JEFFERSON COUNTY PURCHASING DEPARTMENT
Deborah I. Clark, Interim Purchasing Agent

1149 Pearl Street, Beaumont, TX 77701 409-835-8593 Fax 409-835-8456

Request for Proposal
December 8, 2008

Notice is hereby given that sealed proposals will be accepted by the Jefferson County Purchasing Divi-
sion for RFP 09-034/DC,Record Archives Restoration and Preservation for the Jefferson County
Clerk. Specifications for this project may be obtained from the website, http://www.co.jefferson.tx.us, or
by calling 409-835-8593.

Proposals are to be addressed to the Purchasing Agent with the proposal number and name marked on the
outside of the envelope. Offerors shall forward an original and seven (7) copies of their proposal to the
address shown below. Late proposals will be rejected as non-responsive. Proposals will be publicly
opened and only the firm name will be read aloud in the Jefferson County Commissioners’ Courtroom at
the time and date below. Proposals shall be opened in a manner that avoids disclosure of the contents to
competing offerors and maintains the confidentiality of the proposals during negotiations. Proposals will be
open for public inspection after the award of the contract, except for trade secrets and confidential
information. Offerors are invited to attend the sealed proposal opening.

There will be a pre-proposal conference on December 18, 2008, at 2:00 PM in the Jefferson County
Clerk’s Office, 1001 Pearl, Beaumont, TX 77701.

PROPOSAL NAME: Record Archives Restoration and Preservation for the
Jefferson County Clerk

PROPOSAL NO: 09-034/DC

DUE DATE/TIME: January 12, 2009 11:00 AM,

MAIL OR DELIVER TO: Jefferson County Purchasing Division
1149 Pearl Street, 1% Floor
Beaumont, Texas 77701

Any questions relating to these requirements should be directed to Deborah Clark , Interim Purchasing
Agent, at 409-835-8593.

All interested firms are invited to submit a proposal in accordance with the terms and conditions stated in
this proposal.

RESPONDENTS ARE STRONGLY ENCOURAGED TO CAREFULLY READ THE ENTIRE INVITATION.

Deborah L. Clark
Interim Purchasing Agent
Jefferson County, Texas

Publish:  Beaumont Enterprise & Port Arthur News —December 10 and 17, 2008

Rev. 04-09-07
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PROPOSAL SUBMITTAL CHECKLIST

The Offeror’s attention is especially called to the items listed below, which must be submitted in
full as part of the proposal.

Failure to submit any of the documents listed below as a part of your proposal, or failure to
acknowledge any addendum in writing with your proposal, or submitting a proposal on any
condition, limitation, or provision not officially invited in this Request for Proposal (RFP) may
cause for rejection of the proposal.

Offeror shall check each box indicating compliance.
THIS CHECKLIST MUST BE SUBMITTED AS PART OF YOUR PACKAGE

D<] Cover sheet identifying the contract/project being proposed, the name and address of the
Offeror, the date of the proposal, and the telephone and facsimile numbers of Offeror.

DX An acknowledgment and/or response to each section of the proposal.

[ ] Form of business (e.g., corporation, sole proprietorship, partnership); if corporation the date
and state of incorporation.

X Identification of three (3) entities for which the Offeror is providing or has provided record
archives restoration and preservation for the Jefferson County Clerk of the type requested,
including the name, position, and telephone number of a contact person at each entity.

[ ] Identification of all legal claims, demands, contracts terminated or lawsuits filed, threatened,
or pending against the Offeror and/or its principal/officers for the last three (3) years, as well
as identification of any administrative actions or warnings taken or issued by any federal,
state, or local governmental agency to Offeror and/or its principals/officers with regard to the
provision of the same or similar service as covered by this RFP, or the payment of moneys
under the terms of any agreement(s) relating to such services.

[ ] Same contract with compensation sections blank.

<] One (1) original and seven (7) copies of the proposal should be mailed to delivered no later
than 11:00 Am, January 12, 2009, to the Jefferson County Purchasing Division, 1149 Pearl
Street, First Floor, Beaumont, TX 77701.

PLEASE READ THE “PROPOSAL SUBMITTAL CHECKLIST” INCLUDED IN THIS PACKAGE.

Company Telephone Number
Address Fax Number
Authorized Representative (Please print) Title

Authorized Signature Date
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1. INTRODUCTION TO OFFERORS

This Request for Proposal (RFP) is to receive proposals from qualified firms regarding services
for record archives restoration and preservation for the Jefferson County Clerk.

The following items are provided as general information and specifications as required by the
Jefferson County Purchasing Department.

1.1 VENDOR INSTRUCTIONS

Read the document carefully. Follow all instructions. You are responsible for ful-
filling all requirements and specifications. Be sure you have a clear understanding
of the proposal.

General Requirements apply to all advertised requests for proposals, however, these may
be superseded, whole or in part, by the Scope of Services, Guidelines and Specifica-
tions, Requested Responses and Information, or other data contained herein. Be
sure your proposal package is complete.

1.2 GOVERNING LAW

Offeror is advised that these requirements shall be fully governed by the laws of the State
of Texas and that Jefferson County may request and rely on advice, decisions, and
opinions of the Attorney General of Texas and the County Attorney concerning any
portion of these requirements.

1.3 AMBIGUITY, CONFLICT, OR OTHER ERRORS IN THE RFP

If Offeror discovers any ambiguity, conflict, discrepancy, omission or other error in the
RFP, Offeror shall immediately notify the County of such error in writing and request
modification or clarification of the document. Modifications will be made by issuing
Addenda. Written notice will be given to all parties who have been furnished with the
RFP without divulging the source of the request for the same. If the Offeror fails to
notify the County prior to the date and time fixed for submission of proposals of an error
or ambiguity in the RFP known to Offeror, or an error or ambiguity that reasonably
should have been known to Offeror, then Offeror shall not be entitled to compensation or
additional time by reason of the error or ambiguity or its later resolution.

The County may also modify the RFP, no later than 48 hours prior to the date and time
fixed for submission of proposals, by issuance of an Addendum to all parties who have
received the RFP. All addenda will be numbered consecutively, beginning with 1.

1.4 NOTIFICATION OF MOST CURRENT ADDRESS

Firms in receipt of this RFP shall notify Deborah L. Clark, Jefferson County Purchasing
Division, of any address changes, contact person changes, and/or telephone number
changes no later than 48 hours prior to the date and time fixed for submission of
proposals.
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1.5 PROPOSAL PREPARATION COST

Costs for developing proposals is entirely the responsibility of Offerors and shall not be
charged to Jefferson County.

1.6 SIGNATURE OF PROPOSAL

A transmittal letter, which shall be considered an integral part of the proposal, shall be
signed by an individual who is authorized to bind the Offeror contractually. If the
Offeror is a corporation, the legal name of the corporation shall be provided together with
the signature of the officer or officers authorized to sign on behalf of the corporation.

If the Offeror is a partnership, the true name of the firm shall be provided with the
signature of the partner or partners authorized to sign.

If the Offeror is an individual, that individual shall sign. If signature is by an agent, other
than an officer of a corporation or a member of a partnership, a power of attorney or
equivalent document must be submitted to the Jefferson County Purchasing Division
prior to the submission of the proposal or with the proposal.

1.7 ECONOMY OF PRESENTATION

Proposals shall not contain promotional or display materials, except as they may directly
answer in whole or in part questions contained in the RFP. Such exhibits shall be clearly
marked with the applicable reference number of the question in the RFP. Proposals must
address the technical requirements as specified in the RFP. All questions posed by the
RFP must be answered concisely and clearly. Proposals that do not address each
criterion may be rejected and not considered.

1.8 PROPOSAL OBLIGATION

The contents of the proposal and any clarification thereof submitted by the selected
Offeror shall become part of the contractual obligation and incorporated by reference into
the ensuing contract.

1.9 INCORPORATION BY REFERENCE AND PRECEDENCE

This Agreement is derived from (1) the RFP, written clarifications to the RFP and
County’s response to questions; (2) the Contractor’s Best and Final Offer, and (3) the
Contractor’s response to the RFP.

In the event of a dispute under this Agreement, applicable documents will be referred to
for the purpose of clarification or for additional detail in the following order of
precedence: (1) Amendments to the Agreement in reverse chronological order; (2) the
Agreement, including the Scope of Work; (3) the Contractor’s Best and Final Offer;
(4) the RFP, including attachments thereto and written responses to questions and written
clarifications; and (5) the Contractors response to the RFP.
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1.10 GOVERNING FORMS

In the event of any conflict between the terms and provisions of these requirements and
the specifications, the specifications shall govern. In the event of any conflict of inter-
pretation of any part of this overall document, Jefferson County’s interpretation shall
govern.

1.11 IMPLIED REQUIREMENTS

Products and services not specifically mentioned in the RFP, but which are necessary to
provide the functional capabilities described by the Offeror, shall be included in the
proposal.

1.12 ComMPLIANCE WITH RFP SPECIFICATIONS

It is intended that this RFP describe the requirements and the response format in
sufficient detail to secure comparable proposals. Failure to comply with all provisions of
the RFP may result in disqualification.

1.13 EVALUATION

Jefferson County reserves the right to use all pertinent information (also learned from
sources other than disclosed in the RFP process) that might affect the County’s judgment
as to the appropriateness of an award to the best evaluated Offeror. This information may
be appended to the proposal evaluation process results. Information on a service provider
from reliable sources, and not within the service provider’s proposal, may also be noted
and made part of the evaluation file. Jefferson County shall have sole responsibility for
determining a reliable source. Jefferson County reserves the right to conduct written
and/or oral discussions/interviews after the proposal opening. The purpose of such
discussions/interviews is to provide clarification and/or additional information to make an
award is in the best interest of Jefferson County.

1.14 WITHDRAWAL OF PROPOSAL

The Offeror may withdraw its proposal by submitting a written request over the signature
of an authorized individual, as described in paragraph 1.6, to the Purchasing Division any
time prior to the submission deadline. The Offeror may thereafter submit a new proposal
prior to the deadline. Modification or withdrawal of the proposal in any manner, oral or
written, will not be considered if submitted after the deadline.

1.15 AWARD

Jefferson County reserves the right to award this contract on the basis of the Best Offer
in accordance with the laws of Texas, to waive any formality or irregularity, to make
award to more than one Offeror, and/or to reject any or all proposals. In the event the
highest dollar Offeror meeting specifications is not awarded a contract, the Offeror may
appear before Commissioners’ Court and present evidence concerning his responsibility.
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1.16

1.17

1.18

1.19

1.20

1.21

OWNERSHIP OF PROPOSAL

All proposals become the property of Jefferson County and will not be returned to
Offerors.

DISQUALIFICATION OF OFFEROR

Upon signing this proposal document, a contractor offering to sell supplies, materials,
services, or equipment to Jefferson County certifies that the Offeror has not violated the
antitrust laws of this state codified in Section 15.01, et seq, Business & Commerce Code,
or the Federal Antitrust Laws, and has not communicated directly or indirectly the offer
made to any competitor or any other person engaged in such line of business. Any or all
proposals may be rejected if the County believes that collusion exists among the Offerors.

CONTRACTUAL DEVELOPMENT

The contents of the RFP and the selected proposal will become an integral part of the
contract, but may be modified by provisions of the contract as negotiated. Therefore, the
Offeror must be amenable to inclusion in a contract of any information provided (in
writing) either in response to this RFP or subsequently during the selection process.

ASSIGNMENT

The selected vendor may not assign, sell, or otherwise transfer this contract without
written permission of the Jefferson County Commissioners’ Court.

CONTRACT OBLIGATION

Jefferson County Commissioners’ Court must award the contract, and the County Judge
or other person authorized by Jefferson County Commissioners’ Court must sign the
contract before it becomes binding on Jefferson County or the Offeror. Department
heads are not authorized to sign agreements for Jefferson County. Binding agree-
ments shall remain in effect until all products and/or services covered by this proposal
have been satisfactorily delivered and accepted.

TERMINATION

Jefferson County reserves the right to terminate the contract for default if the awarded
vendor breached any of the terms therein, including warranties of Offeror, or if the bidder
becomes insolvent or commits acts of bankruptcy. Such right of termination is in
addition to and not in lieu of any other remedies Jefferson County may have in law or
equity. Default may be construed as, but not limited to, failure to deliver the proper
goods and/or services within the proper amount of time, and/or to properly perform any
and all other requirements to Jefferson County’s satisfaction, and/or to meet all other
obligations and requirements. Contracts may be terminated without cause upon thirty
(30) days’ written notice to either party unless otherwise specified.
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1.22

1.23

1.24

1.25

1.26

1.27

INSPECTIONS

Jefferson County reserves the right to inspect any item(s) or service location(s) for
compliance with specifications and requirements and needs of the using department. If a
proposal cannot furnish a sample of a proposed item, where applicable, for review, or
fails to satisfactorily show an ability to perform, the County can reject the Offeror as
inadequate.

TESTING

Jefferson County reserves the right to test equipment, supplies, material and goods
proposed for quality, compliance with specifications, and ability to meet the needs of the
user. Demonstration units must be available for review. Should the goods or services
fail to meet requirements and/or be unavailable for evaluation, the offer is subject to
rejection.

Loss, DAMAGE, OR CLAIM

The Offeror shall totally indemnify Jefferson County against all claims by its employees,
agents, or representatives or personal injury arising from any cause. In addition, the
Offeror shall totally indemnify Jefferson County against all claims of loss or damage to
the Offeror’s and Jefferson County’s property, equipment, and/or supplies.

WAIVER OF SUBROGATION

Offeror and Offeror’s insurance carrier waive any and all rights whatsoever with regard
to subrogation against Jefferson County as an indirect party to any suit arising out of
personal or property damages resulting from the Offeror’s performance under this
agreement.

CONFLICT OF INTEREST

Employees of the County are not permitted to maintain financial interest in, or receive
payment, directly or indirectly, borrow from, lend to, invest in, or engage in any substan-
tial financial transaction with any individual, organization, supplier, or subcontractor who
does business with the County without disclosure.

ACKNOWLEDGMENT OF INSURANCE REQUIREMENTS

By signing its proposal, Offeror acknowledges that it has read and understands the insur-
ance requirements for this proposal. Offeror also understands that evidence of required
insurance must be submitted within fifteen (15) working days following notification of
acceptance of its offer; otherwise, Jefferson County may rescind its acceptance of the
Offeror’s proposal. The insurance requirements are part of this package.
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1.28 PRE-PROPOSAL CONFERENCE

There will be a pre-proposal conference on December 18, 2008 at 2:00 pm, at the
Jefferson County Clerk’s Office, 1001 Pearl, Beaumont, TX 77701.

1.29 DELIVERY OF PROPOSALS
All proposals are to be delivered by 11:00 Am, central time, January 12, 2009, to:

Jefferson County Purchasing Division
Deborah L. Clark Interim Purchasing Agent
1149 Pearl Street, First Floor
Beaumont, Texas 77701

Jefferson County will not accept any proposals received after the stated time and date,
and shall return such proposals unopened to the Offeror.

Jefferson County will not accept any responsibility for proposals being delivered by third
party carriers.

Offeror must submit one (1) original and seven (7) exact duplicate, numbered copies of
the proposal (for a total of eight (8)). Proposals will be opened publicly in a manner to
avoid public disclosure of contents; however, only names of Offerors will be read aloud.

List the Proposal Number on the outside of the box or envelope and note “Request for
Proposal enclosed.”

1.30 QUESTIONS

Questions may be faxed to Deb Clark at 409-835-8456.
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1.31 SCHEDULE OF EVENTS

12/08/2008 Issuance of Request for Proposal

12/18/2008 Pre Proposal Conference (2:00 pm)

01/12/2009 Deadline Submission (late proposals will not be
considered)

01/15-22/2009 Proposals distributed to Evaluation Committee

01/28/2009 Evaluation Committee Convenes to Tabulate Scoring and

Determines Short List
02/02-05/2009 Conduct Interview/Best and Final Offer/Short List

02/09/2009 Recommendation for Award
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2. RESPONSE FORMAT

2.1 INTRODUCTION

Each proposal submitted in response to this RFP must be organized to correspond with
those numbered sections of this RFP that require a response. Failure to arrange the
proposal as requested may result in the disqualification of the proposal. Conciseness and
clarity of content are emphasized and encouraged. Vague and general proposals will be
considered non-responsive, and will result in disqualification. The response must be
complete. Failure to provide the required information may result in the disqualification
of the proposal. All pages of the proposal must be numbered and the proposal must
contain an organized, paginated table of contents corresponding to the sections and pages
of the proposal.

2.2 ORGANIZATION OF PROPOSAL CONTENTS

Each proposal must be organized in the manner described below.

a. Transmittal Letter

b. Executive Summary

C. Table of Contents

d. Security and Accessibility of Records

e. Project Understanding/Preservation Procedure
f. Transportation and Service Plan

g. Experience

h. Financial Information

I. Cost Proposal (Appendix A of RFP)

2.3 TRANSMITTAL LETTER

The Offeror must submit a transmittal letter that identifies the entity submitting the
proposal, and includes a commitment by that entity to provide the services required by
the County. The transmittal letter must state that the proposal is valid for ninety (90)
days from the deadline for delivery of proposals to the County. Any proposal containing
a term of less than ninety (90) days for acceptance will be rejected as non-responsive.

The transmittal letter must be signed by a person legally authorized to bind the Offeror to
the representations in the response. In the case of a joint proposal, each party must sign
the transmittal letter. The Offeror also must indicate, in its transmittal letter, why it
believes that it is the most qualified Offeror to provide the services described in this RFP.
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The transmittal letter must include a statement of acceptance of the terms and conditions
of the contract resulting from this RFP. If Offeror takes exception to any of the proposed
terms and conditions stated in this RFP, those exceptions must be noted in the transmittal
letter. However, Offeror must realize that failure to accept the terms specified in this
proposal may result in disqualification of the proposal.

The transmittal letter must include a statement of acceptance of the Standards of
Performance for the contract resulting from this RFP.

2.4 EXECUTIVE SUMMARY

The Offeror must provide an executive summary of its proposal that asserts that the
Offeror is providing in its response all of the requirements of this RFP. The executive
summary must not exceed three (3) pages, and must represent a full and concise summary
of the contents of the proposal. The executive summary must not include any
information concerning the cost of the proposal. The Offeror must identify any services
that are provided beyond those specifically requested. If the Offeror is providing services
that do not meet the specific requirements of this RFP, but in the opinion of the Offeror
are equivalent or superior to those specifically requested, any such differences must be
noted in the executive summary. However, the Offeror must realize that failure to
provide the services specifically required may result in disqualification of the proposal.

2.5 TABLE OF CONTENTS

Each proposal must be submitted with a table of contents that clearly identifies and
denotes the location of each title and subtitle of the proposal. Additionally, the table of
contents must clearly identify and denote the location of all enclosures of the proposal.
The table of contents must follow the RFP’s structure as much as is practical.

2.6 SECURITY AND ACCESSIBILITY OF RECORDS
Offerors must provide the following identifying information:
a. Describe vendor site location where work will be performed.

b. Security measure provided by vendor to safe keep Jefferson County records
during treatment including fire and flood protection.;

C. Accessibility of records during treatment;
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2.7 PROJECT UNDERSTANDING/PRESERVATION PROCEDURE

Each Offeror must provide proposed methods of treatments that include the following
information.

a. Proposed Method of Treatment

Dismantel Bindings
Repair/restore paper
Trimming of documents
Peelers/Tape Removal
De-acidification
Preservation

b. Documentation of treatment
C. Provide sample of treatment report to be secured inside book cover.
d. List of equipment to be used.

2.8 TRANSPORTATION AND SERVICE PLAN

a. Method of pick-up and delivery of documents to be treated.
b. Packing of books and documents for shipment to and from vendor’s facility.
C. Time and Action Plan for treatment of books and documents including length of

time documents will be at vendor’s facility.

d. Earliest possible start date.

2.7 EXPERIENCE

Each Offeror must show successful past performance of similar service as detailed in the
specifications. All Offeror shall provide with their submittal a written statement of
qualifications including level of experience-identifing past projects including size and
scope, qualifications in providing preservation of historialc records including proof of
education and certifcations and understanding with the scope of work.

2.8 FINANCIAL INFORMATION
Each Offeror must provide a copy of their most recent financial statement (i.e., monthly,

quarterly) and most recent audited financial statement, each to include corresponding
balance sheet, income statement and statement of cash flow.
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2.9 CONFLICT OF INTEREST

Each Offeror must disclose any existing or potential conflict of interest relative to the
performance of the requirements of this RFP. Examples of potential conflicts may
include an existing business or personal relationship between the Offeror, its principal, or
any affiliate or subcontractor, with the County or any other entity or person involved in
any way in the project that is the subject of this RFP. Similarly, any personal or business
relationship between the Offeror, the principals, or any affiliate or subcontractor, with
any employee of the County or its suppliers must be disclosed. Any such relationship
that might be perceived or represented as a conflict must be disclosed. Failure to disclose
any such relationship or reveal personal relationships with state employees may be cause
for contract termination. The County will decide if an actual or perceived conflict should
result in proposal disqualification.

Each Offeror must reveal any past or existing relationship between the Offeror, its
principal, employees, or any affiliate or subcontractor, with any county agency, entity,
county employee, or other person in anyway involved in the county’s procurement and/or
contracting processes. It shall be the sole prerogative of the County to determine if such
relationship constitutes a conflict of interest.

By submitting a proposal in response to this RFP, all Offerors affirm that they have not
given, nor intend to give, at any time hereafter any economic opportunity, future
employment, gift, loan, gratuity, special discount, trip, favor, or service to a public
servant or any employee or representative of same, in connection with this procurement.

FAILURE BY OFFEROR TO INCLUDE ALL LISTED ITEMS
MAY RESULT IN THE REJECTION OF ITS PROPOSAL.
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3. PROPOSAL SUBMITTAL

The Proposal is due no later than 11:00 Am, January 12, 2009, and shall include the following:

= Cover sheet identifying the contract/project being proposed, the name and address of
Offeror, the date of the proposal, and the telephone and facsimile numbers of Offeror.

= An acknowledgment and/or response to each section of the proposal.

= Form of business (e.g., corporation, sole proprietorship, partnership); if corporation
the date and state of incorporation.

= |dentification of three (3) entities for which the Offeror is providing or has provided
record archives restoration and preservation of the type requested, including the
name, position, and telephone number of a contact person at each entity.

= |dentification of all legal claims, demands, contracts terminated or lawsuits filed,
threatened, or pending against the Offeror and/or its principal/officers for the last
three (3) years, as well as identification of any administrative actions or warnings
taken or issued by any federal, state, or local governmental agency to Offeror and/or
its principals/officers with regard to the provision of the same or similar service as
covered by this RFP, or the payment of moneys under the terms of any agreement(s)
relating to such services.

= Same contract with compensation sections blank.

=  One (1) original and seven (7) copies of the proposal should be mailed or delivered
to:

Jefferson County Purchasing Division
First Floor
1149 Pearl Street
Beaumont, TX 77701

= Explanations, exceptions, comments, etc., pertaining to the specific sections of the

specifications. All comments shall be listed and numbered in order of the respective
article of the specification.
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4. SCOPE OF SERVICES

4.1 OBJECTIVE

Jefferson County seeks a contractor to provide a term contract for the Preservation of Historical
Documents for the Jefferson County Clerk’s office. This proposal will be awarded by category.
a. Book Preservation:

3.0 mil Polyester Pockets — Encapsulation sealed on 3 sides
3.0 mil Polyester Pockets — Encapsulation sealed on 4 sides
No Encapsulation

b. Document Preservation

Option 1 — Treat, Clean, De-acidify, place in Mylar encapsulation and bind in
archival quality county binder

Option 2 — Treat, Clean, De-acidify, place in Mylar encapsulation, file in acid free
folder and place in acid free file box

Option 3 - Treat, Clean, De-acidify, file in acid free folder and place in acid free
file box

C. Vendor(s) shall provide all supplies, materials, equipment, transportation and
related items required for this contract. Vendor(s) shall also be bonded in the
amount of the contract for the term of the contract. Successful vendor(s) will
be awarded a contract for twelve (12) months effective from date of award or
notice to proceed as determined by Jefferson County Purchasing. At Jefferson
County’s option and approval by the vendor (s), the contract may be renewed
for two (2) additional one (1) year periods.

4.2 GENERAL REQUIREMENTS

a. Vendor will be responsible for the pick-up and return of books and documents
(records) from Jefferson County, County Clerk’s Archives address. Prior to
shipping, vendor will be required to come to Jefferson County’s facility to
inventory and prepare all books and documents for shipping. Vendor will be
responsible for packing the books and documents for transport.

b. Vendor will be responsible for arranging transport of documents to and from
vendor’s facility. Transportation costs must be included in vendor’s proposed
pricing. Vendor shall not use third party carriers for transportation, Jefferson
County will approve vendor's transportation methodology prior to each shipment.

1 Vendor's vehicle shall be climate controlled at all times.

2 Pallets supplied by vendor for return shipment must be Size 48 x 40”
Grade B (hardwood) or better

3 All pallets must be stretched wrapped for shipment.

4 Vendor should not break down pallets during shipment.

5 Pallets should not be double stacked
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C. After pick-up, all books and documents (records) shall remain exclusively in the
care, custody and control of the vendor, until returned to the County Clerk’s
Archives. Vendor shall not subcontract any work to a third party. Records
must be stored in a secure and climate controlled environment while in the
possession of vendor and must only be accessible to those persons employed by
the vendor and assigned to this preservation project. Records are used daily by the
public; consequently, vendor shall pick-up and return to the County Clerk’s
Archives on a pre-determined schedule for each lot until project completion. In
addition, all records during the preservation period must be available to the
County Clerk or County Clerk’s representatives within twenty-four (24)
hours at vendor’s expense. Jefferson County will provide vendor (s) with a
list of authorized representatives prior to shipping of documents. Copies of
requested documents are to be e-mailed or faxed to Jefferson County’s
authorized representative.

d. All materials and workmanship shall be guaranteed in accordance with archival
industry standards, and shall be satisfactory to the County Clerk. The County
Clerk reserves the right to inspect vendor’s materials and workmanship (before
and during contract period) to insure vendor is in compliance with contract
requirements. Failure to comply with requirements will constitute default and may
result in cancellation of the proposal

4.3 BOOK PRESERVATION — TECHNICAL SPECIFICATIONS

a. Jefferson County will be preserving approximately 110 drawers, 4 volumes and 1
set of miscellaneous books, during the first term of this contract. Each drawer
contains approximately 710 pages. Documents will be available for viewing at
the Mandatory Pre-Proposal Conference. Vendors will be given the opportunity
to inspect the drawers and volumes and prepare a listing with exact page counts

per entity.

1 Probate Records - 108 drawers with approximately 700 pages per drawer

2 Commissioners Court Indexes — 4 Volumes with 310 sheets per volume
(18" x 14™)

3 Miscellaneous Docket Books — sheet size and number of pages varies

4 Marriage Records — 1 drawer approximately 2500 sheets laminated (*14’
X 81/27)

5 Marriage Records — 1 drawer approximately 4,000 sheets (15* X 10”)

b. Completely unbind volumes by safely reversing the current binding, and remove
all old adhesive and all old threads. Volumes are to be disbanding by safely
reversing the current binding. Books may not be guillotined. The integrity of the
original size of the document, with all of its parts and pieces should be
maintained.

C. Surface clean all documents as needed. Superficial grime, dirt and soot are to be
removed from paper. Pressure sensitive tapes, adhesives and old repairs are to be
removed. Accretions, including deposits and mold growth are to be removed.
Staples and paper clips shall be removed and discarded. Sheets shall be mended
with acid-free products.
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d. Sheets shall be humidified first, and then air-dried under acid free blotter to
straighten folds and bends without damaging paper fibers in the process. Paper
shall have no memory of the previous folded position. Humidification must be
carefully monitored so as not to cause inks to bleed or result in mold or fungus
growth.

e. All sheets shall be de-acidified. Vendor is to use the Bookkeepers®
commercially prepared solution process of de-acidification.  After de-
acidification, vendor shall randomly test documents to insure a pH of 8.5 with a
deviation of no more than + .5.

f. Sheets are to be individually encapsulated in archival 3 mil polyester pocket.
Vendor must use archival quality polyester as approved by the Library of
Congress. Melinex 516 or equivalent that will lay flat when welded. Polyester
shall be closed on 3 or 4 sides to prevent invasion of atmospheric pollutants. In
later stages of contract, some books may not require encapsulation. It is requested
that vendor quote 3 sides sealed, 4 sides sealed and no encapsulation. See
proposal pricing sheets (pages 27 — 30). Pocket dimensions shall match the “book
block™ dimensions, with a 1-1/4” binding margin add on.

g. Volumes shall be rebound in stainless steel binder or equivalent with genuine
leather spine and imitation leather cover boards. Due to the added archival
polyester pockets, each volume shall be divided into two volumes and imprint
shall include pages within. Each spine shall have four single hubs and shall be
stamped in gold permanent foil and guaranteed not to fade or wear-off.

h. Cover boards to be acid free buffered and ¥4 thick.

i. All adhesives shall be acid free non-animal residue and reversible. Adhesives
must be based on internally plasticized copolymers of vinyl acetate with ethylene,
dibutyl maleate, or other suitable monomer, with vinyl acetate monomer content
of no more than 1 percent, and minimum pH of 6.0.

J. If preservation of this collection is in progress; vendor is to match existing books
exactly.

44 DOCUMENT PRESERVATION — TECHNICAL SPECIFICATIONS

a. Jefferson County will be preserving approximately 370 binders of case files
during the first term of this contract. Boxes include folded docket files and flat
files. Documents are from the years 1873 to 1943. The amount of sheets per box
will vary. Vendor will be given the opportunity to inspect the boxed documents at
the Mandatory Pre-Proposal Conference.

b. Surface clean all documents as needed. Superficial grime, dirt and soot are to be
removed from paper. Pressure sensitive tapes, adhesives and old repairs are to be
removed. Accretions, including deposits and mold growth are to be removed.
Staples, paper clips, pins and other fasteners shall be removed and discarded.
Sheets shall be mended with acid-free products.
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C. Sheets shall be humidified first, and then air-dried under acid free blotter to
straighten folds and bends without damaging paper fibers in the process. Paper
shall have no memory of the previous folded position. Humidification must be
carefully monitored so as not to cause inks to bleed or result in mold or fungus
growth.

d. All sheets shall be de-acidified. Vendor is to use the Bookkeepers®
commercially prepared solution process of de-acidification.  After de-
acidification, vendor shall randomly test documents to insure a pH of 8.5 with a
deviation of no more than + .5.

e. All sheets are to be individually encapsulated in archival 2 mil polyester pocket.
Vendor must use archival quality polyester as approved by the Library of
Congress. Melinex 516 or equivalent that will lay flat when welded. Polyester
shall be welded closed on 3 or 4 sides to prevent invasion of atmospheric
pollutants. It is requested that vendor quote both options. Pocket dimensions shall
match the “book block” dimensions, with a 1-1/4” binding margin add on.

f. Documents shall be bound in stainless steel Binder or equivalent with genuine
leather spine and imitation leather cover boards. Volumes must accommodate up
to 8-%2” x 14” sheet size. Stud post fly leaves binders shall be used with stainless
steel posts. Binders should be no more than 3” in thickness or 300 pages. Each
spine shall have four single hubs and shall be stamped in gold permanent foil and
guaranteed not to fade or wear-off.

g. Cover boards to be acid free buffered and ¥4” thick.

h. All adhesives shall be acid free non-animal residue and reversible. Adhesives
must be based on internally plasticized copolymers of vinyl acetate with ethylene,
dibutyl maleate, or other suitable monomer, with vinyl acetate monomer content
of no more than 1 percent, and minimum pH of 6.0.

I. If preservation of this collection is in progress; vendor is to match existing books
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5. PROJECT REQUIREMENTS

5.1 OBJECTIVE

Each proposal must include a detailed work plan that addresses how work for Jefferson
County would be performed. It shall include detailed personnel assignments. A detailed
description of major deliverables to be provided must also be included. In addition, the
proposed work plan must contain provisions requiring review and approval by both the
Jefferson County Purchasing Department and Jefferson County Commissioners’ Court.

The proposal must include a sample timeline for the completion of each major task
included in the proposal to the extent practicable, as well as projected completion dates
for each major activity required. All proposals submitted in response to this RFP become
the property of Jefferson County.

5.2 OFFEROR EXPERIENCE

The successful Offeror must demonstrate extensive experience in and understanding of
the nature of research and analysis required in order to carry out the intent of this project.

The proposal must identify all key personnel who are to be part of the proposed
consultant team and detail their experience. Jefferson County Commissioners’ Court
reserves the right to approve each member of the team and to request substitutions.

The Offeror must describe in detail the current and historical experience the Offeror and
its subcontractors have that would be relevant to completing the project. The Offeror
must provide descriptions and references for all engagements of comparable complexity
and sensitivity to the requirements of this RFP that have been conducted within the past
five (5) years. References must contain the name of key contacts and a telephone
number.

The description of experience must be detailed and cover all relevant contracts that the
Offeror and its subcontractors, as applicable, have had and all experience similar to this
contract that qualifies the Offeror to meet the requirements of this contract. Included
must be the names, titles, addresses, and current telephone numbers of organizations that
may be contacted to verify qualifying experience. The Offeror must indicate whether the
organizations so listed are included for the purpose of verifying the Offeror’s qualifying
experience, or the qualifying experience of its subcontractors. Each experience statement
also must include the name and types of services directly provided by the Offeror under
the contract, and whether the Offeror was the contractor or subcontractor.

The Offeror must briefly state why it believes its proposed services best meet the
County’s needs and RFP requirements, and the Offeror also must concisely describe any
additional features, aspects, or advantages of its services in any relevant area not covered
elsewhere in its proposal.
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5.3 OFFEROR PERSONNEL AND ORGANIZATION

The Offeror must provide resumes of all key personnel that will be involved in
performing the project, and must provide for each person:

a. Full name (including full middle name);
b. An employment history;

C. A specific description of relevant experience and skills that person has in
connection with the conduct of financial advisory services that is the subject of
this RFP (limit one page);

d. A specific indication of what role the individual will have in this project; and

e. Any additional helpful information to indicate the individual’s ability to aid the
Offeror in successfully performing the work involved in this RFP (limit to one
page).

The resumes must present the required personnel in sufficient detail as to provide the
County an indication that the personnel involved can perform the work specified in this
RFP. All proposed personnel will be subject to the County approval.

Jefferson County is committed to using the selected Performance Review Company
according to reasonable and well-planned timeframes, to the extent possible. Jefferson
County is committed to making available its personnel in a similar manner to enable the
Performance Review team able to perform its duties in a timely basis. Each Offeror is
required to make a statement as to the availability of key personnel to Jefferson County
when required.

The key personnel who are to work on this project, identified in the proposal as such, are
considered to be essential to the services to be provided. No substitutions of key
personnel following contract award will be made without the prior written consent of
Jefferson County Commissioners” Court. All requested substitutes must be submitted to
the Jefferson County Commissioners’ Court, or, together with their resumes, for
approval.

Each of the successful Offeror’s personnel is subject to removal from this project by
Jefferson County Commissioners’ Court. In addition, if the person removed is among the
project’s key personnel, the replacement must be approved by Jefferson County
Commissioners” Court. All replacements of key personnel will be paid at the same rate
as the person who was replaced, unless the rate normally charged by the replacement is
lower, in which case the lower rate will be paid. All replacements of key personnel must
be of equal or superior experience as the person replaced.

If applicable, each Offeror must provide a detailed statement setting forth the proposed
hourly billing rate for all key personnel, and for each additional staff member to be
assigned to the project. The hours each of the key personnel and other staff members are
projected to work on the project.
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Each Offeror must provide any equipment, software, or data communication lines
required by the successful Offeror’s personnel to complete the work specified in this
document. Each Offeror also must identify any personnel related through blood or
marriage to the County or to any current employee of the County.

Each Offeror must provide an organizational chart covering the services offered in its
proposal, indicating lines of authority, names, titles, and functions of individuals
assigned. The Offeror must assign a contact person to the project.
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6. PROPOSAL EVALUATION AND SELECTION PROCESS

6.1 INTRODUCTION

The proposal evaluation and selection process is detailed in this section, as are other
factors, and the format in which the cost response of each proposal must be submitted.

6.2 CoOST PROPOSAL

The Offeror must utilize the form provided in Appendix A in its submission of a cost
proposal in response to this RFP. The cost proposal must be included in each copy of the
proposal. Any reworked version of Appendix A that is intended to be a substitute for
Appendix A, that is provided by a Offeror may be determined as non-responsive, and
may result in the proposal’s disqualification.

6.3 PROPOSAL EVALUATION AND SELECTION

Prior to the receipt of proposals, the County will establish an Evaluation Committee. The
Committee is expected to include representatives from Jefferson County’s Clerk’s
Department and various other key County personnel.

6.4 EVALUATION CRITERIA
a. Security and Accessibility of Records (15 points).
b. Project Understanding/Preservation Procedures (15 points).
C. Transportation and Service Plan (15 points).
d. Experience (15 points).
e. References (10 points).
f. Pricing (10 points).
g. Financial Stability (10 points).
h. Site Visit of Vendor’s Facility (10 point).

The Evaluation Committee may elect to require an oral presentation from each qualified
Offeror of the information contained in their proposal. Any invitation for an oral
presentation will be solely for the purpose of clarifying proposals received from each
qualifying Offeror, and will not represent any decision on the part of the evaluation
committee as to the selection of a successful Offeror.
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Upon completion of their review and any oral presentations, the Evaluation Committee
will convene one or more times to discuss the proposals as a group. Each Evaluation
Committee member will individually score each proposal independently. Jefferson
County Purchasing Division will collect all scores and aggregate the scores of all
Committee members. The Purchasing Division will then prepare a report identifying the
proposal that scored the highest in the selection process according to the evaluation
criteria described in this RFP and make a recommendation to the Commissioners’ Court.

Upon the selection of an apparent successful Offeror, the Court shall select a negotiation
team who will proceed with contract negotiations and attempt to finalize a written
contract with the apparent successful Offeror. If a contract cannot be successfully
negotiated within a reasonable period of time, negotiations will be terminated, and
negotiations with the next highest-ranking Offeror may commence. This process may
continue until a contract is signed or the RFP is withdrawn. However, the County may,
in its sole judgment and at any time upon failure of negotiations, choose to reissue or
withdraw the RFP rather than continue with negotiations. A notice of award will be sent
to all Offeror s immediately following execution of a written contract.

Key staff of the County will be available to the successful Offeror on a reasonable basis,
but may not be available on holidays or weekends.
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APPENDIX A. COST PROPOSAL

Using this form, each Offeror must state its proposed charges.
include the entire cost of providing the services identified in this RFP.

Each Offeror’s charges must

Cost/Fee Proposals may be submitted in any form(s). Cost will be a factor in the County’s
selection process.

Book Preservation — Encapsulation sealed on 3 sides

Item
Number

Description

Estimated #

Estimated
# of Total
Pages

Pricing per Page*

**1

Probate Records

108 Drawers
with
approximately
700 pages per
drawer

75,600

**2

Index to Commissioners
Court

Vol.1,2,3,&4
Avg. sheet size
18" x 14"
Sheets per vol. -
310

1,240

**3

Misc. Docket Books

Sheet size —
vary
Sheets per Vol. -
vary

Marriage Records

1 Drawer with
approximately
2,500 pages
laminated
14” X 81/2”

2.500

Marriage Records

1 Drawer with
approximately
4,000 pages
15" X 10"

4,000
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PROPOSAL PRICING SHEET

Book Preservation — Encapsulation sealed on 4 sides

Item
Number

Description

Estimated #
of Volumes

Estimated #
of Total
Pages

Pricing per Page*

**1

Probate Records

108 Drawers
with
approximately
700 pages
per drawer

75,600

**2

Index to Commissioners
Court

Vol. 1, 2,3, &
4
Avg. sheet
size 18” x 14”
Sheets per
vol. - 310

1,240

**3

Misc. Docket Books

Sheet size —
vary
Sheets per
Vol. - vary

Marriage Records

1 Drawer with
approximately
2,500 pages
laminated
14” X 81/2”

2.500

Marriage Records

1 Drawer with

approximately

4,000 pages
15" X 10”

4,000
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PROPOSAL PRICING SHEET

Book Preservation — No Encapsulation

JEFFERSON County may have a need for preserving books without encapsulation
during the later stages of the contract. Provide pricing below.

Item _ Estimated # Est:cn_wrattecli # Pricing per
Number Description of Volumes of ‘ota Page*
Pages
1 .
Books not in need of 500 to 1000
encapsulation

* Based on two (2) pages equals one (1) sheet

PROPOSAL PRICING SHEET
Document Preservation - Docket and
folded files (approx. 220 cases)
Treatment Option

Price per Sheet*

On 3 sides

Price per Sheet*

Encapsulation sealed | Encapsulation sealed

On 4 sides

Option 1 — Treat, Clean, De-acidify, place
in Mylar encapsulation and bind in archival
binders

Option 2 — Treat, Clean, De-acidify, place
in Mylar encapsulation, file in acid free
folder and place in acid free file box

Option 3 - Treat, Clean, De-acidify, file in
acid free file folder and place in acid free
file box. No encapsulation.

ESTIMATED TOTAL SHEETS:
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APPENDIX B. NON-DISCLOSURE AGREEMENT

In consideration of Jefferson County retaining the services of a consultant and because of the sensitivity
of certain information which may come under the care and control of Consultant, both parties agree that
all information regarding the County or any selected County agency subject to this Contract; or gathered,
produced, or derived from this project (Confidential Information) must remain confidential subject to
release only by permission of the County, and more specifically agree as follows:

Media releases pertaining to this RFP and/or any resulting contract, or the services to which they relate,
will not be made without the prior written consent of the County, and then only in accordance with
explicit written instructions from the County. The disclosure of the contents of proposals prior to the
award of a contract under this RFP, or any other violation of this section, may result in disqualification.

1.  The Information may be used by Consultant only to assist Consultant in connection with its
engagement with the County.

2. Consultant will not, at any time, use the Information in any fashion, form, or manner except in its
capacity as independent consultant to the County.

3. Consultant agrees to maintain the confidentiality of any and all deliverables resulting from this
Contract in the same manner that it protects the confidentiality of its own proprietary products of
like kind.

4.  The Information may not be copied or reproduced without the County’s written consent.

All materials made available to Consultant, including copies thereof, must be returned to County
upon the first to occur of; (a) completion of the project, or (b) request by the County.

6.  The foregoing must not prohibit or limit Consultant use of the information (including, but not
limited to, ideas, concepts, know-how, techniques and methodologies) (a) previously known to it,
(b) independently developed by it, (c) acquired by it from a third party, or (d) which is or becomes
part of the public domain through no breach to Consultant of this agreement.

7. This agreement shall become effective as of the date Information is first made available to
Consultant and must survive the contract and be a continuing requirement.

8.  The breach of this Nondisclosure Agreement by Consultant shall entitle the County to immediately
terminate the Agreement upon written notice to Contractor for such breach. The parties
acknowledge that the measure of damages in the event of a breach of this Nondisclosure Agreement
may be difficult or impossible to calculate, depending on the nature of the breach. Regardless of
whether the County elects to terminate the Agreement upon the breach hereof, the County may
require Consultant to pay to the County the sum of $1,000 for each breach as liquidated damages.
This amount is not intended to be in the nature of a penalty, but is intended to be a reasonable
estimate of the amount of damages to the County in the event of a breach hereof by Consultant.
Comptroller does not waive any right to seek additional relief, either equitable or otherwise,
concerning any breach of this Agreement.

[Printed Name of Consultant]

By:

Title:

Date:
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APPENDIX C. VENDOR REFERENCES

Please list at least three (3) companies or governmental agencies where the same or similar products
and/or services as contained in this specification package were recently provided.

THIS FORM MUST BE RETURNED WITH YOUR BID.

REFERENCE ONE

Government/Company Name:

Address:

Contact Person and Title:

Phone: Fax:
Contract Period: Scope of Work:
REFERENCE TWO

Government/Company Name:

Address:

Contact Person and Title:

Phone: Fax:
Contract Period: Scope of Work:
REFERENCE THREE

Government/Company Name:

Address:

Contact Person and Title:

Phone: Fax:

Contract Period: Scope of Work:

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX D. SIGNATURE PAGE

As permitted under Article 4413 (32c) V.A.C.S., other governmental entities may wish to partici-
pate under the same terms and conditions contained in this contract (i.e., piggyback). In the
event any other entity participates, all purchase orders will be issued directly from and shipped
directly to the entity requiring supplies/services. Jefferson County shall not be held responsible
for any orders placed, deliveries made or payment for supplies/services ordered by another
entity. Each entity reserves the right to determine their participation in this contract.

Would bidder be willing to allow other governmental entities to piggyback off this contract, if
awarded, under the same terms and CONAItIONS? ......ccvvviviiieiieiieeeieeeiis Yes[ ] No[]

This bid shall remain in effect for ninety (90) days from bid opening and shall be exclusive of
federal excise and state and local sales tax (exempt).

The undersigned agrees, if this bid is accepted, to furnish any and all items upon which prices
are offered, at the price and upon the terms and conditions contained in the Invitation for Bid,
Conditions of Bidding, Terms of Contract, and Specifications and all other items made a part of
the accepted contract.

The undersigned affirms that they are duly authorized to execute the contract, that this com-
pany, corporation, firm, partnership or individual has not prepared this bid in collusion with any
other bidder, and that the contents of this bid as to prices, terms or conditions of said bid have
not been communicated by the undersigned nor by any employee or agent to any other bidder
or to any other person(s) engaged in this type of business prior to the official opening of this bid.
And further, that neither the bidder nor their employees nor agents have been for the past six (6)
months directly nor indirectly concerned in any pool or agreement or combination to control the
price of goods or services on, nor to influence any person to bid or not to bid thereon.

Bidder (Entity Name) Signature
Street & Mailing Address Print Name
City, State & Zip Date Signed
Telephone Number Fax Number

E-mail Address

BIDDER MUST RETURN THIS PAGE WITH OFFER

RFP 09-034/DC Record Archives Restoration and Preservation for the Jefferson County Clerk Page 30 of 42



APPENDIX E. CONFLICT OF INTEREST QUESTIONNAIRE

For vendor or other person doing business with local government entity

This questionnaire is being filed in accordance with chapter 176 of the Local OFFICE USE ONLY
Government Code by a person doing business with the governmental entity.

By law this questionnaire must be filed with the records administrator of the
local government not later than the 7" business day after the date the
person becomes aware of facts that require the statement to be filed. See
Section 176.006 Local Government Code.

A person commits an offense if the person violates Section 176.0006, Local
Government Code. An offense under this section is a Class C
misdemeanor.

1. Name of person doing business with local governmental entity.

2. [] Check this box is you are filing an update to a previously filed questionnaire.

(The law requires that you file an updated completed questionnaire with the appropriate filing authority not
later than September 1 of the year for which an activity described in Section 176.006(a), Local Government
Code, is pending and not later than the 7" business day after the date the originally filed questionnaire
becomes incomplete or inaccurate.)

3. Describe each affiliation or business relationship with an employee or contractor of the local
government entity who makes recommendations to a local government officer of the local
governmental entity with respect to expenditure of money.

4. Describe each affiliation or business relationship with a person who is a local government officer and who
appoints or employs a local government officer of the local governmental entity that is the subject of this
questionnaire.

BIDDER MUST RETURN THIS PAGE WITH OFFER
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CONFLICT OF INTEREST QUESTIONNAIRE FORM CIQ
Page 2
For vendor or other person doing business with local government entity

5. Name of local government officer with whom filer has affiliation or business relationship. (Complete this section
only if the answer to A, B, or C is YES.)

This section, item 5 including subparts A, B, C & D, must be completed for each officer with whom the
filer has affiliation or business relationship. Attach additional pages to this Form CIQ as necessary.

A. s the local government officer named in this section receiving or likely to receive taxable income from the
filer of the questionnaire?

[]Yes [ ] No

B. Is the filer of the questionnaire receive or likely to receive taxable income from or at the direction
of the local government officer named in this section AND the taxable income is not from the local
government entity?

[]Yes ] No

C. Isthe filer of the questionnaire affiliated with a corporation or other business entity that the local
government officer serves as an officer or director, or holds an ownership of 10 percent or more?

[]Yes [ ] No

D. Describe each affiliation or business relationship:

6. Describe any other affiliation or business relationship that might cause a conflict of interest.

Signature of person doing business with the governmental entity Date

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX F. GOOD FAITH EFFORT (GFE)

DETERMINATION CHECKLIST

This information must be submitted with your bid.

Instructions: In order to determine if a “Good Faith Effort” was made in soliciting HUBs for
subcontracting opportunities, the following checklist and supporting documentation shall be
completed by the Prime Contractor/Consultant, and returned with the Prime Contractor/
Consultant’s bid. This list contains the minimum efforts that should be put forth by the Prime
Contractor/Consultant when attempting to achieve or exceed the goals of HUB Subcontractor
participation. The Prime Contractor/Consultant may extend his/her efforts in soliciting HUB
Subcontractor participation beyond what is listed below.

[ ]Yes

[ ]Yes
[ ]Yes

[ ]Yes
[ ]Yes
[ ]Yes

[ ]No

[ ]No
[ ]No

[ ]No
[ ]No
[ ]No

Did the Prime Contractor/Consultant . . .

1.

To the extent practical, and consistent with standard and prudent indus-
try standards, divide the contract work into the smallest feasible por-
tions, to allow for maximum HUB Subcontractor participation?

Notify in writing a reasonable number of HUBS, allowing sufficient time
for effective participation of the planned work to be subcontracted?

Provide HUBs that were genuinely interested in bidding on a subcon-
tractor, adequate information regarding the project (i.e., plans, specifica-
tions, scope of work, bonding and insurance requirements, and a point of
contract within the Prime Contractor/Consultant’s organization)?

Negotiate in good faith with interested HUBs, and not reject bids from
HUBs that qualify as lowest and responsive bidders?

Document reasons HUBs were rejected? Was a written rejection notice,
including the reason for rejection, provided to the rejected HUBS?

If Prime Contractor/Consultant has zero (0) HUB participation, please
explain the reasons why.

If “No” was selected, please explain and include any pertinent documentation with your bid.
If necessary, please use a separate sheet to answer the above questions.

Printed Name of Authorized Representative Signature

Title

Date

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX G. NOTICE OF INTENT (NOI)

TO SUBCONTRACT WITH
HISTORICALLY UNDERUTILIZED BUSINESS (HUB)

This information must be submitted with your bid.

Instructions for Prime Contractor/Consultant: Please submit the form to the Purchasing
Agent’s Representative after contract award, but prior to beginning performance on the
contract. Please submit one form for each HUB Subcontractor/Subconsultant with proper
signatures, per the terms and conditions of your contract.

Contractor Name: HUB: p Yes p No
Address:

Street City State Zip
Phone (with area code): Fax (with area code):

Project Title & No.:

Prime Contract Amount: $

HUB Subcontractor Name:

HUB Status (Gender & Ethnicity):

Certifying Agency: ] Tx. Bldg & Procurement Comm. [] Jefferson County  [] Tx Unified Certification Prog.

Address:
Street City State Zip
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

Printed Name of Contractor Representative Signature of Representative Date

Printed Name of HUB Signature of Representative Date

NOTE: NOTHING ON THIS NOTICE OF INTENT FORM IS INTENDED TO CONFER ANY RIGHTS, EXPRESSED OR IMPLIED, TO ANY THIRD PARTIES.

Pre-Approval for Subcontractor Substitutions must be obtained from the Jefferson County Purchasing
Agent’s Representative. The “HUB Subcontractor/Subconsultant Change Form” must be completed and
faxed to 409-835-8456.

RFP 09-034/DC Record Archives Restoration and Preservation for the Jefferson County Clerk Page 34 of 42



APPENDIX H. HISTORICAL UNDERUTILIZED BUSINESS (HUB)

SUBCONTRACTING PARTICIPATION DECLARATION FORM

PAGE 1 0F4

This information must be submitted with your bid.

Prime Contractor: HUB: [ Yes []No

HUB Status (Gender & Ethnicity):

Address:
Street City State Zip
Phone (with area code): Fax (with area code):
Project Title & No.: IFB/RFP No.:
Total Contract: $ Total HUB Subcontract(s): $
Construction HUB Goals: 12.8% MBE:: % 12.6% WBE: %

Sub-goals: 1.7 African-American, 9.7% Hispanic, 0.7% Native American, 0.8% Asian American.
Use these goals as a guide to diversify.

FOR HUB OFFICE USE ONLY:

Verification date HUB Program Office reviewed and verified HUB Sub information  Date: Initials:

PART I. HUB SUCONTRACTOR DISCLOSURE

HUB Subcontractor Name:

HUB Status (Gender & Ethnicity):

Certifying Agency: [] Texas Bldg & Procurement Comm. [] Texas Unified Certification Prog.

Address:
Street City State Zip
Contact person: Title:
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

BIDDER MUST RETURN THIS PAGE WITH OFFER
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HISTORICALLY UNDERUTILIZED BUSINESS (HUB)

SUBCONTRACTING PARTICIPATION DECLARATION FORM
PAGE 2 OF 4

HUB SUBCONTRACTOR DISCLOSURE

PART I: Continuation Sheet

HUB Subcontractor Name:

(Duplicate as Needed)

HUB Status (Gender & Ethnicity):

Certifying Agency:

Address:

[] Tx. Bldg & Procurement Comm.

[] Jefferson County  [] Tx Unified Certification Prog.

Street

Contact person:

City State Zip

Title:

Phone (with area code):

Fax (with area code):

Proposed Subcontract Amount: $

Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

HUB Subcontractor Name:

HUB Status (Gender & Ethnicity):

Certifying Agency:

Address:

[] Tx. Bldg & Procurement Comm.

[] Jefferson County  [] Tx Unified Certification Prog.

Street

Contact person:

City State Zip

Title:

Phone (with area code):

Fax (with area code):

Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

All HUB Subcontractor Participation may be verified with the
HUB Subcontractor(s) listed on Part I.

BIDDER MUST RETURN THIS PAGE WITH OFFER
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HISTORICALLY UNDERUTILIZED BUSINESS (HUB)

SUBCONTRACTING PARTICIPATION DECLARATION FORM
PAGE 30F 4

PART Il: STATEMENT OF NON-COMPLIANCE FOR NOT MEETING HUB SUBCONTRACTING GOALS
Please complete Good Faith Effort (GFE) Checklist and attach any supporting documentation.
Our firm was unable to meet the HUB goals for this project for the following reasons:

[] All subcontractors to be utilized are “Non-HUBs.” (Complete Part I11)
[ ] HUBs were solicited but did not respond.

[ ] HUBs solicited were not competitive.

[ ] HUBs were unavailable for the following trade(s):

[] Other:

Was the Jefferson County HUB Office contacted for assistance in locating HUBs? []Yes [ ] No

PART I1l: DISCLOSURE OF OTHER “NON-HUB” SUBCONTRACTS

The bidder shall use this area to provide a listing of all “Non-HUB” Subcontractors, including suppliers,
that will perform under this project. A list of those “Non-HUB” Subcontractors the bidder selects, after bid
submission, shall be provided to the Purchasing Office not later than five (5) calendar days after being
notified that bidder is the apparent low bidder. A list of those “Non-HUB” Subcontractors that are selected
after contract award must be provided immediately after their selection.

Subcontractor Name:

Address:
Street City State Zip
Contact person: Title:
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

Subcontractor Name:

Address:
Street City State Zip
Contact person: Title:
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

BIDDER MUST RETURN THIS PAGE WITH OFFER
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HISTORICALLY UNDERUTILIZED BUSINESS (HUB)
SUBCONTRACTING PARTICIPATION DECLARATION FORM

PAGE 4 OF 4

Subcontractor Name:
Address:

Street City State Zip
Contact person: Title:
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %
Description of Subcontract Work to be Performed:
Subcontractor Name:
Address:

Street City State Zip
Contact person: Title:
Phone (with area code): Fax (with area code):
Proposed Subcontract Amount: $ Percentage of Prime Contract: %

Description of Subcontract Work to be Performed:

| hereby certify that | have read the HUB Program Instructions and Information, truthfully completed all applicable
parts of this form, and attached any necessary support documentation as required. | fully understand that
intentionally falsifying information on this document may result in my not receiving a contract award or termination of
any resulting contract.

Name (print or type):

Title:

Signature:

Date:

E-mail address:

Contact person that will be in charge of invoicing for this project:

Name (print or type):

Title:

Date:

E-mail address:

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX |. RESIDENCE CERTIFICATION/TAX FORM

Pursuant to Texas Government Code §2252.001 et seq., as amended, Jefferson County requests
Resident Certification. §2252.001 et seq. of the Government Code provides some restrictions on the
awarding of governmental contracts; pertinent provisions of §2252.001 are stated below:

(3) “Nonresident bidder” refers to a person who is not a resident.

(4) “Resident bidder” refers to a person whose principal place of business is in this state,
including a contractor whose ultimate parent company or majority owner has its principal
place of business in this state.

1 Icertify that [company name] is a Resident Bidder of Texas as
defined in Government Code §2252.001.

1 | certify that [company name] is a Nonresident Bidder as defined in
Government Code §2252.001 and our principal place of business is
(city and state).

Taxpayer Identification Number (T.I.N.):

Company Name submitting bid/proposal:

Mailing address:

If you are an individual, list the names and addresses of any partnership of which you are a general
partner:

Property: List all taxable property owned by you or above partnerships in Jefferson County.

Jefferson County Tax Acct. No.* Property address or location**

*  This is the property amount identification number assigned by the Jefferson County Appraisal District.

**  For real property, specify the property address or legal description. For business property, specify the address
where the property is located. For example, office equipment will normally be at your office, but inventory may
be stored as a warehouse or other location.

Do you carry Health Insurance on your employees? Yes [ ] No[]
If yes, what is the percentage of employees insured? %

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX J. BID AFFIDAVIT

The undersigned certifies that the bid prices contained in this bid have been carefully reviewed
and are submitted as correct and final. Bidder further certifies and agrees to furnish any and/or
all commodities upon which prices are extended at the price offered, and upon the conditions
contained in the specifications and the Notice to Bidders.

STATE OF COUNTY OF

BEFORE ME, the undersigned authority, a Notary Public in and for the State of :

on this day personally appeared , who
(name)

after being by me duly sworn, did depose and say:

“I, am a duly authorized officer of/agent
(name)
for and have been duly authorized to execute the
(name of firm)
foregoing on behalf of the said

(name of firm)

I hereby certify that the foregoing bid has not been prepared in collusion with any other bidder or
other person or persons engaged in the same line of business prior to the official opening of this
bid. Further, | certify that the bidder is not now, nor has been for the past six (6) months, directly
or indirectly concerned in any pool or agreement or combination, to control the price of
services/commodities bid on, or to influence any person or persons to bid or not to bid thereon.”

Name and address of bidder:

Fax: Telephone#

by: Title:
(print name)

Signature:

SUBSCRIBED AND SWORN to before me by the above-named
on

this the day of , 2006.

Notary Public in and for
the State of

BIDDER MUST RETURN THIS PAGE WITH OFFER
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APPENDIX K. AGREEMENT
Agreement to Supply: Contract No.:

This agreement, made and entered into this the day of , 2009, by and between Jefferson
County, a county of the State of Texas, hereafter called the “County”

And Name of Contractor:
Address:
City: State: Zip:

[ ] A Corporation [ ] A Partnership [ ] An Individual [] Other:

authorized to do business in the State of Texas, hereinafter called the “Company.” Witnesseth that:
Whereas, the County did advertise and issue a Request for Proposal for supply the requirements of the
County for the items and/or services above for a period of one year and the Contractor submitted a bid
which was accepted and approved by the County.

Formal authorization of the contract was adopted by Commissioners’ Court on:

Now, therefore, for and in consideration of the premises and the mutual covenants herein contained, the
parties covenant and agree as follows:

1. The Company agrees to provide emergency debris assistance, during the period beginning and

ending for the requirements listed above and according to the following specifications, terms,
covenants, and conditions:

a. The Legal Advertisement, Request for Proposal containing General Conditions, Instructions to
Bidders, Information for Bidders, Special Conditions, Specification, addenda, and or any other
attachments forming a part of RFP and the Contractor’'s bid in response form a part of this
contract and by reference made a part hereof.

b. In constructing the rights and obligations between the parties, the order of priority in cases of
conflict between the documents shall be as follows:

1) This contract for RFP
2) The County’s RFP and all addenda thereto
3) Contractor’s proposal in response to the County’s RFP

c. Warranty: The Company by executing this contract embodying the terms herein warrants that the
product and/or service that is supplied to the County shall remain fully in accord with the
specifications and be of the highest quality. In the event any product and/or service as supplied to
the County is found to be defective or does not conform to specifications, the County reserves the
right to cancel that order upon written notice to the Contractor and to adjust billing accordingly.

d. Cancellation: The County may cancel this contract upon notice in writing should the Contractor fail
to reasonably perform the service of furnishing the products and/or services as specified herein upon
thirty (30) days’ written notice. This applies to all items of goods or services.

e. Taxes: All taxes applicable to the proceeds received by the Contractor hereunder shall be the
liability of the Contractor. The County shall not hold nor pay amounts for Federal, State or Municipal
income tax, Social Security, employment or Worker's Compensation.

f. Invoicing: Contractor will forward all invoices in duplicate for payment to the following: Jefferson
County Auditor’s Office, 1149 Pearl Street, 7" Floor, Beaumont, TX 77701. If discount, other than
prompt payment terms applies, such discount must appear on the invoice.

g. Indemnification: Pursuant to the terms and conditions of this Agreement, the Contractor agrees to
defend, save, hold harmless and indemnify the County, its successors and assigns from and against
any and all manner of claims, suits, lawsuits, action or actions, cause or causes of action, liabilities,
damages, and other claims and demands of whatsoever nature or kind, in law or in equity, in tort or in
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contract, or otherwise against the County cause by the Contractor’s, its employees’ or agents’ errors,
omissions, or intentional or negligent acts in the performance of services pursuant to this Agreement.

h. Insurance: The Contractor shall within fifteen (15) days after signing this Agreement submit a
Certification of Insurance to the Purchasing Agent indicating that the Contractor carries Worker’'s
Compensation Insurance, Employer's Liability Insurance, Comprehensive General Liability,
Comprehensive Automobile Liability Insurance, and Personal Property Insurance commensurate with
the scope of services provided under this Agreement. Contractor shall maintain such policies at all
times during the term of this Agreement. Certificate of Insurance shall be forwarded to:

Deborah L. Clark

Jefferson County Purchasing Agent
1149 Pearl Street, 1% Floor
Beaumont, TX 77701

2. Contract Special Conditions: The following special conditions are made a part of and modify this
standard provisions contained in this contract.

3. Contract Summary:

Attachments: Vendor’s proposal and blank copy of RFP specifications.
Payment terms: per RFP.

Delivery: per RFP.

Insurance: [ ]Yes []No

Performance Bond/Letter of Credit: [ ]Yes [ ]No

® 2 0 T 9

4. Contractor’'s Phone Number:
5. Contractor's Fax Number:

6. Contractor’'s e-mail: web site address:

Jefferson County

Ronald L. Walker., County Judge Date

Carolyn L. Guidry, County Clerk

Approved as to Form by:

Tom Rugg, County Attorney

Name of Company Officer (print)
By:

Authorized Officer’s Signature

Title: Date:
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