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DeKalb County Department of Purchasing and Contracting
The Maloof Center, 2nd Floor
1300 Commerce Drive
Decatur, Georgia 30030

It is the responsibility of each Vendor to ensure that his or her submission is received by 3:00
p-m. Be aware that visitors to our offices will go through a security screening process upon
entering the building. Vendors should plan enough time to ensure that he or she will be able to
deliver his/her submission prior to our deadline. Late proposals, for whatever reason, will not be
evaluated. Vendors should plan deliveries accordingly.

BACKGROUND

DeKalb County Government has a workforce of approximately 7,000 full and part-time
employees performing a wide range of direct service functions to the citizens of DeKalb
County and/or provides support for those service functions. The employees work in 47
different departments with offices or work locations within a 279 square mile area. The
County departments require the services of temporary personnel to assist with special
projects of a time-limited nature, to fill in for staff on vacation or extended leave, and/or to
assist during periods of peak activity,

DeKalb County Government observes 10 holidays during each calendar year, New Year’s
Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, Independence Day, Labor
Day, Veteran’s Day, Thanksgiving Day, Day following Thanksgiving and Christmas Day.
Whenever a legal holiday occurs on Saturday, the previous Friday will be observed.
Whenever a legal holiday occurs on Sunday, the Monday following will be observed. For the
purpose of this contract, all work will be performed during normal business workdays unless
otherwise agreed to in writing. Consultants are not paid on County holidays.

SCOPE OF WORK

The County’s objective is to obtain services for Temporary Personnel Services for Daily
Employment Services. Proposers must demonstrate, to the County’s satisfaction, the ability
to deliver services in accordance with this REP, Section Il & IV and the agreement included
as Attachment K of this RFP.

For the purpose of this RFP, Temporary Staffing shall mean flexible, temporary staff support
provided by an agency to meet specific business needs for either short term or long term
assignments. Firms need to show they can provide competent, reliable, skilled temporary
staff in a rapid, efficient manner on an as needed basis. The successful proposer shall provide
temporary personnel who are skilled, punctual, responsible, and knowledgeable in their
assigned area.
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I1I.

REQUIREMENTS

The successful Vendor must provide temporary personnel services in accordance with the
following requirements:

L.

During the assignment, temporary personnel shall not work for any period over eight
(8) hours per day for a maximum of forty (40) hours per week without prior
authorization from the DeKalb County Human Resources and Merit System
Department. Normal working hours are 8:30 A.M. to 5:00 P.M., Monday through
Friday.

Prior to the start of each assignment, working hours will be mutually agreed to by the
Requesting Department and the successful Vendor.

Except in connection with a replacement for cause, the successful Vendor will not
reassign or replace personnel assigned to the County unless the successful Vendor can
demonstrate, to the reasonable satisfaction of the County, that such reassignment will
not have a material adverse effect on the County’s operations.

Successful Vendor must comply with DeKalb County’s employment policies, Equal
Employment Opportunity; Americans with Disabilities Act; Age Discrimination in
Employment Act; Georgia Security and Immigration Compliance Act; Immigrant
Reform and Control Act; Title VI of the Civil Rights Act of 1964; and other local,
state, and federal legislation as required.

Employees with bilingual capabilities may be required, from time to time, by DeKalb
County. Spanish is the most common language used by the various departments for
each common position description. Vendor must submit a list of languages for which
bilingual temporary personnel services can be provided.

Successful Vendor agrees that no penalty or other monetary transaction shall be
imposed on DeKalb County, or on a temporary employee, if that employee is hired as
a permanent or part-time employee with DeKalb County at any time during or after
contract service dates.

Certain job specifications in DeKalb County require drug and alcohol testing. In
providing temporary personnel to DeKalb County to fill these job specifications,
successful Vendor must provide drug and alcohol testing before employee is assigned
to DeKalb County. The cost of the drug and alcohol testing is the responsibility of the
successful Vendor. Vendor must submit, with the Technical Proposal, a copy of the
drug and alcohol test which shall be utilized for those positions requiring drug and
alcohol testing as specified by DeKalb County. The successful Vendor will be
required to maintain a file copy of each temporary employee’s drug and alcohol test
who is assigned to DeKalb County. DeKalb County may review said record upon
request. DeKaib County will not make payment to the successful Vendor for any
tabor incurred where this paragraph’s stated requirement is not met and retains the
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10.

1.

12.

13.

right to terminate the successful Vendor's contract where this paragraph’s stated
requirement is not met.

Certain job specifications in DeKalb County require criminal background checks
(including police fingerprint checks). In providing temporary personnel to DeKalb
County to fill these job specifications, successful Vendor must complete a criminal
background check before employee is assigned to DeKalb County. Vendor must
submit with the Technical Proposal a copy of the criminal background check which
shall be utilized for those positions specified by DeKalb County as requiring a
criminal background check. The cost of the criminal background check shall be the
responsibility of the successful Vendor. A copy of the temporary employee’s police
fingerprint check shall be retained on file by the successful Vendor and DeKalb
County may review said file upon request. DeKalb County will not make payment to
the successful Vendor for any labor incurred where this paragraph’s stated
requirement is not met and retains the right to terminate the successful Vendor’s
contract where this paragraph’s stated requirement is not met.

A copy of the Immigration and Naturalization Service Employment Eligibility
Verification form (I-9}), including all required documents as outlined in the I-9 form,
must be maintained by the successful Vendor on each employee assigned to DeKalb
County and DeKalb County may review said file upon request. In accordance with
OCGA § 13-10-91 and Georgia Department of Labor Rules § 300-10-1-.02, the
successful Vendor will also be registered and participate in a federal work
authorization program to verify work eligibility. DeKalb County will not make
payment to the successtful Vendor for any labor incurred where this paragraph’s stated
requirement is not met and may terminate the successful Vendor’s contract where this
paragraph’s stated requirement is not met.

Assignments may sometimes require temporary personnel to have access to
confidential information regarding County operations or private information from
individuals. The successful Vendor agrees that it or its temporary personnel will not
use confidential information for any purpose except as contemplated pursuant to this
agreement.

The successful Vendor will comply with County policies, procedures and
requirements with respect to access to the County’s offices and data. Said policies,
procedures and requirements will be provided to temporary personnel upon
assignment,

Notwithstanding the foregoing, a party may disclose the other party’s confidential
information (i) to the extent necessary to comply with any applicable law, rule,
regulation or ruling; (ii) as appropriate to respond to summons or subpoena; or (iii) to
the extent necessary to enforce its rights under this Agreement.

Temporary employees shall be paid in a manner that does not require cmployecs to
leave their duty stations with DeKalb County in order to receive their pay checks.
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14.

15.

16.

17.

18.

Any incentive program that rewards excellent performance and/or encourages
employees to stay the entire length of an appointment must be included in the
Technical Proposal. The County shall not be responsible for the payment of incentive
awards.

Some temporary employee assignments, such as those for the Information Systems
Department, may be identified by DeKalb County as a project assignment, meaning it
is the intent of DeKalb County to have one (1) or more temporary employee(s)
assigned to the project for the duration of the project from start to finish (possibly in
straight shifts).

The successtul Vendor must be responsible for all insurance, worker’s compensation,
payroll taxes, and other employer mandated items for their employees. It is the
successful Vendors® sole responsibility to educate their employees as it pertains to
their employment with the successful Vendor and to perform tasks assigned by
DeKalb County.

It shall be at the discretion of the employing (or receiving) division/department to
accept or reject a proposed temporary employee. The successful Vendor will be
required to replace an unacceptable employee no later than the first work day
following notification to the successful Vendor the employee has been determined to
be unacceptable. Acceptability of temporary employees is at the sole discretion of the
County.

The successful Vendor will be responsible for providing DeKalb County Human
Resources and Merit System Department a monthly management report and customer
usage report for each DeKalb County Department by the 10th business day of each
month. Reports must be on a separate page for each DeKalb County Department, and
must include at a minimum: (1) the total number of employees utilized by position
category; (2) assignment billing address; (3) total number of hours worked per
employee; (4) total cost of position skill or category, including bill rate and pay rate;
and (5) a grand total of employees, hours, and costs. The monthly management report
shall be provided in hard copy and in electronic format in Microsoft Excel.

Group time sheets shall be provided for each division/department in hard copy and in
electronic format in Microsoft Excel by Monday of each week. For billing and
tracking purposes, all time sheets should indicate the name, social security number (or
other unique identifier such as birthdate), time in and out, lunch time out and in, and a
two (2) digit departmental code (provided by DeKalb County) for each day, Monday
through Sunday. Week-ending date should be on all time sheets. The time sheet
should provide places for the employee’s signature and a DeKalb County approval
signature. An employee must work a full forty (40) hours in a work week before
overtime can be considered. Temporary employees shall not work in excess of forty
(40) hours per work week without prior written approval by the County.
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19.

20.

Group invoices by department shall be provided in hard copy and in electronic format
in Microsoft Excel. Invoices must contain the following information at a minimum:
(1) division/department number; (2) invoice number; (3) purchase order number; (4)
week-ending date and invoice date; (5) description of job title; (6} employee name;
(7) hours worked, hourly bill rate, and total amount due for each employee; and (8)
invoice totals to include total hours worked and total payment due. Invoices are to
reflect information reported on the individual time sheet. A copy of each individual
time sheet shall be attached to the corresponding invoice. Do not combine
divisions/departments on time sheets or on the invoices. Successful Vendor shall not
issue credits or debits for incorrect invoices. New invoices with corrected amounts
shall be submitted for payment processing. The successful Vendor shall furnish a
monthly statement of outstanding invoices with each invoice. DeKalb County’s goal
for the payment of undisputed invoices is thirty (30) days from invoice receipt.

The successful Vendor shall provide services at the rates provided in the Cost
Proposal. The County shall have no duty to make deductions for unemployment
insurance, social security contributions, or state or federal income taxes. As the
employer, such deductions shall remain the sole responsibility of the successful
Vendor.

IV.  JOB DESCRIPTIONS

1.

The most common position descriptions for temporary personnel required by DeKalb
County are outlined below. Vendor shall indicate the number of available personnel
for each position described in the following list:

A. Executive Secretary: Typing ability 60 wpm minimum; composes and produces
various financial, legal, and other sensitive documents; types correspondence on
PC using a variety of software packages; provides secretarial administrative duties
and support within department which includes: photocopying, filing, maintaining
calendars and suspense files, greeting and providing assistance to visitors and
callers, scheduling appointments and making travel arrangements; provides
technical support and coordinates program information for departmental staff;, and
supervises clerical staft and others as assigned.

No. of personnel available:
Languages available:

B. Office Assistant: Typing ability 45 wpm minimum; type from correspondence
(including statistical information copy); greet public, answer phone and supply
information; file under alphabetical and numerical systems; sort and compile
written materials; use copying equipment as well as other common office
equipment. This category includes typist, receptionist and file clerk duties.

No. of personnel available:
Languages available:

C. Administrative Assistant: Must project a professional image. Typing ability 45
wpm. Type on PC using a variety of software packages; Microsoft Word is most
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H.

commonly used. Type memoranda, correspondence and forms from copy. May be
asked to perform complex tasks; attention to detail necessary. Greet visitors,
answer phone and supply information; make appointments. Open and sort mail
and file.

No. of personnel available:

Languages available:

Customer Service Representative: Represents department in face-to-face
interactions with the public; resolves problems; uses good judgment and
communication skills; works independently with minimal supervision. May be
required to type on PC using a variety of software packages depending on
placement- Microsoft Word is most commonly used.

No. of personnel available:

Languages available:

Legal Secretary: Typing ability of 60 wpm, word processing ability, and
familiarity with legal process/court systems.

No. of personnel available:

Languages available:

Receptionist/Switchboard Operator: Main dimension board or multi-line phone
system. Takes messages, greets public, and gives general information and
directions.

No. of personnel available:

Languages available:

Accounting Technician: Basic bookkeeping skills and financial office procedures.
Uses common office equipment associated with accounting functions.

No. of personnel available:

Languages available:

Office Software Specialist: Develops and maintains computer database and web
site; uses various software packages depending on placement; creates reports,
charts, graphs, and spreadsheets for presentations using a variety of software
packages; provides information and answers customer inquiries; recommends
ways to best illustrate collected data; prepares a variety of recurring and special
reports and analyses to assist management; and provides computer software
training and assistance to departmental staff.

No. of personnel available:

Languages available:

Data Entry Operator: Entry rate of 10 correct inputs per minute (10 correct =
approximately 6,000 keystrokes using a 5-minute test).

No. of personnel available:

Languages available:
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J. Landscape/Grounds maintenance Worker: Performs advanced landscaping/ground
maintenance tasks (i.e. using all types of pesticides; pruning variety of plants;
planting/transplanting plant material; turf seeding/sodding; fertilizing; irrigating;
miscellaneous seasonal grounds keeping chores.) In the course of these duties
may operate mechanical/electrical equipment, e.g. lawn mowers, weed-caters, etc.
Must be able to report to work immediately; work locations may be anywhere in
DeKalb County, not always on bus lines. May be transported to work sites by
County personnel, so vendor’s insurance must be able to cover such
transportation.

No. of personnel available:
Languages available:

K. Laborer: Miscellaneous physical labor tasks requiring considerable physical
stamina, e.g. unloading trucks, pouring and shoveling sand, cleaning studge from
waste water filter drains. Must be able to report to work immediately; work
locations may be anywhere in DeKalb County, not always on bus lines, and
vendors insurance must be able to cover temporary employees being driven to
exact job site by DeKalb County personnel.

No. of personnel available:
Languages available:

L. Technical Support Analyst: Provides data analysis, including logical design, data
definition, database architecture, flow analysis, data modeling. Complies with
security best practices to ensure data integrity. Maintains, develops and
recommends techniques and methodologies to enhance application performance,
and communicates data standards to staff. Develops and recommends
implementation of policies, procedures, and practices to properly administer
county data assets. Analyzes system requirements, determines optimal file
structure for systems. Provides recommendation of hardware and software
selection, implementation, and maintenance. Formalizes documentation, including
detailed data specifications, logical data medels and flows, database designs, data
definitions, backup and recovery requirements, and security models. Provide input
for backup plans and schedules. Participate in Disaster Recovery tests and provide
updated procedures as necessary for Disaster Recovery and data protection.
Assists programmers and analysts with problems relating to data modeling and
data storage/retrieval issues. Monitors databases on a continuous basis and
provide performance reports to management as required.

No. of personnel available:
Languages available:

M. Microsystems Specialist: Assists in loading specified software packages such as
operating systems, word processing or spreadsheet programs into computer;
enters commands and observes system functions to verify correct system
operation; diagnoses hardware, software and operator problems; recommends or
performs remedial actions to coitect problems, or request other assistance;
mstructs users in use of equipment, software and manuals; replaces defective or
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inadequate software packages; refers hardware problems to network control
service personnel; updates and maintains inventory of all of the County’s
microcomputer hardware and warranties, software, modifications, and licenses;
assists in the installation of microcomputer hardware systems; may write and
maintain in-house microcomputer programs.

No. of personnel available:

Languages available:

N. Project Coordinator: Coordinates project-related activities for new construction,
renovations and other work order requests; Researches, plans, designs and
develops, technical evaluations, project accounting and reporting; Facilitates
project planning, development, monitoring, and completion of initiatives on
projects; Works with customers, vendors, contractors, architects, engineers,
regulatory agencies, and others during a project lifecycle; facilitates project work
consistent with department-defined project management processes and goals;
Designs, develops and produces charts, graphs, maps, spreadsheets and graphics
necessary for clear and concise presentations.

No. of personnel available:
Languages available:

O. Mail Clerk: Sort and directs incoming and outgoing interoffice and U.S. Postal
Service mail; Receives, sorts, and distributes U.S. mail, parcels and interoffice
mail; Operates automated mail equipment, runs machine reports and contacts
vendor for maintenance servicing; Provides courier services to deliver mail to
County departments; Prepares outgoing mail by weighing, stamping, and sorting
for post office pickup; Provides service at window.

No. of personnel available:
Languages available:

2. Temporary employees must meet the requirements/skills specified in the DeKalb
County job specifications for the position descriptions specified in the Requirements
section above. The successful Vendor will be required to maintain a copy of the
appropriate/required skills test(s) on file for each temporary employee assigned to the
County and the County may review said record upon request. The cost of appropriate
skill tests are the responsibility of the successful Vendor. The County will not make
payment to the successful Vendor for any labor incurred where this paragraph’s stated
requirement is not met and retains the right to terminate the successful Vendors
contract where this paragraph’s stated requirement is not met.

3. The County reserves the right to request additional temporary personnel categories
not identified by the titles listed. If the County requests categories of personnel that
are not included in Attachment F, Cost Proposal, Sections IIT and IV, the County and
successful Vendor shall mutually agree to a firm fixed hourly rate for the additional
categories that shall apply for the duration of the agreement.
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4. The County is aware that temporary service providers often specialize in certain
employee disciplines. Vendors may propose in one or more of the categories in their
Technical Proposal.

PROPOSAL FORMAT

Technical Proposal (Note: Do Not Include Any Costs of Any Kind in This Section.)

Proposers must submit their proposals in the following format: Attachment A, Proposal
Cover Sheet, should be the first page of the proposal. Attachment A, Proposal Cover Sheet
should be properly completed and executed by an individual with full authority to offer all
pricing and services on behalf of Proposer. Failure to submit proposals in the following
format may result in the proposal being deemed Non-Responsive.

I. Technical Approach:

A. Describe in detail how you propose to achieve or exceed the requirements of the
Scope of Work of this RFP. Details must be included to indicate your firm’s
ability to provide temporary personnel services required by DeKalb County.
Vendors are required to detail their management and quality measurements.

2. Project Management:

A. Describe your firm’s general and specific experience in providing the temporary
personnel services required under this RFP. The successful Vendor shall assign
individuals to manage the County account and be responsible for the designation
of temporary personnel to work in DeKalb County Departments. Provide a
personnel summary of each individual to be so assigned. Include the anticipated
use of subcontractors.

B. Vendor must submit a plan describing how your firm initiates operations when
requested. Vendor must submit a plan for continuation of services during transfer
of operations to the County and/or another contractor.

C. The successful Vendor shall provide temporary personnel within 24 hours from
point of request for assignments designated by the County as an emergency and
within 48 hours from point of request for all other assignments,

3. Organizational Qualiflications:
A. Provide a short statement outlining your firm’s experience, capabilities, and other

qualifications for this project. Include types of similar services provided to other
businesses and government entities.
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4, Key Personnel & Staff:

A. Provide a detailed description of all key personnel, including subcontractor
personnel, to be used on this project. Include resumes showing professional
experience for each.

B. Provide the existing workload of personnel to be assigned, showing their
availability and your {irm’s ability to meet the needs of the project.

5. Recruiting Practices, Testing, and Training:

A. Skills in position descriptions, especially typing WPM requirements, shall be
verified to ensure skilled temporary personnel are provided. Please describe how
your firm verifies skill levels, ie., resume, testing, and/or other. Describe
training/education programs your firm makes available to temporary employees.

B. Deseribe recruiting practices and how quality levels are maintained. Include
information regarding any procedures your firm may have to insure that
temporary personnel remain drug/alcohol free and have not engaged in activities
that could prohibit them from working at the County in the position to which they
have been assigned.

C. Vendor must submit a copy of the drug and alcohol test, which shall be utilized
for those positions specified by DeKalb County as requiring drug and alcohol
testing. See Section I11. #7, Requirements.

D. Vendor must submit a copy of the criminal background check, which shall be
utilized for those positions specified by DeKalb County as requiring a criminal
background check. See Section IlI. #8, Requirements,

6. Financial Responsibility:

A. Proposers must provide financial statements (balance sheet, income statement and
cash flow statement) for the last three (3) years that evidences that the proposer
has the financial capacity to perform the scope of work. Failure to submit
Financial Statements may result in the proposal being deemed Non-Responsive.

7. References:

A. Proposers must submit three (3) viable references with direct contact information
who can verify the Proposers experience and ability to perform the type of service
listed in the solicitation. References must include company name, contact name,
address, email address, telephone numbers and contract period. Failure to submit
references with direct contact information may result in the proposal being
deemed Non-Responsive.
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VI.

VII.

C. Federal Work Authorization Program Contractor and Subcontractor Evidence of

Compliance

All qualifying contractors and subcontractors performing work with DeKalb County,
Georgia must register and participate in the federal work authorization program to verify
the work eligibility information of new employees. Successful proposer(s) shall be
required to register and participate in the federal work authorization program which is a
part of Attachment K, Sample County Contract. In order for a Proposal to be considered,
it is mandatory that the Responder Affidavit, Attachment E, be completed and submitted
with proposers proposal.

To the extent that the Organizational Act, Section 22A, the Code of DeKalb County, and
the rules of Executive Order 2014-4 allow a gift, meal, travel expense, ticket, or anything
else of value to be purchased for a CEQ employee by a contractor doing business with the
County, the contractor must provide written disclosure, quarterly, of the exact nature and
value of the purchase to the Chief Integrity Officer, if created, or the Finance Director or
his/her designee. Additionally, every contractor who conducts business with the County
will receive a copy of these ethical rules at the time of execution of the contract,

CRITERIA FOR EVALUATION

The following evaluation criteria will be used as the basis for the evaluation of proposals.

-

FIOoTEON® >

Technical Approach — 15 points

Project Management — 15 points

Organizational Qualifications — 15 points

Key Personnel & Staff — 15 points

Recruiting Practices, Testing, and Training — 15 points
Financial Responsibility — 10 points

References — 5 points

Cost — 10 points (sent in a separate sealed envelope)
Local Small Business Enterprise Participation - 5 points LSBE/MSA, 10 points
LSBE/DeKalb (Potential bonus points)

Optional Interview — 20 points (Potential bonus points).

CONTRACT ADMINISTRATION

A.

Standard County Contract

The attached sample contract is the County’s standard contract document (see
Attachment K), which specifically outlines the contractual responsibilities. All proposers
should thoroughly review the document prior to submitting a proposal. Any proposed
revisions to the terms or language of this document must be submitted in writing with the
proposers response to the request for proposals. Since proposed revisions may result in a
proposal being rejected if the revisions are unacceptable to the County, proposers should
review any proposed revisions with an officer of the firm having authority to execute the
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(

Project Director/Contract Manager

The County will designate a Project Director/Contract Manager to coordinate this project
for the County. The successful proposer will perform all work required pursuant to the
contract under the direction of and subject to the approval of the designated Project
Director/Contract Manager. All issues including payment issues shall be submitted to the
Project Director/Contract Manager for resolution.

. Expenses of Preparing Responses to this RFP

The County accepts no responsibility for any expenses incurred by the proposers to this
REP. Such expenses are to be borne exclusively by the proposers.

Georgia Open Records Act

Without regard to any designation made by the person or entity making a submission,
DeKalb County considers all information submitted in response to this invitation or
request to be a public record that will be disclosed upon request pursuant to the Georgia
Open Records Act, O.C.G.A. §50-18-70 et seq., without consulting or contacting the
person or entity making the submission, unless a court order is presented with the
submission. Proposers may wish to consult an attorney or obtain legal advice prior to
making a submission.

First Source Jobs Ordinance

The DeKalb County First Source Jobs Ordinance requires contractors or beneficiaries
entering into any type of agreement with the County, including purchase orders,
regardless of what they may be called, for the procurement or disposal of supplies,
services, construction projects, professional or consultant services, which is funded in
whole or part with County funds or County administered funds in which the contractor is
to receive $50,000 or more in County expenditures or committed expenditures and
recipient of urban redevelopment action grants or community development block funds
administered in the amount of $50,000 or more make a good faith effort to hire DeKalb
County residents for at least 50% of jobs using the First Source Registry (candidate
database). The work to be performed under this contract is subjcct to the provisions of the
DeKalb County First Source Jobs Ordinance. Please complete the First Source Jobs
Ordinance Acknowledgement (Attachment G) and New Employee Tracking Form
(Attachment H) and submit with the proposer’s proposal.

The County’s First Source Business Service Request Form, Attachment 1 and
Employment Roster reporting form, Attachment J are included in the RFP.

For more information on the First Source Jobs Ordinance requirement, please contact
DeKalb Workforce Development at www.dekalbworkforce.org or 404-687-3400.
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REQUIRED DOCUMENTS CHECKLIST FOR TEMPORARY PERSONNEL
SERVICES

Proposers shall complete and submit the following documents with Proposers proposal.
Attachment F, Cost Proposal Form, shall be submitted in a separate sealed envelope in
accordance with the RFP, Section III1.D. All other documents are to be submitted in Proposers
Technical Proposal

Proposal Page
Title No.
Requ1red Documents Checkhst
Cost Proposal (submitted in a separate sealed

envelope) : N/A

ReSponder Affdav1t

LSBE/MBE/WBE Oppmtumty Tracking Form

Reference and Release Form

l Proposal Cover Sheet

First Source Jobs Ordmance Acknowledgement

Prefened Employee Trackm&, Form

+ Business License Upon Awald

Acknowledgements for all addenda 1ssued to thlS RFP.

Drug and Alcohol Test (As outlmed in 5. Recrultmg
Practices, Testmg, and Trammg)

Criminal Baekground Check (As outlmed in
- 5.Recruiting Practices, Testing, and Training)

| Employee Incentive Program (As outlined in ‘
| 5.Recruiting Practices, Testing, and Training} J

RFP 15-500357 Page 17 of 64



ATTACHMENT A
PROPOSAL COVER SHEET

NOTE: Read all instructions, conditions and specifications in detail before completing
this Request for Proposal.

Please complete and include this cover sheet with your technical proposal.

Company Name Federal Tax [D#

Complete Primary Address County City Zip Code

Mailing Address (if different) City State Zip Code

Contact Person Name and Title Telephone Number (include area
code)

Email Address Fax Number (include area code)

Company Website Address Type of Organization (check one)
[ Corporation [ Joint Venture
[Proprietorship [JGovernment

Proposals for RFP No. 15-500357 Temporary Personnel Services described herein will
be received in the Purchasing & Contracting Department, Room 2™ Floor, The Maloof
Center, 1300 Commerce Drive, Decatur, Georgia 30030 on Thursday, August 6, 2015
until 3:00 p.m. (EST). Proposals shall be marked in accordance with the RFP, Section
B. SUBMITTAL INSTRUCTIONS.

CAUTION: The Decatur Postmaster will not deliver certified or Special Delivery Mail to
specific addresses within DeKalb County Government. When sending bids or time
sensitive documents, you may want to consider a courier that will deliver to specific
addresses.

Proposal Cover Sheet should be signed by a representative of Proposer with the authority
to bind Proposer to all terms, conditions, services, and financial responsibilities in the
submitted Proposal.

Authorized Representative Signature(s) Title(s)

Type or Print Name(s) Date
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ATTACHMENT B

REFERENCE AND RELEASE FORM (PRIME)
“You must submit three (3) viable references with information who can verify your experience
and ability to perform the type of service listed in the solicitation. References must include
company name, contact name, address, email address, telephone numbers and contract period.
Failure to submit references with direct contact information may deem your bid Non-
responsive.”

Company Name Contract Period

Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Code
Email Address Fax Number (include area code)

Project Name

Company Name Contract Period

Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Code
Email Address Fax Number (include area code)

Project Name

Company Name Contract Period

Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Codc
Email Address Fax Number (include area code)

Project Name

REFERENCE CHECK RELEASE STATEMENT
You are authorized to contact the references provided above for purposes of this RFP.

Signed o Title
(Authorized Signature of Proposer)

Comnpany Name Date
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ATTACHMENT C

REFERENCE AND RELEASE FORM (SUBCONTRACTOR)
“You must submit three (3) viable references with information who can verify your experience
and ability to perform the type of service listed in the solicitation. References must include
company name, contact name, address, email address, telephone numbers and contract period.
Failure to submit references with direct contact information may deem your bid Non-

responsive.”

Company Name Contract Period

Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Code
Email Address Fax Number (include area code)

Project Name

Company Name Contract Period

Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Code
Email Address Fax Number (include area code)

Project Name

Company Name Contract Period
Contact Person Name and Title Telephone Number (include area code)
Complete Primary Address City State Zip Code
Email Address Fax Number (include area code)
| Project Name o o - ]

REFERENCE CHECK RELEASE STATEMENT
You are authorized to contact the references provided above for purposes of this RFP.
Signed Title
(Authorized Signature of Responder)

Company Name Date

RFP 15-500357 Page 20 of 64



ATTACHMENT D

Purchasing & Contracting Form No. 7, Page |
Rev 12-5-12

SCHEDULE OF LOCAL SMALL BUSINESS ENTERPRISE PARTICIPATION
MINORITY BUSINESS ENTERPRISE AND WOMEN BUSINESS ENTERPRISE
OPPORTUNITY TRACKING FORM

The Chief Executive Officer and the Board of Commissioners of DeKalb County believe that it
is important to encourage the participation of small and local businesses in the continuing
business of County government; and that the participation of these types of businesses in
procurement will strengthen the overall economic fabric of DeKalb County, contribute to the
County’s economy and tax base, and provide employment to local residents. Therefore, the
Chief Executive Officer and the Board of Commissioners have made the success of local smail
businesses a permanent goal of DeKalb County by implementing the Local Small Business
Enterprise Ordinance.

PROVISIONS OF LOCAL SMALIL BUSINESS ENTERPRISE (LSBE) ORDINANCE

Amount of LSBE Participation Required
20% of Total Award

Request For Proposals Invitations To Bid
(RFP) (ITB)
LSBE Within DeKalb (I.SBE- Ten (10) Percentage Ten (10) Percent Preference
DeKalb) Points
LSBE Outside DeKalb (LSBE- Five (5) Percentage Five (5) Percent Preference
MSA) Points

Certilied Local Small Business Enterprises (I.SBEs) located within DeKalb County and prime
contractors utilizing LSBEs that are locally-based inside DeKalb County shall receive ten (10)
percentage points in the initial evaluation of their response to any Request for Proposal and a
ten (10) percent preference on all responses to any Invitation to Bid, Certified LSBEs located
outside of DeKalb County but within the ten (10) County Metropolitan Statistical Area (MSA)
consisting of Cherokee, Clayton, Cobb, DeKalb, Douglas, Fayette, Fulton, Gwinnett, Henry and
Rockdale Counties shall receive five (5) percentage points in the initial evaluation of their
response to any Request for Proposal and a five (5) percent preference on all responses to any
[nvitation to Bid.

For all qualified sealed solicitations, the Director of Purchasing and Contracting, DeKalb
County Government, shall determine if the bidder/proposer has included written documentation
showing that at least twenty percent (20%) of the total contract award will be performed by a
certified LSBE. This written documentation shall be in the form of a notarized Schedule of
LSBE Participation (Attached hereto as Exhibit “A”.) For all contracts, a signed letter of intent
from all certified LSBEs describing the work, material, equipment and/or services to be



performed or provided by the LSBE(s) and the agreed upon dollar value shall be due with the
bid or proposal documents and included with Exhibit “A”. The certified vendor list compiled
by the Contract Compliance Division, Purchasing and Contracting Department, DeKalb County
Government establishes the group of Certified LSBE’s from which the bidder/proposer must
solicit subcontractors for LSBE participation.

Contractors failing to meet the LSBE benchmark must document and demonstrate Good Faith
Efforts in accordance with the attached “Checklist for Good Faith Efforts” portion of “Exhibit
A.” Failure to achieve the LSBE benchmark or demonstrate good faith efforts may result in a
bid or proposal being rejected. The notarized Schedule of LSBE Participation shall be due and
submitted with each bid or proposal. Failure to complete and submit the notarized Schedule of
LSBE Participation will result in a bid or proposal being rejected.

Upon award, Prime Contractors are required to submit a report detailing [.SBE/Sub-Contractor
usage with each request for payment and not less than on a monthly basis. Prime Contractors
are also required to certily that all sub-contractors have been paid within seven (7) days of the
Prime’s receipt of payment from the County. Failure to provide requested
reports/documentation may constitute a material breach of contract, entitling the County to
terminate the Contract for default or pursue other remedies. LSBE sub-contractors must submit
a detailed report of their sub-contracting activity for each County contract they pa1t1c1pate in.
Sample Report Forms are attached as Exhibit C.

For eligible bids over $5,000,000.00, The Director of Purchasing and Contracting or designee
will determine if the Mentor-Protégé provision of the Ordinance will apply.

It is the objective of the Chief Executive Officer and Board of Commissioners of DeKalb
County to provide maximum practicable opportunity for all businesses to participate in the
performance of government contracts, including Local Small Business Enterprises (LSBE),
Minority Business Enterprises (MBE) and Women Business Enterprises (WBE).  To achieve
this purpose, the County wouid like to track and record information about participating vendors.
The attached “Exhibit A,” also records who performs work and renders services to the County.
Contractors are requested to indicate whether they are a LSBE, MBE or WBE and list the level
of participation by subcontractors designated as such on each solicitation.



“EXHIBIT A”

SCHEDULE OF LOCAL SMALL BUSINESS ENTERPRISE PARTICIPATION

MINORITY/WOMEN BUSINESS ENTERPRISE OPPORTUNITY TRACKING FORM

As specified, Bidders and Proposers are to present the details of LSBE, MBE AND WBE
participation below:

PRIME BIDDER/PROPOSER SOLICITATION NUMBER: [TB No. 15-500357

TITLE OF UNIT OF WORK — Temporary personnel Services

1.

My firm, as the prime bidder/proposer on this unit of work, is a certified (check all that
apply):

LSBE-DeKalb LSBE-MSA MBE WBE.
If you are a Certificd LSBE, MBE or WBE, please indicate below the portion of work
(including the percentage of the amount bid/proposal) that your firm will carry out
directly:

If the prime bidder/proposer is a joint venture, please describe below the nature of the
joint venture and level of work and financial participation to bc provided by the LSBE,
MBLE or WBE joint venture firm.

List the LSBE, MBE, and/or WBE subcontractors and/or firms (including suppliers) to
be utilized in this contract, if awarded. No changes can be made in the subcontractors
listed below without the prior written approval of the County. Copy the following page
and list additional subcontractors, if necessary. Please attach a signed letter of intent
from all certified LSBEs describing the work, materials, equipment or services to be
performed and/or provided and the agreed upon dollar value. A Letter of Intent form is
attached hereto as Exhibit “B”.

Name of Company

Address

Telephone

FFax

Contact Person

Indicate all that apply and attach proof of
certification:
LSBE-DeKalb/LSBE-MSA/MBE/WBE

Description of services to be performed

Percentage of work or estimated contract
award amount to be performed




Name of Company

Address

Telephone

Fax

Contact Person

[ndicate all that apply and attach proof of
certification:
LSBE-DeKalb/LSBE-MSA/MBE/WBE

Description of services to be performed

Percentage of work or estimated contract
award amount to be performed

Name of Company

Address

Telephone

Fax

Contact Person

Indicate all that apply and attach proof of
certification:
LSBE-DeKalb/LSBE-MSA/MBE/WBE

Description of services to be performed

Percentage of work or estimated contract
award amount to be performed

Name of Company

Address

Telephone

Fax

Contact Person

Indicate all that apply and attach proof of
certification:
LSBE-DeKalb/[.SBE-MSA/MBE/WBE

Description of services to be performed

Percentage of work or estimated contract
award amount to be performed




DEKALDB COUNTY
CHECKLIST FOR GOOD FAITH EFFORTS

A bidder/proposer that does not meet the County’s LSBE participation benchmark is
required to demonstrate that it made “good faith efforts.” Please indicate whether or not
any of these actions were taken:

Yes No Description of Actions

1. Advertisement for solicitation of Local Small
Business Enterprises in general circulation media,
trade association publications, and minority-focus
media, to provide notice of sub-contracting
opportunities.

2. Advertisement in general circulation media at
least seven (7) calendar days prior to bid or
proposal opening any and all sub-contractor
opportunities. Proof of advertisement must be
submitted with the bid or proposal.

3. Provided interested LSBEs with timely, adequate
information about the plans, specification, and
other such requirements of the contract to
facilitate their quotation and conducted follow
up to initial solicitations.

4. Provided written notice to LSBEs that their
interest in sub-contracting opportunities or
furnishing supplies is solicited.  Provide a
contact log showing the name, address, email
and contact number (phone or fax) used to
contact the proposed certified subcontractors,
nature of work requested for quote, date of
contact, the name and title of the person making
the effort and the amount of the quoted price if
one was obtained.

5. Efforts were made to divide the work for LSBE
subcontracting areas likely to be successtul and
to identify portions of work available to LSBEs
consistent with their availability. Include a list
of divisions of work not subcontracted and the
corresponding reasons for not including them.
The ability or desire of a bidder/proposer to
perform the contract work with its own
organization does mnot relieve it of the
responsibility to make good faith efforts on all
scopes of work subject to subcontracting.

0. Efforts were made to assist potential LSBE







DEKALB COUNTY LOCAL SMALIL BUSINESS ENTERPRISE
SCHEDULE OF PARTICIPATION

MINORITY/WOMEN BUSINESS ENTERPRISE OPPORTUNITY TRACKING FORM

Bidder/Proposer Statement of Compliance

Bidder(s)/Proposer(s} hereby state that they have read and understand the requirements and
conditions as set forth in the objectives and that reasonable effort were made to support the
County in providing the maximum practicable opportunity for the utilization of LSBEs
consistent with the efficient and economical performance of this contract. The Bidder and any
subconiractors shall file compliance reports at reasonable times and intervals with the County in
the form and to the extent prescribed by the Director of DeKalb County Purchasing and
Contracting Department. Compliance reports filed at such times as directed shall contain
information as to the employment practices, policies, programs and statistics of Contractors and
their subcontractors.

1. Non-Discrimination Policy

a.

b.

During the performance of this agreement, Contractor agrees to conform to the

following Non-Discrimination Policy adopted by the County.

Contractor shall not discriminate against any employee or applicant for

employment because of race, color, religion, sex, national origin, or disability.

The Contractor will take action to ensure that applicants are employed, and the

employees are treated during employment without regard to their race, color,

religion, sex, national origin, or disability, Such action shall include, but not be
limited to, the following:

() Employment, upgrading, demotion or transfer; recruitment or recruitment
advertising; layoff or termination; rates of pay or other forms of
compensation; and selection for training, including apprenticeship.
Contractor agrees to post in conspicuous places available to employees
and applicants for empioyment, notices to be provided setting forth
provisions of this non-discrimination clause.

(2)  Contractor shall, in all solicitations or advertisements for employees
placed by or on behalf of Contractor; state that all qualified applicants
will receive consideration for employment without regard to race, color,
religion, sex, national origin, or disability.

Without limiting the foregoing, Contractor shall not discriminate on the basis of
disability in the admission or access to, or trealment or employment in, the
programs and activities, which form the subject of the contract. The Contractor
will take action to ensure that applicants for participation in such programs and
activities are considered without regard to disability. Such action shall include,
but not be limited to, the following:

(1} Contractor agrees to post in conspicuous places available to participants
in its programs and activities notices to be provided setting forth the
provisions of this non-discrimination ¢lause,

(25 Contractor shall, in all solicitations or advertisements for programs or
activities, which are the subject of the contract, state that all qualified



applicants will receive consideration for participation without regard to
disability.

Commitment

The undersigned certifies that he/she has read, understands, and agrees to be bound by
the bid specifications, including the accompanying Exhibits and other terms and
conditions of the Invitation to Bid and/or Request for Proposal regarding LSBE
utilization. The undersigned further certifies that he/she is legally authorized by the
bidder or responder to make the statements and representations in Exhibit A and that
said statements and representations are true and correct to the best ot his’her knowledge
and belief. The undersigned will enter into formal agreement(s) with the LSBE(s) listed
in this Exhibit A, which are deemed by the owner to be legitimate and responsible
LSBEs. Said agreement(s) shall be for the work and contract with the County. The
undersigned understands and agrees that if any of the statements and representations are
made by the Bidder knowing them to be false, or if there is a failure of the successful
Bidder (i.e., Contractor) to implement any of the stated agreements, intentions,
objectives, goals and commitments set forth herein without prior approval of the County,
then in any such events the contractor’s act or failure to act, as the case may be, shall
constitute a material breach of contract, entitling the County to terminate the Contract
for default. The right to so terminate shall be in addition to, and not in lieu of, any other
rights and remedies the County may have for other defaults under the Contract.
Additionally, the Contractor will be subject to the loss of any future contract awards by
the County for a period of onc year.

Firm Name (Please Print):

Firm’s Officer:

(Authorized Signature and Title Required) Date
Sworn to and subscribed to before me this__ day of ,201
Notary Public

My Commission [ixpires:




“EXHIBIT B”
LETTER OF INTENT TO PERFORM AS A SUBCONTRACTOR
PROVIDING MATERIALS OR SERVICES

[nstructions:
1. Complete the form in its entirety and submit with bid documents.

2. Please be advised that LSBEs cannot be removed from a project without pre-approval from
Contract Compliance.

3. Executed contracts between the Prime and LSBEs must be submitted with the bid

documents. Such contracts shall include a statement that the contract will become effective
only upon approval of the contract between the County and the Prime.

To:

(Name of Prime Contractor Firm)

From: 0 LSBE —DeKalb [ LSBE -MSA O0MBE (1 WBE
(Name of Subcontractor Firm) (Check all that apply)

ITB Number: insert

Projeet Name: insert

The undersigned subcontractor is prepared to perform the following described work or provide
materials or services in connection with the above project (specify in detail particular work
items, materials, or services to be performed or provided).

Project % of Estimated
Commence | Contract Dollar
Description of Materials or Services Date Award Amount
Prime Contractor Sub-contractor
Signature: Signature:
Title: Title:

Date: Date:
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ATTACHMENT E

RESPONDER AFFIDAVIT

By executing this affidavit, the undersigned verifies its compliance with O.C.G.A. § 13-10-91, as amended,
stating affirmatively that the responder submitting a bid to DEKALB COUNTY, GA, a political subdivision of the
State of Georgia, has registered with and is participating in a federal work authorization program* [any of the
electronic verification of work authorization programs operated by the United States Departiment of Homeland
Security or any equivalent federal work authorization program operated by the United States of Homeland Security
to verify information of newly hired employees, pursuant to the Immigration Reform and Control Act of 1986
(IRCA), P.L. 99-603], in accordance with the applicability provisions and deadlines established in O.C.G.A. § 13-
10-91, as amended].

Responder’s Name Federal Work Authorization
Enrollment Date

BY:  Authorized Officer or Agent

Title of Authorized Officer or Agent of Bidder Identification Number

Printed Name of Authorized Officer or Agent

Address (¥do not include a post office box)

SUBSCRIBED AND SWORN
BEFORE ME ON THIS THE
DAY OF .20

Notary Public
My Commission Expires:




ATTACHMENT F

COST PROPOSAL FORM
(Consisting of three (3) pages)

For

TEMPORARY PERSONNEL SERVICES

Proposer: Please complete the attached pages of the Cost Proposal Form, and return them with this
cover page. The cost proposal must be submitted in a separate, sealed envelope with the Proposers name
and “Request for Proposals No. 15-500357 Temporary Personnel Services” elearly identified on the
outside of the envelope. Failure to submit the Cost I’roposal will deem the Proposer as Non-Responsive.

1. Proposer: State a FIRM HOURLY RATE in U.S. Dollars for the first calendar year of the Agreement
for each category and level of competency of consultant you can provide. Requirements for cach
category shall be accordance with the STATEMENT OF WORK in this RFP. All costs, direct and
indirect, administrative costs, and all things necessary to provide information temporary personnel
services must be included in the proposed FIRM HOURLY RATE.

Proposer must enter RATE PER HOUR in the form below:

I;Icom Category Rate per Hour

| Executive Secretary

2 Office Assistant

3 Administrative Assistant

4 Customer Service Representative

5 Legal Secretary

6 Receptionist/Switchboard Operator

7 Accounting Technician

8 Office Software Specialist

9 Data Entry Operator




1L

II1.

10 | Landscape/Ground Maintenance Worker

11 [.aborer

12 | Technical Support Analyst

13 | Microsystems Specialist

14 | Project Coordinator

15 Mail Clerk

State a MAXIMUM YEARLY PERCENTAGE INCREASE in the FIRM HOURLY RATE for
possible Renewal Terms. Maximum Yearly Percentage Increase shall be based on but not exceed the
Consumer Price Index (CPI) for large urban areas in the southeast and is not exceed four percent
(4%) for each rencwal term,

Maximum Yearly Percentage Increase for Renewal Term 2 %
Maximum Yearly Percentage Increase for Renewal Term 3 %

if you have temporary scrvice categories not identified in the RFP and in this Cost Proposal above,
provide each category below and state a FIRM HOURLY RATE in U.S. Dollars for cach category. All
costs, direct and indirect, administrative costs, and all things necessary to provide temporary
personnel services must be included in the proposed FIRM HOURLY RATE,

Item Category Rate per Hour
No.




10

By signing this page, Proposers acknowledge that he has carefully examined and fully understands the Scope of
Work, Minimum Requirements, Contract, and other attached documents associated with RFP _15-500357
Temporary Personnel Services, and hereby agrees that if their proposal is accepted, they will contract with
DeKalb County according to the Request for Proposal documents.

Please provide the following information:

Name of Firm:

Address:

Contact Person Submitting Proposal:

Title of Contact Person:

Telephone Number:

FFax Number:

E-mail Address:

Signature of Contact Person

Title of Contact Person






ATTACHMENT H

NEW EMPLOYEE TRACKING FORM

Name of Bidder

Address

E-Mail

Phone Numbecer

Fax Numbcr

Do you anticipate hiring from the First Source Candidate Registry? Y or N (Circle one)

If s0, the approximate number of employees you anticipate hiring:

Type of Pesition (s} you anticipate hiring: The number yon Timeline
{List position title, one position per line) anticipate hiring:

Attach job description per job title:

Please return this form to [st Source, DeKalb Workforce Development, fax (404) 687-4099 or email to
FirstSourcelJobs@dekalbcountyga.gov
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ATTACHMENT K

AGREEMENT FOR PROFESSIONAL SERVICES

DEKALB COUNTY, GEORGIA

THIS AGREEMENT made as of this ~ day of  , 20, (hereinafter called the
“execution date”) by and between DEKALRB COUNTY, a political subdivision of the State of
Georgia (hereinafter referred to as the “County™), and , a organized and
existing under the laws of the State of , with offices in County,

(hereinafter referred to as “Contractor™), shall constitute the terms and conditions under which the
Contractor shalf provide in DeKalb County, Georgia..
WITNESSETH: That for and in consideration of the mutual covenants and agreements

herein set forth, the County and the Contractor hereby agree as follows:

ARTICLE 1. CONTRACT TERM

The Contractor shall commence the Work under this Contract within ten (10) days from the
execution date. As required by O.C.G.A §36-60-13, this Contract shall (i) terminate without further
obligation on the part of the County each and every December 31, as required by O.C.G.A. § 36-60-
13, as amended, unless terminated earlier in accordance with the termination provisions of this
Contract; (ii) automatically renew on each January 1%, unless terminated in accordance with the
termination provisions of this Contract; and (iii) terminate absolutely, with no further renewals, on
December 31, 20, unless extended by Change Order adopted and approved by the DeKalb

County Governing Authority and the Contractor in accordance with the terms of this Contract.

ARTICLE II. PAYMENT

As full payment for the faithful performance of this Contract, the County shall pay the

Contractor, the Contract Price, which is an amount not to exceed (s }, unless

changed by written Change Order in accordance with the terms of this Contract. The term “Change
Order” includes the term “amendment™ and shall mean a written order authorizing a change in the
Work, and an adjustment in Contract Price to Contractor or the Contract Term, as adopted and
approved by the Contractor and the DeKalb County Governing Authority, or the Chief Executive

Officer, if exempted from Governing Authority adoption and approval in accordance with the



express terms of this Contract. The County’s Chief Executive Officer or his/her designee shall have
the authority to approve and exccute all change orders to contracts up to an absolute value of 20% of
the original contract, provided the total change order amount is less than $100,000.00. If the original
contract or purchase order price does not exceed $100,000.00, but the change order will make the
total price of the contract exceed $100,000.00, then the change order requires approval by official
action of the Governing Authority. Change orders to contracts that did not require official action of
the Governing Authority upon the original execution thereof and which amend the scope of work,
term, time and/or total cost not exceeding $100,000.00, may be approved by the Chief Executive
Officer or his designee(s) in the same manner as the original contract, Amounts paid to the
Contractor shall comply with and not exceed Attachment I, the Contractor’s Cost Proposal,
consisting of page(s) attached hereto and incorporated herein by reference. Payment is
to be made no later than thirty (30) days after submittal of undisputed invoice.

Invoice(s) must be submitted as follows:

A. Original invoice(s) must be submitted to:

DeKalb County, Georgia
Accounting Services

1300 Commerce Drive, 3" Floor
Decatur, Georgia 30030

B. A copy of the invoice(s) must be submitted to:

Attention:

C. A copy of the invoice(s) must be submitted with completed Prime Contractor LSBE
(Local Small Business Enterprise) Utilization Report and LSBE Sub-Contractor Report
to:

Contract Compliance Division

DeKalb County Purchasing & Contracting
1300 Commerce Drive, 2™ Floor

Decatur, Georgia 30030

ARTICLE 11, SCOPE OF WORK

The Contractor agrees to provide all insert type of services in accordance with the County’s
Request for Proposals RFP No. 15-500357 for Temporary Personnel Services, attached hereto as
Appendix [ and incorporated herein by reference, and the Contractor’s response thercto, attached

hereto as Appendix Il and incorporated herein by reference.



The Contractor’s services shall include all things, personnel, and materials necessary to
accomplish specific projects authorized by the County.  Specific Work Authorizations will have

precedence over any interpretation within the Contract.

ARTICLE 1V, GENERAL CONDITIONS

A. Accuracy of Work. The Contractor shall be responsible for the accuracy of the Work and

any error and/or omission made by the Contractor in any phase of the Work under this Agreement.

B. Additional Work. The County shall in no way be held liable for any work performed under

this section which has not first been approved in writing by the County in the manner required by
applicable law and/or the terms of this Contract. The County may at any time order changes within
the scope of the Work without invalidating the Contract upon seven (7) days written notice to the
Contractor. The Contractor shall proceed with the performance of any changes in the Work so
ordered by the County unless such change entitles the Contractor to a change in Contract Price,
and/or Contract Term, in which event the Contractor shall give the County written notice thereof
within fifteen (15) days after the receipt of the ordered change, and the Contractor shall not execute
such changes until it receives an executed Change Order from the County. No extra cost or
extension of time shall be allowed unless approved by the County and authorized by execution of a
Change Order. The parties’ execution of any Change Order constitutes a final settlement of all
matters relating to the change in the Work which is the subject of the Change Order. The County
shall not be liable for payment for any work performed under this section which has not first been
approved in writing by the County in the manner required by applicable law and/or the terms of this
Contract.

C. Ownership of Documents. All documents, including drawings, estimates, specifications,

and data are and remain the property of the County. The Contractor agrees that the County may
reuse any and all plans, specifications, drawings, estimates, or any other data or documents described
herein in its sole discretion without first obtaining permission of the Contractor and without any
payment of any monies to the Contractor therefore. However, any reuse of the documents by the
County on a different site shall be at its risk and the Contractor shall have no liability where such
documents are reused.

D. Successors and Assigns. The Contractor agrees it shall not sublet, assign, transfer, pledge,

convey. sell, or otherwise dispose of the whole or any part of this Contract or his right, title, or

interest therein to any person, firm, or corporation without the previous written consent of the



County. If the County consents to any such assignment or transfer, then the Contractor binds itself,
its partners, successors and assigns to all covenants of this Contract. Nothing contained in this
Contract shall create, nor be interpreted to create privity, or any other relationship whatsoever,
between the County and any person, or entity or than Contractor.

E. Reviews and Acceptance, Work performed by the Contractor shall be subject to review and

acceptance in stages as required by the County. Acceptance shall not relieve the Contractor of its
professional obligation to correct, at his own expense, any errors in the Work.

F. Termination of Agreement. The Contractor understands and agrees that the date of the

beginning of Work, rate of progress, and time for completion of the Work are essential conditions of
this Contract. The County may, for its own convenience and at its sole option, without cause and
without prejudice to any other right or remedy of County, elect fo terminate the Contract by
delivering to the Contractor, at the address listed in the Notices article of this Contract, a written
notice of termination specifying the effective date of termination. Such notice shall be delivered to
Contractor at least thirty (30} days prior to the effective date of termination. If Contractor’s services
are terminated by the County, the termination will not affect any rights or remedies of the County
then existing or which may thereafter accrue against Contractor or its surety. In case of termination
of this Contract before completion of the Work, Contractor will be paid only for the portion of the
Work satisfactorily performed through the effective date of termination as determined by the County.
Neither party shall be entitled to recover lost profits, special, consequential or punitive damages,
attorney’s fees or costs from the other party to this Contract for any reason whatsoever. This
Contract shall not be deemed to provide any third-party with any remedy, claim, right of action, or
other right. The parties’ obligations pursuant to this Section shall survive any acceptance of Work,
or termination or expiration of this Contract.

G. Indemnification Agreement. The Contractor shall be responsible from the execution date

or from the time of the beginning of the Work, whichever shall be the earlier, for all injury or damage
of any kind resulting from the Work, to persons or property, including employees and property of the
County. The Contractor shall exonerate, indemnify, and save harmless the County, its elected
officials, officers, employees, agents and servants, hereinafter collectively referred to in this Section
as “the County Indemnitees,” from and against all claims or actions based upon or arising out of any
damage or injury (including without limitation any injury or death to persons and any damage to
property) caused by or sustained in connection with the performance of this Contract or by conditions
created thereby or arising out of or any way connected with Work performed under this Contract, as

well as all expenses incidental to the defense of any such claims, litigation, and actions.



Furthermore, Contractor shalt assume and pay for, without cost to the County Indemnitees, the
defense of any and all claims, litigation, and actions suffered through any act or omission of the
Contractor, or any Subcontractor, or anyone directly or indirectly employed by or under the
supervision of any of them. Notwithstanding any language or provision in this Contract, Contractor
shall not be required to indemnify any County Indemnitee against claims, actions, or expenses based
upon or arising out of the County Indemnitee’s sole negligence. As between the County Indemnitees
and the Contractor as the other party, the Contractor shall assume responsibility and liability for any
damage, loss, or injury, including death, of any kind or nature whatever to persen or property,
resulting from any kind of claim made by Contractor’s employees, agents, vendors, Suppliers or
Subcontractors caused by or resulting from the performance of Work under this Contract, or caused
by or resulting from any error, omission, or the negligent or intentional act of the Contractor,
vendors, Suppliers, or Subcontractors, or any of their officers, agents, servants, or employees. The
Contractor shall defend, indemnify, and hold harmless the County Indemnitees from and against any
and all claims, loss, damage, charge, or expense to which they or any of them may be put or
subjected by reason of any such damage, loss, or injury. The Contractor expressly agrees to provide a
full and complete defense against any claims brought or actions filed against the County Indemnitees,
where such claim or action involves, in whole or in pait, the subject of the indemnity contained in
this Contract, whether such claims or actions are rightfully or wrongtully brought or filed. The
County has the sole discretion to choose the counsel who will provide the defense. No provision of
this Contract and nothing herein shall be construed as creating any individual or personal liability on
the part of any elected official, officer, employee, agent or servant of the County, nor shall the
Contract be construed as giving any rights or benefits hereunder to anyone other than the parties to
this Contract. The parties” obligations pursuant to this Section shall survive any acceptance of Work,
or termination or expiration of this Contract.

H. Insurance. Prior to commencing work, Contractor shall, at its sole expense, procure and
maintain insurance of the types and in the amounts described below frem insurer(s) authorized to
transact business in the state where the work or operations will be performed by Contractor.
Such insurance shall be placed with admitted insurers that maintain an A.M. Best's rating of not
less than “A* (Excellent) with a Financial Size Category of VII or better with coverage forms
acceptable to Contractor. The insurance described below shall be maintained uninterrupted for

the duration of the project, including any warranty periods, and shall protect Contractor, and



others as required by contract, for liabilities in connection with work performed by or on behalf

of Contractor, its agents, representatives, employees or Contractors.

1.

Certificates of Insurance in companies doing business in Georgia and acceptable to

the County covering:

(a) Statutory Workers® Compensation Insurance, or proof that Contractor is not
required to provide such coverage under State law;

(b) Professional Liability Insurance on the Contractor’s services in this
Agreement with limit of $1,000.000;

f¢) Commercial General Liability Insurance covering all operations with
combined single limit of $1,000,000;

(d) Comprehensive Automobile Liability Insurance with form coverage for all
owned, non-owned and hired vehicles with combined single limit of
$500,000.

{(e) Umbrella or Excess Insurance is acceptable to meet the minimum limits
whenever there is an insurer licensed to do business in Georgia which is
providing at least the first $100,000 of primary coverage.

(f) Fidelity Bond in the total amount of the Agreement.

Certificates of Insurance must be executed in accordance with the following
provisions:

(a) Certificates to contain policy number, policy limits, and policy expiration

date of all policies issued in accordance with this Agreement;

(b) Certificates to contain the location and operations to which the insurance
applies;
(c) Certificates to contain Contractor’s protective coverage for any

subcontractor's operations;
(d)  Certificates to contain Contractor’s contractual liability insurance coverage:
(e)  Cecrtificates are to be issued to:

DeKalb County, Georgia

Dircctor of Purchasing & Contracting
The Maloofl Center, 2™ Floor

1300 Commerce Drive

Decatur, Georgia 30030



L.

3. The Contractor shall be wholly responsible for securing certificates of insurance coverage
as set forth above from all subcontractors who arc engaged in this work.

4, The Contractor agrees to carry statutory Workers’ Compensaticn Insurance and to have all
subcontractors likewise carry statutory Workers” Compensation Insurancc.

5. Contractor agrees to waive all rights of subrogation and other rights of recovery against
the County and its officers and shall cause each Subcontractor to waive all rights of
subrogation for all coverage.

6. Failure of the County to demand such certificate or other evidence of full compliance
with these insurance requirements or failure of the County to identify a deficiency from
evidence provided will not be construed as a waiver of the Contractor’s obligation to
maintain such coverage. Contractor understands and agrees that the purchase of insurance in
no way limits the liability of the Contractor.

7. Certificates shall state that the policy or policies shall not expire, be cancelled or altercd
without at least sixty (60) days prior written notice to the County. Policies and Certificates of
Insurance listing the County and its officers as additional insured’s (except for workers’
compensation insurance) shall conform to all terms and conditions (including coverage of the
indemnification and hold harmless agreement) contained in this Contract,

8. [fthe County shall so requcst, the Contractor will furnish the County for its inspection
and approval such policies of insurance with all endorsements, or confirmed specimens
thereof certified by the insurance company to be true and correct copies. Contractor shall be
responsible and have the financial wherewithal to cover any deductibles or retentions
included on the certificate of insurance.

Georgia Laws Govern. The laws of the State of Georgia shall govern the construction of

this Contract without regard for conflicts of laws. Should any provision of this Contract require

judicial interpretation, it is agreed that the court interpreting or construing the same shall not apply a

presumption that the terms hercof shall be more strictly construed against one party, by reason of the

rule of construction, that a document is to be construed more strictly against the party who itself or

through its agent prepared same; it being agreed that the agents of all parties have participated in the

preparation hereof, and all parties have had an adequatc opportunity to consult with tegal counsel. In

interpreting this Contract in its entirety, the printed provisions of this Contract, and any additions

written or typed hereon. shall be given equal weight, and there shall be no inference by operation of

law or otherwise; that any provision of this Contract shall be construed against either party hereto.



J. Venue. This Agreement shall be deemed to have been made and performed in DeKalb
County, Georgia. For the purposes of venue, all suits or causes of action arising out of this
Agreement shall be brought in the courts of DeKalb County, Georgia.

K. Contractor and Subcontractor Evidence of Compliance; Federal Work Authorization.

Pursuant to O.C.G.A. §13-10-91, the County cannot enter into a contract for the physical
performance of services unless the Contractor, its Subcontractor(s) and sub-subcontractor(s), as that
term is defined by state law, register and participate in the Federal Work Authorization Program to
verity specific information on all new employees. Contractor certifies that it has complied and will
continue to comply throughout the Contract Term with O.C.G.A. §13-10-91 and any related and
applicable Georgia Department of Labor Rule. Contractor agrecs to sign an aftidavit evidencing its
compliance with O.C.G.A. §13-10-91. The signed affidavit is attached to this Contract as
Attachment 2. Contractor agrees that in the event it employs or contracts with any Subcontractor(s)
in connection with this Contract, Contractor will secure from cach Subcontractor an affidavit that
certifies the Subcontractor’s current and continuing compliance with O.C.G.A. §13-10-9!| throughout
the Contract Term. Any signed Subcontractor affidavit(s) obtained in connection with this Contract
shall be attached hercto as Attachment 3. Each Subcontractor agrees that in the event it employs or
contracts with any sub-subcontractor(s), each Subcontractor will secure from each sub-subcontractor
an affidavit that certifies the sub-subcontractor’s current and continuing compliance with O0.C.G.A.
§13-10-91 throughout the Contract Term. Any signed sub-subcontractor affidavit(s) obtained in
connection with this Contract shall be attached hereto as Attachment 4,

L. County Representative. The County may designate a representative through whom the

Contractor witl contact the County. In the event of such designation, said representative shall be
consulted and his written recommendation obtained before any request for extra work is presented to
the County. Payments to the Contractor_shall be made only upon itemized bill submitted to and
approved by said representative.

M. Contractor’s Status. The Contractor will supervise and direct the Work, including the Work

of all Subcontractors. Only persons skilled in the type of work which they are to perform shall be
employed. The Contractor shall, at all times, maintain discipline and good order among his
employees, and shall not employ any unfit person or persons or anyone unskilled in the work
assigned him. The relationship between the County and the Contractor shall be that of owner and
independent contractor. Other than the consideration set forth hercin, the Contractor, its officers,
agents, servants, employees, and any Subcontractors shall not be entitled to any County employee

benefits including. but not limited to social security, insurance, paid annual leave, sick leave,



worker's compensation, free parking or retirement benefits. All services provided by Contractor shall
be by employees of Contractor or its Subcontractors and subject to supervision by Contractor. No
officer or employee of Contractor or any Subcontractor shall be deemed an officer or employee of
the County. Personnel policies, tax responsibilities, social security payments, health insurance,
employee benefits and other administrative policies, procedures or requirements applicable to the
Work or services rendered under this Contract shall be those of the Contractor, not the County.

N. Georgia Open Records Act. Contraetor will be expected to comply with the applicable

provisions of the Georgia Open Records Act, 0.C.G.A. §50-18-70 ef seq.

O. First Source Jobs Ordinance and Preferred Employees. The DeKalb County First Source

Jobs Ordinance requires contractors or beneficiaries entering into any type of agreement with the
County, including purchase orders, regardless of what they may be called, for the procurement or
disposal of supplies, services, construction projects, professional or consultant services, which is
funded in whole or part with County funds or County administered funds in which the contractor is to
receive $50,000 or more in County expenditures or committed expenditures and recipient of urban
redevelopment action grants or community development block funds administered in the amount of
$50,000 or more make a good faith effort to hire DeKalb County residents for at least 50% of jobs
using the First Source Registry (candidate database). The work to be performed under this contract is
subject to the provisions of the DeKalb County First Source Jobs Ordinance.

For more information on the First Source Jobs Ordinance requirement, please contact DeKalb
Workforce Development at www.dekalbworkforce.org or 404-687-3400.

P. Business License. Contractor shall submit a copy of its current, valid business license with

this Contract. If the Contractor is a Georgia corporation, Contractor shall submit a valid county or
city business license. If Contractor is a joint venture, Contractor shall submit valid business licenses
for each member of the joint venture, If the Contractor is not a Georgia corporation. Contractor shall
submit a certificate of authority to transact business in the state of Georgia and a copy of its current,
valid business license issued by its home jurisdiction. If Contractor holds a professional license, then
Contractor shall submit a copy of the valid professional license. Failure to provide the business
license, certificatc of authority, ot professional license required by this section, may result in the
Contract being terminated. Contractor shall ensure that any insurance, license, permit or cettificate
submitted in response to the County’s RFP or as part of the Contract shall be current and valid when
submitted, and shall remain valid, current and maintained in good standing for the Contract Term.

Q. Sole Agreement. This Contract constitutes the sole contract between the County and the

Contractor. The terms, conditions, and requirements of this Contract may not be modified, except by



Change Order. No verbal agreement or conversation with any officer, agent, or employee of the
County, either before or after the exeeution of the Contract, shall affect or modify any of the terms or
obligations herein contained. No representations, oral or written, shall be binding on the parties
unless expressly incorporated herein. No Change Order shall be enforceable unless approved by
official action of the County as provided by law or in this Contract.

R. Attachments and Appendices. This Contract includes the following Attachments and

Appendices all of which are incorporated herein by reference: Attachment 1, Contractor’s Cost
Proposal; Appendix [, County’s RFP; Appendix II, Contractor’s Response; Attachment 2,
Contractor’s  Affidavit; Attachment 3, Subcontractor’s Affidavit(s); Attachment 4, Sub-
subeontraetor's Affidavit(s); and Attachment 5, Certificate of Corporate Authority or Joint Venture
Certificate.

S. Severability. If any provision of this Contract or the application thereof to any person or
circumstance shall to any extent be held invalid, then the remainder of this Contract or the
application of such provision to persons or circumstances, other than those as to which it is held
invalid, shall not be affected thereby, and each provision of this Contract shall be valid and enforced
to the fullest extent permiitted by law.

T. Notices. Any notice or consent required to be given by or on behalf of any party hereto to
any other party hereto shall be in writing and shall be sent to the County’s Chiel’ Executive Officer
and the Executive Assistant or to the Contractor or his authorized representative on the work site by
(a) registered or certified United States mail, return receipt requested, postage prepaid, (b) personal
delivery, or {c) overnight courier service. All notices sent to the addresses listed below shall be
binding unless said address is changed in writing no less than fourteen days before such notice is
sent.  Future changes in address shall be effective upon written notice being given by the Contractor
to the County’s Executive Assistant or by the County to the Contractor’s authorized representative

via certified first class U.S. mail, return receipt requested. Such notices will be addressed as follows:

If to the County:
Chief Executive Officer
1300 Commerce Drive, 6™ Floor

Decatur, Georgia 30030

and



Executive Assistant
1300 Commerce Drive., 6" Floor
Decatur, Georgia 30030

With a copy to: Director of the Department of Purchasing and Contracting
1300 Commerce Drive, 2 Floor
Decatur, Georgia 30030

With a copy to: Director of the Finance Departiment
1300 Commerce Drive, 6™ Floor
Decatur, Georgia 30030

IT to the Contractor;

With a copy to:

U. Counterparts. This Contract may be executed in several counterparts, each of which shall be
deemed an original, and ali such counterparts together shall constitute one and the same Contract.

V. Controlling Provisions. The Contract for this Project shall govern the Work. [f any portion

of the Contract shall be in conflict with any other portion, the various documents comprising the
Contract shall govern in the following order of precedence: Contract, Change Orders or
modifications issued after execution of the Contract; the provisions of the County’s RFP; and the

Contractor’s Response thereto.

[SIGNATURES CONTINUE ON NEXT PAGE]



IN WITNESS WHEREOF, the parties hercto have caused this Agreement to be executed in three
counterparts, each to be considered as an original by their authorized representative.

CONTRACTOR’S LEGAL NAME DEKALB COUNTY, GEORGIA

By: (SEAL) by Dir.(SEAL)
Signature LEE MAY

Interim Chief Executive Ofticer

DeKalb County, Georgia

Name (Typed or Printed)

Title Date

Federal Tax [.ID. Number

ATTEST: ATTEST:

Signature BARBARA H. SANDERS, CCC, CMC
Clerk of the Chief Exceutive Officer
and Board of Commissioncrs of

Name (Typed or Printed) DeKalb County, Georgia

Title
APPROVED AS TO SUBSTANCE: APPROVED ASTO FORM:
Department Director County Attorney Signature

County Attorney Name (Typed or Printed)



ATTACHMENT 1
SAMPLE STANDARD COUNTY CONTRACT

Contractor’s Cost Proposal



ATTACHMENT 2
SAMPLE STANDARD COUNTY CONTRACT

Contractor Affidavit under O.C.G.A. §13-10-91

By executing this affidavit, the undersigned Contractor verifies its compliance with 0.C.G.A.
§13-10-91, stating affirmatively that the individual, firm or corporation which is engaged in the
physical performance of services on behalf of DEKALB COUNTY has registered with, is
authorized to use and uses the federal work authorization program commonly known as E-Verify,
or any subscquent replacement program, in accordance with the applicable provisions and deadlines
established in O.C.G.A. §13-10-91. Furthermore, the undersigncd Contractor will continue to use
the federal work authorization program throughout the Contract Term and the undersigned
Contractor will contract for the physical performance of services in satisfaction of such contract
only with Subcontractors who present an affidavit to the Contractor with the information required
by O.C.G.A. §13-10-91. Contractor hereby attests that its federal work authorization user
identification number and date of authorization are as follows:

Federal Work Authorization User [dentification Number

Date of Authorization

Name of Contractor

Name of Project

Name of Public Empioyer

[ hereby declare under penaity of perjury that the foregoing is true and correct.

Executed on .20 in (city), (state).

By:
Signature of Authorized Officer or Agent

Printed Namc¢ and Title of Authorized Officer or Agent

Subscribed and Sworn before m on this the
day of 200 .

NOTARY PUBLIC
My Commission Expires:




ATTACHMENT 3
SAMPLE STANDARD COUNTY

Subcontractor Affidavit under O.C.G.A. § 13-10-91

By executing this affidavit, the undersigned Subcontractor verifies its compliance with O.C.G.A. § 13-
10-91, stating affirmatively that the individual, firm or corporation which is engaged in the physical
performance of services under a contract with (insert name of Contractor) on behaif
of DEKALB COUNTY, GEORGIA has registered with, is authorized to use and uses the federal work
authorization program commonly known as E-Verify, or any subsequent replacement program, in accordance
with the applicable provisions and deadlines established in O.C.G.A. § 13-10-91. Furthermore, the
undersigned Subcontractor will continue to use the federal work authorization program throughout the
contract period and the undersigned subcontractor will contract for the physical performance of services in
satisfaction of such contract only with sub-subcontractors who present an affidavit to the Subcontractor with
the information required by O.C.G.A. § 13-10-91. Additionally, the undersigned Subcontractor will forward
notice of the receipt of an affidavit from a sub-subcontractor to the Contractor within five business days of
receipt. If the undersigned Subconiractor receives notice that a sub-subcontractor has received an affidavit
from any other contracted sub-subcontractor, the undersigned Subcontractor must forward, within five
business days of receipt, a copy of the notice to the Contractor. Subcontractor hereby attests that its federal
work authorization user identification number and date of authorization are as follows:

Federal Work Authorization User Identification Number

Date of Authorization

Name of Subcontractor

Name of Project

Name of Public Employer

| hereby declare under penalty of perjury that the foregoing is true and correct.

Executed on .20 in {city), (state).

By:
Signature of Authorized Officer or Agent

Printed Name and Title of Authorized Officer or Agent

Subscribed and Sworn before me on this the
day of .20

NOTARY PUBLIC
My Commissiont Expires:




ATTACHMENT 4
SAMPLE STANDARD COUNTY

Sub-subcontractor Affidavit under 0.C.G.A. § 13-10-91

By cxccuting this affidavit, the undersigned sub-subcontractor verifies its compliance with
0.C.G.A. § 13-10-91, stating affirmatively that the individual, firm or corporation which is engaged
in the physical performance of services under a contract for (name
of subcontractor or sub-subcontractor with whom such sub-subcontractor has privity of contract)
and (name of Contractor) on behalf of DEKALB COUNTY,
GEORGIA has registered with, is authorized to use and uses the federal work authorization
program commonly known as E-Verify, or any subsequent replacement program, in accordance
with the applicable provisions and deadlines established in O.C.G.A. § 13-10-91. Furthermore, the
undersigned sub-subcontractor will continue to use the federal work authorization program
throughout the contract period and the undersigned sub-subcontractor will contract for the physical
performance of services in satisfaction of such eontract only with sub-subcontractors who present
an affidavit to the sub-subcontractor with the information required by 0.C.G.A. § 13-10-91(b). The
undersigned sub-subcontractor shall submit, at the time of such contract, this affidavit to

(name of Subcontractor or sub-subcontractor with whom such
sub-subcontractor_has privity of contract). Additionally, the undersigned sub-subcontractor will
forward notice of the receipt of any affidavit from a sub-subcontractor to

(name of Subcontractor or sub-subcontractor with whom such sub-
subcontractor has privity of contract). Sub-subcontractor hereby attests that its federal work
authorization user identification number and date of authorization are as follows:

Federal Work Authorization User ldentification Number

Date of Authorization

Name of Sub-subcontractor

Name of Project

Name of Public Employer

that the foregoing is true and correct.

Executed on .20 in (city). (state).
By:
Signature of Authorized Officer or Agent

Printed Name and Title of Authorized Officer or Agent

Subscribed and Sworn before me on this the
_ Dbayoft 20 .

NOTARY PUBLIC
My Commission Expires:



ATTACHMENT §
SAMPLE STANDARD COUNTY

CERTIFICATE OF CORPORATE RESOLUTION

I, , certify the following:
That 1 am the duly elected and authorized Secretary of (hereinafter referred
to as the ™), an organized and incorporated to do business under the

laws of the State of :
That said corporation has, through lawful resolution of the Board of Directors of the

corporation, duly authorized and directed , in his official

capacity as of the corporation, to enter into and execute the

following described agreement with DeKalb County, a political subdivision of the State of
Georgia:
Temporary Personnel Services;

That the foregoing Resolution of the Board of Directors has not been rescinded,
modified, amended, or otherwise changed in any way since the adoption thereol, and is in full
force and effect on the date hereof.

IN WITNESS WHEREOF, I have set my hand and corporate seal;

This the day of , 20

(CORPORATE
SEAL)

(Secretary)



The County’s Request for
Proposals (RFP) No. 15-500357"

APPENDIX T



“Excerpts from the Contractor’s
Response to the County’s Request
for Proposals (RFP) No. [5-500357"
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Office of Interim Chief Executive Officer
DeKalb County, Georgia

Lee N, May
Inlerim CEO

Executive Order No, 2014-4
New Ethics Policy

WHEREAS, the citizens of DeKalb County, Georgia are entitled to have complete
confidence and the highest degree of trust in their County government; and

WHEREAS, ethical conduct is a key ingtedient to sustaining tust with DeKalb
County, Georgia residents; and

WHEREAS, the Grganizational Act and Code of DeKalb County include rules to
ensure ethical conduct by officials and employees; and

WHEREAS, reminding employees of the existing ethical rules and management’s
need to monitor employes’s compliance with those rules shall help to ensure that government

conducts itself In an open, honest, and fair manner; and

WHEREAS, training employees annually ef the existing ethical rules shall further help
to ensure that government continues to conduct itself in an open, honest, and fair menner; and

WHEREAS, the Interim Chief Executive Officer of DeKalb County is charged with
the responsibility of ensuring that the County employees serve the hest inferests of the public at

all times; and

WHEREAS, the Interim Chief Executive Officer of DeKalb County believes it is in
the best interests of the citizens of DeKalb County fo prevent fraud and abuse of office in

government;

NOW THEREFORE, i, Lee N. May, Interim Chief Executive Officer of DeKatb
County, by vittue of the authorlly vested in me, do hereby issue the following Bxecutive Order:

June 24, 2014



Section 1:_Scope of this Order and Reminder of Existing Rules

This Bxecutive Order applies to all merit-exempt and meril employees subject fo the
supervisory and adminisirative control of the Chief Executive Officer (hereinafier refered to as
“CEQ employees”).! CEO employces shall adhere to all applicable ethical rules listed in Section
224 of the Organizational Act and the Code of DeKalb County, A copy of Section 22A and the
relevant ethics provisions of the Code of PeKalb County referenced by this Executive Order are
attached. Violations of these Rutles shall not be tolerated.

CEO employees shall adhere to the ethical rules listed in Organizational Act, Section
224, and the Code of DeKalb County applicable to them. Ali merit-exempt CEO employees
shall comply with the Orpanizational Act, Seetion 22A, which includes, but is not Jinited to the
Conflicts of Interest provisiona in sections 22A(c)(1), (c)(5), (cX6), and {¢}; the Gifis and
Gratuities provisions governed by section 22A(c}(2)(a.); Disclosure of Confidential Information
covered by sectior 22A(c)(3); and the Disclosure of Interests provisions of section 22A(d).

All CEO employees in departments under the merit systein, as provided in Chapter 20 of
the Code of DeKalb County shall comply with that chapter which includes, but is not limited to
the ethics rules of Section 20-20, Conflicts of Interest and Section 20-20.1 regarding Financial

Disclosure Reports,

Section 2; New Ethical Rules for CEQ Merit-Exemnt Emplovees

In eddition to the existing ethical rules identified above, all CEO merit-exempt
employees shall adhere to the following rules goveming each specific area listed below. While
Section 20-20 of the Code of DeKalb County contains specific monetary limils for merit
employees, the Ozganizetional Act does not contain such specific [imits, These new nules are
designed 10 impose speclfic monetary limits on merit-exempt employees. To the extent that any
nile in this Executive Order conflicts with Section 22A of the Organizational Act or applicable
provisions of the Cede of DeKalb County, the Organizational Act and the applicable provisions
of the Code of DeKalb County shell apply. To the extent any rule below is stricter than Section
224 of the Organizational Act and the applicable provisions of the Code of DeKalb Caunty, the

stricter rules below shall govern.

i. Gifls. A CEO merit-sxeriipt employes may accept gifts® from an Interested Source’,
having an aggregate matket value of forty dollars ($40.00) or less per Intevested Source

Mhis Bxecutive Order cannat and docs ziot apply lo employees of the Board af Commissioners and depulies and empleyees of
other ¢keted officers of DeKalb Counly. This Exccullve Qeder doss not apgly to camgaign coriribulions, denntfons and any
nctivitics o person conducts during 1he course of seeking nomination or eleclion to any pubfic office as those activities and
compalgn contsibutions and donations ere reguleted by npplicable sinte and federal fawv.

2 UGIR" Includes eny graluily, favor, discount, entefiainment, irlp, hasphiality, loan, forbearnnce or other fiem having monclery
valwe. [t includes sorvices s well #s gifs, of trining, trensportation, travel, lodging, meals, whether provided In-kind, by
purchase ofa ticker, gayment In advence, or reimbursement nftce the expenss has becn incurred, A géft does not include; modest
ltems of prepared fond and refteshmeals such os sofl drinks, or colfee or donuts other than as part ofa mteal; loans fram banks or
ofher financinl instftution on terms generally evallabie 1o (he pubtle; sockal invitations from persons or enlities olher than

Interested Sources.
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per occasion, provided that the agpregate market value of individual gifts received from
any single Inferested Source shall rot exceed cne hundred twenly dollars ($120.00} in a
calendar year, except in the following circumatances, which arc exceplions to this rule:

8, Meals. CEQ metit-exempt employees are allowed to accep! ressonable meals and
refreshments from an Interested Source Fuenished fn connection with participation
at & public, clvic, charitable, or non-profit ceremony, event, convention, ar
conlerence,

b. Travel, CEO meiil-exempt employees may accept “reasonable hosting expenses™
from Interested Sources for feavel, meals, lodging, and conference fees provided
in connection with (1) teaching, (2) a speaking engagement, (3) pariicipation on a
professional or civic panel, or (4} attendanco at a conference in an official
capacity. CEO merit-exempt employees may accept fuvel from other non-
County sources for any official purpose, provided thet they disclase the travel
payments made or reimbursements received on a Travel Disclosure Report filed
with either the Chief Integtity Officer, if created, or the Finance Director or
hisher designee. CEQ merit-exempt employees may accept fravel
reimbursements fram a County contractor for training if it is part of the County’s
contract or falls within the exception for gifis of travel to the County.

¢, Tickes. CEQO merit-crempt employees may aceept ficksts fo concerls, plays,
athletic or other enterfainment events from an Interested Source only when
performing an official duty at the event,

d. Howoraria. CEOQ merit-exempt employees may not accept personal honoraria
from an Interested Source.

e. Awards, other exceptions, CEQ merit-exempt employees may accept awards,
plaques, cerlificates, mementos, novelties, or similar items given in recognition of
pubtic service; nominal gifis from representatives of other govemments; pifis
from Family members; and gifts accepted on behaif of the County.

Section 3: Chief Executive Officer

As Chief Executive Officer, [ am govemed by the ethical rules in the Organizational Act
of DeKalb County. As such, those rules do not contain spacific monetary limits on gifis, and I
believe it is important that I st an exaimple for the employees who areunder my supervisory and
administrative control. As a result, I am choosing to be gaverned by the sthical rules governing
gifts stated in Section 2 of this Bxecutive Order, and [ will abide by the riles in Scction 2 of this

3 “nterested Source” means any person or entity who; {g) 18 seeking official action by the tmplojec or the employee's
dopartment; (b) does business of seeks to do business with the counly or the employes's deparment; {c} conducls ectivilies
regulaled by the employee or (he employee's depariment; (d) has interests that may be ally affected by perlt or

of the s officlal duties; of (€} Is an erganization fiRving a ingforlty of {ls mepbers as deseribed fn

pﬂmrgrnph! (a) thraugh (d).
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Ovder, in addition to al] other applicable prows:ons and exceptions of this Executive Order, and
tocal and state cthical rules and faw.

Sectfon 4: Training

All CEO employees shall comply with these ethical rules and shall receive annual ethics
training regarding these rules. Additionally, every CEO employee shali teceive a copy of these
ethical rules, shail be required to read the rules and sign a form acknowledging hisfher obligation
to comply with the ethieal rules and the potential penalties for failing to do so. Those penalties
may include ¢ivil action, criminal prosecution, and/or disciplinary action, v to and including
termination of employment.

Section §: Contraciors and CEQ-sponsored ovents

1. Contractors. To the extent that the Organizatioral Act, Section 224, the Code of DeKalb
County, and the rules in this Executive Order allow a gift, meal, tavel expense, ficket or
anything else of vahie to be purchased for a CEO employse by » conlractor doing
business with the County, the contractor must provide wiillen disclosure, quartexly, of the
exact nature and value of the puichase to either the Chief Integrity Officer, if cicated, or
the Finance Director or his/her designee. Additionally, every contractor who conducts
business with the County will receive a copy of these ethical rules at the time of
execution of the conteact.

2. CEO-sponsored events. No violation of Section 2 of this Bxecutive Order has occurred
for any solicited sponsazship” from an Interested Source for officfel cvents, functions,
luncheons, breakfusts, or meéetings to honor employees, or further or discuss an official
policy or other related County issue of concetn to the Chief Execulive Officer, so fong as
within 30 days of the event the Interested Source and/or the Chiel Executive Officer
discloses in writing to either the Chiel Infegrity Officer, if created, or the Finance
Director or his/her designee, the exact nature and value of eagh solicited sponsorship. No
solicited sponsorship(s) received from any single Irterested Source shell exceed ten
thousand doliars ($10,000.00) in a calendar year.

Section 6: Support of the Ethics Board of DeKalb County

1 am recomnending a midyear budget adjustmcnt fo fund the creation of & full-time Chief
Tnteguity Offfcer (“Integrity Officer™), investigator, and administrative assistani to serve. the
Bthles Board of DeKalb County (“Ethics Board™). If these additional positions are funded their
exact duties will be determined by the Ethics Board. T recommend the Integrity Officer perform

the following duties and functiens:

1. Educating and training alt County elected officials, employess and County
officiels to have an awarensss and understanding of the mandate for and

4 A“sollcited sponsasship” means o sponsorship {hat would not have been offered or glvea had the Cauntyemployec orofMicinl
not held the sialus, autholty or duties associated wilh histher Counly position,
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enforcement of ethicat conduet and ndvising of the provisions of the code of

cthics of the County;

Meeling with and suppotting the Ethics Bonrd os necessury;

3. Advising County elecied ofiicials, employces amd County officials regarding
disclosure statements and reviewing same to ensure full and complete financial
reporting;

4. Urging compliance witl the code of eihics by calling to the atiention of the Ethics
Board any failure {o comply or eny issues, including the funishing of false or
misleading information, that the Integrity Olficer belicves should be Investigated
by the Ethics Bonrd of so that the Board may take such action ns it deems
appropriate;

5. Monlloring, valuating and acting upon information obtained frome an “cthies
hotline” which shall be o County telcplone number for the receipt of inforination
about ethical violations. [nch complaint, as of the time i is reporied, whether by
telephone or otherwise, shall be decined to be a sepante pending investigation of
g complaint against n public officer or employee as provided by the Georgin Open
Records Act;

6. Notifying the sulject of a repor| of any alleged violation of the ethics code,

whether the report is anonymous, made by an identified inlividuaf or is writtcn,

Such nolice shall be given in wilting, by facsimile or hand delivery, to the subject

of the comp]alnt ot the same time and in the same form that any disclosure of

information is required by (he Georgia Open Records Act;

Notifying the Ethics Board of any report of an nlisged violation of the ethios code

veceived by (he lntegmy Offtcer;

8. Reporting, as approptiate, suspected cthical vmlnimns to the Gihics Doard;

9. Reporting, as appropriale, suspected criminal violations to stute or federal faw
ehfoicement agencies; and

10. Filing with the Ethics Board, the Chicf Exeeutive Officer and the Board of
Connmissioners cach Jnmlury a written report describing the nclivities of the
Integrity Officer in carrying out the goals of his or her office and the code of
clhics nird reporting on the ethical heatth of the Couny.

Section 7: Comprehensive and Updated Ethical Rules

While it is understood that amendment to the Code of Ethics in Section 22A of the
Organizational Act tequires action by the Georgia Qenetal Assembly, the newly instituted
Government Operations Task Force also is veviewing the ethical standards for Couwity employees
and elected officials and will make reconunendations for impraved rulcs, if necessory. If and
when such recamnunendnifons are received, the County Aliorney and Executive Assistant are
directed to consider such reconmendations and to detennine if the ethical rules poverning
DeKalb County need updating or revision. 1f revisions by the Gencral Assembly are necessary,
the County Attormey and Exccitive Assistont are direcled to have such revisions ready to be
included in the County's 2015 legislative package. If alter such review, ihe ordinances of
DeKalb County also need revision and updating, the Gxecutive Assistant and County Attomey
are dirccled fo simultancously submit such an ordinmnce 1o the Chiel Exceutive Officer and each
member of the Board of Commissioness for review aild possible adoption.

~

=~
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Section 8: Compliance and Effective Date

All CRO employess are hereby directed to comply with the terms of this Bxecutive
Order. This Bxeoutive Order shall take effeet immediately upon slgnatore and publication

SO ORDERED this ZQ/‘L‘FOF
L0 W e

LEEN. MAY
Interim Chief Executive O@

A T: :
BARBARA H. SANDERS, CCC

Clerk to the Chief Executive Officer
and Board of Commissioners

This Exeoutive Cuder shafl remain in the custody of the County Clerk. Cedifled copies are
available upon request.
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