Proposal as Part of the Contract

Part or all of this RFP and the successful Proposal may be incorporated into the
subsequent Contract.

4.3 Standard Contract Provisions
The Vendor will be required to sign a contract and comply with the contract provisions
established. No alteration of these provisions will be permitted without prior written
approval from CCSO.

4.4 Contract Approval
This RFP does not, by itself, obligate the CCSO. CCSO's obligation will commence when
all negotiations are complete and a contract is approved and fully executed by both
Parties.

4.5 Contract Funding

Approval or continuation of a contract resulting from this RFP is contingent upon available
fiscal year funding.
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4.6 Contract Term

The initial term of the contract will be thirty-six (36) months beginning on the date a
contract is executed by both parties. In addition, the Sheriff's Office intends to include in
the contract the right to extend the term of the contract for three (3) subsequent one (1)
year terms, provided such extensions are in the best interest of both parties.

4.7 Contract Protest

4.7.1 A Protester must have submitted a Proposal in order to have sufficient standing
to protest the proposed award of a contract. The Protestor must file a Notice of
Intent to Protest via email to contracts@claysheriff.com within three (3)
business days from the time the facts become known and, in any case, at least
three (3) business days after the Notice of Intent to Award is provided to all
proposers. Thereafter, a Formal Written Protest must be filed with CCSO as
detailed under Section 4.7.2 below.

4.7.2 Formal Written Protest

The Formal Written Protest shall be submitted in writing to the CCSO via an
email to contracts@claysheriff.com within seven (7) business days after the
submittal of a Notice of Intent to Protest. The Formal Written Protest must
include:

(@) the name, address, and telephone number of the protester;

(b) the signature of the protester or the protester's representative;

(c) identification of the contracting department and the Solicitation or
contract at issue;

(d) a detailed statement of the legal and factual grounds of the protest
including copies of relevant documents;

(e) the form of relief requested; and

Any basis or ground for a protest not set forth under this section shall be deemed waived.
4.8 Timely Submittal of a Protest

Protests, including the Notice of Intent to Protest and the Formal Written Protest, not
submitted within deadlines will not be accepted.

4.9 Protest Resolution
4.9.1 The CCSO Chief Financial Officer (CFO) shall have the authority to settle and

resolve a protest of an aggrieved Proposer, actual or prospective, concerning
the solicitation or award of a contract.
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4.9.2

4.9.3

4.9.4

If the protest is not resolved by mutual agreement, the CFO shall promptly issue
a decision in writing, after consulting with the CCSO General Counsel. The
decision shall state the reasons for the action taken and inform the protestant
of his right to administrative review.

A copy of this decision shall be mailed or otherwise furnished immediately to
the protestant and any other party intervening.

In the event of a timely protest under this section, CCSO shall not proceed
further with the solicitation or with the award of this contract until a written
determination is made by the CFO and approved by the CCSO General
Counsel or a written determination is made that the award of the contract must
be made without delay in order to protect the substantial interest of the CCSO.
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APPENDIX A: FORMS
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PROPOSAL ACKNOWLEDGEMENT FORM

Request for Proposal (RFP) #: 25-0001
Project Name: Oil Change Services

All Proposers must register receipt of this solicitation with the CCSO. By completing and
returning this form, you are registering receipt of this solicitation and requesting
notification of Addenda that may be issued regarding this solicitation.

The CCSO will attempt to notify all prospective Proposers of any and all Addenda issued
to the solicitation. However, it shall be the responsibility of the Proposer, prior to
submitting their response, to either:

1. Visit (CCSO Purchasing) https://www.claysheriff.com/resources/purchasing
link to view the solicitation and download all issued Addenda; or

2. Contact contracts@claysheriff.com to determine if Addenda were issued.

Proposers must acknowledge or incorporate the Addenda into their response.

COMPANY NAME:

CONTACT PERSON:

ADDRESS:

CITY, STATE AND ZIP:

PHONE NUMBER:

FAX NUMBER:

E-MAIL ADDRESS:

SUBMIT THIS COMPLETED REGISTRATION FORM BY FAX - (904) 529-6482 OR
BY EMAIL — CONTRACTS@CLAYSHERIFF.COM
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VENDOR REGISTRATION FORM

CLAY COUNTY SHERIFF'S OFFICE

Vendor/CCS0 Member
Maintenance/Registration Form

Section 1: Vendor Setup/Update (To be completed by Purchasing Section.)

Vendor Mumber | O Add New Vendor O Change Existing Vendor

Saction 2: Business Profils and Contact Information (To he completed by Vendar)

Saocial Security Number or Federal Employer’s [dentification Mumbser |

Business Mame
Contact Phone Mumber Contact Email
Address
Contact Cell Mumber
Billing Street Address
City State | ZIP code |
Billing Contact Person Billing Office Number
Biling Contact Email
Account Type

ACH (Direct Deposit) ACH (Direct Deposit) Chackin
Routing Mumbar Account Mumber e

Savings

Description of Sarvices/Commaodities:

Saction 3: Authorized Sianature of Vendor

|, thve undersigned, affirm that; 1) | do not hawve a business or familial relationship with & CC-50 member whom may have approval authority over
my services or payment which is not disclosed below; 2) | have provided a copy of a completed IRS Form 'W-%; and, 3) | have provided a copy of
my most recent Annual Report filed with the business regulatory entity of miy state of incorporation.

\andor Representative Signature

Title of Representative Date

[The name(s) of CC50 Member(s) whom | have 8 business or familial relationship with
jara listed in the next column (if additional lines are needed, please attach a separate

[sheat of paper):
Section 4: CCS0 Mamber Satup/Update (To be complated by Purchasing Saction.)
Vendor Mumber Add Mew Member Change Existing Member
Section 5: CCS0 Mamber Information (To be completed by CCS0 Member)
Member Name OsN#
Bank Mame
Account Type
ACH (Direct ACH (Direct Checking
Depaosit) Routing Deposit) Account 7
Number Mumbear Savings
Section 6: Authorized Signature of CCS50 Member Requesting Setup/Change
Member Name Signature
OSM # Date
For Clay County Sharifs Office Purchasing Section Use Only Send the Original Form along with a Completed W-
Comments: 9 and annual report to:
purchasing@claysheriff. com
Attn: Purchasing Section
Entered by:
Approved by:

CCSOVFOTD frev 1V19521)
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PROPOSER W-9 FORM

o W=9

{Pev. January 2011)

Department of the Treasury
Intemal Revenus 3envice

Request for Taxpayer
ldentification Number and Certification

Give Form to the

requester. Do not
sand to the IRS.

Mama (&5 SNOWn on your Income tex; ratum)

Business name/disraganded entity name, If differsnt from ebove

Check appropriate b for federsl tx

] other jses Instuctions) »

classification frequiredy [ mosioualsole propreter L] Coomoretion [ scoporation. [ Parmersnip [ Trustestas

] Umited iability compsny. Enter the fax classMcation (C-C COPOMAtion, S-5 corponatan, P=parnership) &

[ 2xempt peyes

AOOreEs (UMGHT, STEet, 20 apL of 50ME na.|

AEqUESIErS Name &nd eadT=ss [Dpaonal

City, stata, and ZIP code

Print or type
e Specilic Instructions on page 2.

TI=t account numEb=ns) here joptional

Taxpayer ldentification Number [TIN)

Enter your TIN in the appropriste box. The TIM provided must match the name given on the *Mame” line
to avoid backup withholding. For individuals, this is your social security number (S5M). Howsver, for a

resident alien, sole proprietor, or disregarded entity, see the Part |instructions on page 3. For other - -
entities, it is your employer identification numbser [EIM). f you do not have a number, see How fo gt &

TiN on page 3.

Mote. If the account is in more than one name, see the chart on page 4 for guidalines on whossa Employer ldentification number

numbeer to enter.

Social security number

0 Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification numbser (or | am waiting for 2 number to be issued to mes), and

2. | am mot subject to backup withholding becauss: (3) | am exempt from backup withholding, or (B) | have not besn notified by the Intemal Revenue
Service (IRE) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has nofified me that | am

no lenger subject to backup withholding, and
3. lam a LS. citizen or other U5, person (defined below).

Certification instructions. You must cross out item 2 abowe if you have besn notified by the IRS that you are currently subject to backup withhalding
because you have failed fo report all interest and dividends on your tax reburn. For real estate transactions, item 2 does not spply. For mortgages
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement amrangement (IRA), and
genarally, payments other than interest and dividends, you are not required fo sign the certification, but you must provide your comect TIM. Sae the

instructions on page 4.
Sign Signature of
Here | us. person» Date »

General Instructions

Section references are to the Intemal Revenue Code unless otherwise
noted.

Purpose of Form

A person who is required to file an information retum with the IRS must
obtain your comect taxpayer identification mumbser (TIN) to report, for
example, income paid to you, real estate transactions, mortgage interest
you paid, acquisition or abandonment of secured property, cancellation
of debit, or contributions you made to an IRA

Use Form W-9 only if you are a L5, person (including a resident
alien], to provide your correct TIN to the parson requesting it (the
requastar) and, when applicable, to:

1. Certify that the TIM you are giving is comect (or you are waiting for a
number to be issued).

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding i you are 8 ULS. axempt
payes. If applicable, you are also certifying that as a LS. person, your
allocable share of any partnership income from a ULS. trade or business.
is nod subject to the withholding tax on foreign pariners’ share of
effectively connected income.

Mote. i & requester gives you a form other than Form W-9 to request
your TIM, you must usa the requester’s form if it is substantially similar
to this Form W-8.

Definition of a U.5. person. For federal tax purposss, you are
considered a LS. person if you are:

= An individual who is a LS. citizen or U5, resident alien,

= A partnership, corporation. company, or association created or
organized in the United States or under the laws of the United States,

= fn estate (other than a foreign estate), or

= A domestic trust (as defined in Regulations section 301.7701-7L
Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
taw on any foreign partners' share of income from such business.
Further, in certain casas where a Form W-9 has not been received, a
partnership is required to presume that a partner is a foreign perso

and pay the withholding tax. Therefore, if you are a LS. pﬁrscnthﬂt =a
partner in & partnership conducting a trade or business in the United
States, provide Form W-9 to the partnership to establish your LS.
status and avoid withholding on your share of partnership income.

Cat. No. 10231X

rorm W-0 [Rev. 1-2011)
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PROPOSAL AUTHORIZED SIGNATURE FORM

The undersigned person, by the undersigned’s authorized signature affixed hereon,
warrants that:

1.

The undersigned is an authorized representative of the Vendor's company and the enclosed
Proposal is submitted on behalf of the Vendor’'s company.

The undersigned has carefully reviewed all the materials and data provided on the Vendor’s
Proposal on behalf of the company, and, after specific inquiry, believes all the material and
data to be true and correct.

The Proposal offered by the Vendor’'s company is in full compliance with the Request for
Proposal requirements set forth in this Request for Proposal.

The Vendor’'s company authorizes the CCSO, its staff or consultants to contact any of the
references provided in the Proposal and specifically authorizes such references to release
either orally, or in writing, any appropriate data with respect to the Vendor’'s company providing
the goods or services detailed in this RFP.

The undersigned has been specifically authorized to enter in to a contract in full compliance
with all requirements and conditions as set forth in this Request for Proposal.

Each Proposal submitted by the Proposer shall contain this form with the original signature
of authorized representative.

Name of Company

Signature of Authorized Representative

Type or Printed Name of Authorized Representative

Title Date

Authorized Signature - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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PROPOSAL SUBMITTAL FORM

Company Name Telephone

Home Office Address

City, State & Zip

Address: Office Servicing Clay County, other than above

Name/Title of CCSO Representative

Telephone Number Email
Address

The undersigned attests to his/her authority to submit this Proposal and to bind
the Vendor herein named to perform as per contract, if the Vendor is awarded a
Contract by the CCSO.

The undersigned further certifies that he/she has read the Qualifications, Terms
and Conditions, Insurance Requirements and all other documentation relating to
this request and this Proposal is submitted with full knowledge and understanding
of the requirements and time constraints noted herein.

Signature Date

Proposal Submittal Form - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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QUALIFICATIONS STATEMENT FORM

The undersigned certifies under oath the truth and correctness of all statements and all answers to
guestions made hereinafter:

SUBMITTED TO: Clay County Sheriff's Office CHECK ONE:
Attn.: Contracts ___Corporation
901 North Orange Avenue ____Partnership
Green Cove Springs, FL 32043 ___Individual

___Joint Venture

SUBMITTED BY: ___ Other

NAME:

ADDRESS:

PRINCIPLE OFFICE:

State the true, exact, correct and complete legal name of the partnership, corporation, trade or fictitious
name under which you do business and the address of the place of business.

The correct name of the Proposer is:

The address of the principal place of business is:

If the Proposer is a corporation, answer the following:

a. Date of Incorporation:

b. State of Incorporation:

c. President’'s Name:

d. Vice President’s Name:

e. Secretary’s Name:

f. Treasurer's Name:

a.Name and address of Resident Agent:

If Proposer is an individual or partnership, answer the following:

a. Date of Organization:

b. Name, address and ownership units of all partners:
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c. State whether general or limited partnership:

If Proposer is other than an individual, corporation or partnership, describe the organization and give the
name and address of principals:

If Proposer is operating under fictitious name, submit evidence of compliance with the Florida Fictitious
Name Statute.

How many years has your organization been in business under its present business name?

Under what other former names has your organization operated?

ACKNOWLEDGEMENT
State of Florida
County of
On this the day of , 20__, before me, the undersigned Notary
Public of the State of , personally appeared

and (Name(s) of individual(s) who appeared before
notary whose name(s) is/are Subscribed to the within instrument, and he/she/they acknowledge that
he/she/they executed it.

(Name of Notary Public: Print, stamp, or type as
commissioned)

NOTARY PUBLIC, STATE OF

NOTARY PUBLIC
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SEAL OF OFFICE:

Personally known to me, or Produced Identification: DID take an
oath, or DID NOT take an oath

Qualifications Statement Form - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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NON-COLLUSIVE AFFIDAVIT

State of
County of
being first duly sworn, deposes and says
that:
1. He/she is the , (Owner, Partner, Officer, Representative or
Agent) of the Proposer that has

submitted the attached Proposal;

2. He/she is fully informed respecting the preparation and contents of the attached Proposal and of all

pertinent circumstances respecting such Proposal;

Such Proposal is genuine and is not a collusive or sham Proposal,

4. Neither the said Proposer nor any of its officers, partners, owners, agents, representatives, employees
or parties in interest, including this affiant, have in any way colluded, conspired, connived or agreed,
directly or indirectly, with any other Proposer, company, or person to submit a collusive or sham
Proposal in connection with the Work for which the attached Proposal has been submitted; or have in
any manner, directly or indirectly sought by agreement or collusion, or have in any manner, directly or
indirectly, sought by agreement or collusion, or communication or conference with any Proposer,
company, or person to fix the price or prices in the attached Proposal or of any other Proposer, or to fix
any overhead, profit, or cost elements of the Proposal price or the Proposal price of any other Proposer,
or to secure through any collusion, conspiracy, connivance, or unlawful agreement any advantage
against (Recipient), or any person interested in the proposal Work.

w

Witnessed in the presence of:

(Printed Name)

(Printed Name)

ACKNOWLEDGEMENT
State of Florida
County of
On this the day of , 20__, before me, the undersigned Notary
Public of the State of , personally appeared

and (Name(s) of individual(s) who appeared before
notary) whose name(s) is/are Subscribed to the within instrument, and he/she/they acknowledge that
he/she/they executed it.

(Name of Notary Public: Print, stamp, or type as
commissioned)

NOTARY PUBLIC, STATE OF
NOTARY PUBLIC
SEAL OF OFFICE:
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Personally known to me, or Produced Identification: DID take an
oath, or DID NOT take an oath

Non-Collusive Affidavit Form - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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PUBLIC ENTITY CRIMES STATEMENT FORM

A person or affiliate who has been placed on the State of Florida’s convicted vendor list following
a conviction for a public entity crime may not submit a Proposal on a contract to provide any goods
or services to a public entity, may not submit a response on a contract with a public entity for
services in the construction or repair of a public building or public work, may not submit bids on
leases of real property to a public entity, may not be awarded or perform work as a Vendor,
Supplier, Sub-Contractor, or Contractor under a contract with any public entity, and may not
transact business with any public entity in excess of the threshold amount provided in Section
287.017, for CATEGORY TWO for a period of 36 months from the date of being placed on
the convicted vendor list.

I, , being an authorized representative of

, located at
City:
State: Zip: , have read and understand the contents of
the

Public Entity Crime Information and of this formal RFP package, hereby submit our Proposal
accordingly.

Signature: Date:

Phone: Federal ID#:

Public Entity Crime Form - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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DRUG FREE WORKPLACE FORM

Preference shall be given to business with drug-free workplace programs. Whenever two
or more Proposals, which are equal with qualifications and service, are received by the
CCSO for the procurement of commodities or contractual services, a Proposal received
from a business that certifies that it has implemented a drug-free workplace program shall
be given preference in the award process. In order to have a drug-free workplace
program, your company shall:

1. Publish a statement notifying employees that the unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance is prohibited in the workplace
and specifying the action that will be taken against employees for violations of such
prohibition.

2. Inform employees about the dangers of drug abuse in the workplace, the business’s
policy of maintaining a drug-free workplace, any programs, and the penalties that may
be imposed upon employees for drug abuse violations.

3. Give each employee engaged in providing the commodities or contractual services
that are under an RFP, a copy of the statement specified in subsection (1).

4. In the statement specified in subsection (1), notify the employees that as a condition
of working on the commodities or contractual services that are under RFP, the
employee will abide by the terms of the statement and will notify the employer of any
conviction of, or plea of the United Sates or any state, for a violation occurring in the
workplace no later than five (5) days after such conviction.

5. Impose a sanction on, or require the satisfactory participation in a drug abuse
assistance or rehabilitation program if such is available in the employee’s community,
by an employee who is so convicted.

6. Make a good faith effort to continue to maintain a drug-free workplace through
implementation of this section.

As the person authorized to sign the statement, | certify that this company complies fully
with the above requirements.

Concur Variance

Date Vendor’s Signature

Drug-Free Workplace Form - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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INDEMNIFICATION/HOLD HARMLESS FORM

The elected company shall (if required by CCSO) defend, indemnify and hold the CCSO, the CCSO'’s
representatives or agents, and the officers, directors, agents, employees, and assign of each harmless
for and against any and all claims, demands, suits, judgments, damages to persons or property,
injuries, losses or expenses of any nature whatsoever (including attorneys’ fees at trial at appellate
level) arising directly or indirectly from or out of any negligent act or omission of the elected company,
its Sub-contractors and their officers, directors, agents or employees; any failure of the elected
company to perform its services hereunder in accordance with generally accepted professional
standards; any material breach of the elected company’s representations as set forth in the Proposal
or any other failure of the elected company to comply with the obligations on its part to be performed
under a contract.

Concur Variance

l, , being an authorized representative of the company of

located at City

, State , Zip Code

Phone:

Having read and understood the contents above, hereby submit accordingly as of this

Date, , 20

Printed Name

Signature

This signed document shall remain in effect for a period of one (1) year from the date of signature of for the
contract period, whichever is longer.

Indemnification/Hold Harmless Agreement - THIS PAGE MUST BE COMPLETED & SUBMITTED WITH PROPOSAL
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REFERENCE LIST FORM

Proposer shall submit as a part of the proposal package, business references with
name of the business, address, contact person, and telephone number that have
utilized the services being proposed to the CCSO. The CCSO reserves the right to
contact any of the personnel of the references provided.

Name: Name:

Address: Address:

Contact: Contact:

Telephone No.: ( ) Telephone No.: ( )
Name: Name:

Address: Address:

Contact: Contact:

Telephone No.: ( ) Telephone No.: ( )
Name:

Address:

Contact:

Telephone No.: ( )
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VENDOR QUESTIONNAIRE

Company Name

Division/Subsidiary of:

Location Address:

City: State: Zip:

Website:

FEIN / TIN:

Date this business was formed:

State in which business was formed:

Annual Gross Revenue:

Total Number of Employees:
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COST/FEE SCHEDULE FORM

Cost Proposal to CCSO

In accordance with your Request for Proposal RFP 25-0001 and subject to all
conditions thereof, |, the undersigned, hereby propose to provide the requested services
at the following prices as listed on the three Bid Price tables: A) Automobiles, B) Light
Trucks and Sports Utility Vehicles, and C) Heavy Duty Trucks and Vans/

A. Automobiles

Items Price Brand & Type of Oil Used

Oil Change (Conventional
Oil)
a | Per Quart over (6 quarts)

Oil Change (Semi-Synthetic
Oil)
a | Per Quart over (6 quarts)

3 | Oil Change (Synthetic Oil)
a | Per Quart over (6 quarts)

B. Light Trucks and Sports Utility Vehicles

Items Price Brand & Type of Oil Used

Oil Change (Conventional
Oil)
a | Per Quart over (6 quarts)

Oil Change (Semi-Synthetic
Oil)
a | Per Quart over (6 quarts)

3 | Oil Change (Synthetic Oil)
a | Per Quart over (6 quarts)

C. Heavy Duty Trucks and Vans

Items Price Brand & Type of Oil Used

Oil Change (Conventional
Oil)
a | Per Quart over (6 quarts)

Oil Change (Semi-Synthetic
Oil)
a | Per Quart over (6 quarts)

3 | Oil Change (Synthetic Oil)
a | Per Quart over (6 quarts)
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COST/FEE SCHEDULE FORM
(continued)

I, the Undersigned, request the CCSQO’s consideration of the following additional fees.
Further, | affirm that no additional fees, unless listed below and specially incorporated
into a future agreement between myself and the CCSO, shall be charged to the CCSO

under a potential award.

Description of Service

Amount

Basis for Billing

Certifications to CCSO

I, the undersigned, hereby certify that | shall:

a. comply with the laws of the State of Florida;

b. comply with the applicable portion of the Federal Civil Rights Act of 1964,
C. comply with the Equal Employment Opportunity Act and the regulations

issued thereunder by the federal government,

d. comply with the Americans with Disabilities Act of 1990 and the
regulations issued thereunder by the federal government,

e. comply with all terms and conditions set out in this RFP and, if awarded,
the resulting contract,

f. affirm, as a condition precedent to award, that the Bid submitted was
independently arrived at, without collusion, under penalty of perjury, and

g. keep this offer open and valid for at least 90 days.

Signature of Authorized Representative

Type or Printed Name of Authorized Representative

Title

Date
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