
,fLJD-2016 

CERTIFIED COPY OF ORDER 

STATE OF MISSOURI September Session of the July Adjourned Term. 20 16 

County of Boone 

In the County Commission of said county, on the 29th day of September 20 16 

the following, among other proceedings, were had, viz: 

Now on this day the County Commission of the County of Boone does hereby approve the 
attached Contract Amendment Number One to 25-15JUN15 - Maternal Mental Health. 

The terms of the amendment are stipulated in the attached Amendment. It is further ordered the 
Presiding Commissioner is hereby authorized to sign said Contract Amendment Number One, 
Maternal Mental Health. 

Done this 29th day of September, 2016. 

ATTEST: w.~,s:. j(;)V-.)7' 
Wendy S. ren 
Clerk oft County Commission 



Boone County Purchasing 
Melinda Bobbitt, CPPO 
Director of Purchasing 

TO: 
FROM: 
DATE: 

MEMORANDUM 

Boone County Commission 
Melinda Bobbitt, CPPB, CPPO 
September 2, 2014 

613 E. Ash St., Room 110 
Columbia, MO 65201 

Phone: (573) 886-4391 
Fax: (573) 886-4390 

RE: Amendment Number One-25-15JUN15 -Maternal Mental Health 

Contract 25-15JUNJ 5 - Maternal Mental Health was approved by commission for award 
to Lutheran Family and Children Services of Missouri on November 12, 2015, 
commission order 535-2015. This amendment adds an additional 185 units of outpatient 
services at $127.64.00/hour, not to exceed $23,613.40. 

Invoices will be paid from department 2161 - CCS Funding Opportunities, account 
71106- Contracted Services. 

cc: Kelly Wallis, Children's Services 
Contract File 

An Affirmative Action/Equal Opportunity Institution 



Commission Order: 'i i'D -J.JJ I b 

CONTRACT AMENDMENT NUMBER ONE 
PURCHASE AGREEMENT FOR 
MATERNAL MENTAL HEALTH 

The Agreement 25-lSJUNlS dated November 12, 2015 made by and between Boone County, 
Missouri and Lutheran Family and Children Services of Missouri, for and in consideration of the 
perfonnance of the respective obligations of the parties set forth herein, is amended as follows: 

1. ADD a supplemental funding increase for the following: 

185 Units of Outpatient Counseling at $127.64 per hour for a total not to exceed 
amount of $23,613.40 

2. Except as specifically amended hereunder, all other tenns, conditions and provisions of the 
original agreement shall remain in full force and effect. 

IN WITNESS WHEREOF the parties through their duly authorized representatives have executed this 
agreement on the day and year first above written. 

LUTHERAN FAMILY AND CHILDREN SERVICES 072 ~ 
by ~ t1a!d 
title lett11'c.nal ]),1.tdbr 

(J 

AUDITOR CERTIFICATION 

BOONE COUNTY, MISSOURI 

1)TTtST: 

W-L 

In accordance with RSMo 50.660, I hereby certify that a sufficient unencumbered appropriation balance exists and 
is available to satisfy the obligation(s) arising from this contract. (Note: Ce1iification of this contract is not required 
if the terms of this contract do not create a measurable county obligation at this time.) 

2161-71106 I $23,613.40 

Date Appropriation Account 

Contract# 25-15JUN15 9/16/2016 



lf'-1 I -2016 

CERTIFIED COPY OF ORDER 

STATE OF MISSOURI } 
ea. 

County of Boone 

September Session of the July Adjourned Term. 20 

In the County Commission of said county, on the 29th day of September 20 

the following, among other proceedings, were had, viz: 

Now on this day the County Commission of the County of Boone does hereby approve the 
utilization of the State of Missouri Cooperative Contract CS160585001 to purchase Document 
Management Services from American Document Solutions of Columbia, MO. 

16 

16 

The terms of the Cooperative Contract are stipulated in the attached Purchase Agreement. It is 
further ordered the Presiding Commissioner is hereby authorized to sign said Purchase Agreement. 

Done this 29th day of September, 2016. 

Wendy . oren 
Clerk of e County Commission 

Ja 1et M. Thompson 
strict II Commissioner 



Boone County Purchasing 
Melinda Bobbitt, CPPB 
Director 

TO: 
FROM: 
DATE: 

MEMORANDUM 

Boone County Commission 
Melinda Bobbitt, CPPO, CPPB 
September 16, 2016 

601 E.Walnut, Room 208 
Columbia, MO 65201 

Phone: (573) 886-4391 
Fax: (573) 886-4390 

RE: Cooperative Contract: CS160585001 -Document Management Services 

Resource Management request permission to utilize the State of Missouri contract 
CS160585001 to purchase Document Management Services from American Document 
Solutions of Columbia, Missouri. 

The initial term is September 1, 2016 through August 31, 2017 and has four optional, 
one-year renewal periods. This is a Term and Supply contract and invoices will be paid 
from department 2045 -PW -Design and Construction, account 23001 -Road and 
Bridge Fund. 

cc: Kelle Westcott, PW 
Contract File 



PURCHASE AGREEMENT FOR 
DOCUMENT MANAGEMENT SERVICES 

THIS AGREEMENT dated the J.qfA.- day of ... . t. 2016 is made 
between Boone County, Missouri, a political subdivision oft e State of Missouri through the 
Boone County Commission, herein "County" and American Document Solutions herein 
"Vendor." 

IN CONSIDERATION of the parties performance of the respective obligations 
contained herein, the parties agree as follows: 

l. Contract Documents - This agreement shall consist of this Purchase Agreement for 
Document Management Services in compliance with all Request for Proposal specifications 
and any addendum issued for the State of Missouri Contract CS160585001, as well as Boone 
County Standard Terms and Conditions. All such documents shall constitute the contract 
documents which are incorporated herein by reference. Service or product data, specification and 
literature submitted with bid response may be permanently maintained in the County Purchasing 
Office and/or State of Missouri bid file for this contract if not attached. In the event of conflict 
between any of the foregoing documents, this Purchase Agreement, Boone County Standard 
Terms and Conditions and the State of Missouri Contract CS160585001 shall prevail and control 
over the vendor's bid response. 

2. Purchase - The County agrees to purchase from the Vendor and the Vendor agrees to 
supply the County with Document Management Services on an as needed basis per the pricing 
outlined on the enclosed Pricing Page. 

3. Contract Duration - This agreement shall commence on September 1, 2016 and 
extend through August 31, 2017 subject to the provisions for termination specified below. This 
contract may renew by order of the County for four (4) additional one-year periods subject to the 
pricing clauses in the Contractor's bid response and thereafter on a month to month basis in the 
event the County is unable to re-bid and/or award a new contract prior to the expiration date after 
exercising diligent efforts to do so or not. 

4. Billing and Payment - All billing shall be invoiced to the respective ordering Boone 
County Department and billings may only include the prices listed in the vendor's bid response. 
No additional fees for paper work processing, labor, or taxes shall be included as additional 
charges in excess of the charges in the Vendor's bid response to the specifications. The County 
agrees to pay all invoices within thirty days of receipt. In the event of a billing dispute, the 
County reserves the right to withhold payment on the disputed amount; in the event the billing 
dispute is resolved in favor of the Vendor, the County agrees to pay interest at a rate of 9% per 
annum on disputed amounts withheld commencing from the last date that payment was due. 

5. Binding Effect - This agreement shall be binding upon the parties hereto and their 
successors and assigns for so long as this agreement remains in full force and effect. 



6. Termination - This agreement may be terminated by the County upon thirty days 
advance written notice for any of the following reasons or under any of the following 
circumstances: 

a. County may terminate this agreement due to material breach of any term or 
condition of this agreement, or 

b. County may terminate this agreement if in the opinion of the Boone County 
Commission if delivery of products are delayed or products delivered are not 
in conformity with bidding specifications or variances authorized by County, or 

c. If appropriations are not made available and budgeted for any calendar year. 

IN WITNESS WHEREOF the parties through their duly authorized representatives have 
executed this agreement on the day and year first above written. 

BOONE COUNTY, MISSOURI 

~~ 
Daniel K. Atwill, Presiding Commissioner 

In accordance with RSMo 50.660, I hereby certify that a sufficient unencumbered appropriation balance 
exists and is available to satisfy the obligation(s) arising from this contract. (Note: Certification of this 
contract is not required if the terms of this contract do not create a measurable county obligation at this 
time.) 

County Wide Term and Supply 
Appropriation Account 

j{f:, b,&1/',t"'I C;('C,,/l {,L /Zq k ; t e-d 



STANDARD CONTRACT TERMS AND CONDITIONS - BOONE COUNTY, MISSOURI 

1. Contractor shall comply with all applicable federal, state, and local laws and failure to do so, in 
County's sole discretion, shall give County the right to terminate this Contract. 

2. Prices shall include all charges for packing, delivery, installation, etc., (unless otherwise specified) 
to the Boone County Department. 

3. The Boone County Commission has the right to accept or reject any part or parts of all bids, to 
waive technicalities, and to accept the offer the County Commission considers the most 
advantageous to the County. Boone County reserves the right to award this bid on an item-by-item 
basis, or an "all or none" basis, whichever is in the best interest of the County. The Purchasing 
Director reserves the right, when only one bid has been received by the bid closing date, to delay 
the opening of bids to another date and time in order to revise specifications and/or establish further 
competition for the commodity or service required. The one (1) bid received will be retained 
unopened until the new Closing date, or at request of bidder, returned unopened for re-submittal at 
the new date and time of bid closing. 

4. When products or materials of any particular producer or manufacturer are mentioned in our 
contracts, such products or materials are intended to be descriptive of type or quality and not 
restricted to those mentioned. 

5. Do not include Federal Excise Tax or Sales and Use Taxes in billing, as law exempts the County 
from them. 

6. The delivery date shall be stated in definite terms. 

7. The County Commission reserves the right to cancel all or any part of orders if delivery is not made 
or work is not started as guaranteed. In case of delay, the Contractor must notify the Purchasing 
Department. 

8. In case of default by the Contractor, the County of Boone will procure the articles or services from 
other sources and hold the Contractor responsible for any excess cost occasioned thereby. 

9. Failure to deliver as guaranteed may disqualify Contractor from future bidding. 

10. Prices must be as stated in units of quantity specified, and must be firm. 

11. The County of Boone, Missouri expressly denies responsibility for, or ownership of any item 
purchased until same is delivered to the County and is accepted by the County. 

12. The County reserves the right to award to one or multiple respondents. The County also reserves 
the right to not award any item or group of items if the services can be obtained from a state or 
other governmental entities contract under more favorable terms. The resulting contract will be 
considered "Non-Exclusive". The County reserves the right to purchase advertising from other 
vendors. 

13. The County, from time to time, uses federal grant funds for the procurement of goods and services. 
Accordingly, the provider of goods and/or services shall comply with federal laws, rules and 
regulations applicable to the funds used by the County for said procurement, and contract clauses 
required by the federal government in such circumstances are incorporated herein by reference. 
These clauses can generally be found in the Federal Transit Administration's Best Practices 
Procurement Manual - Appendix A. Any questions regarding the applicability off ederal clauses to 
a particular bid should be directed to the Purchasing Department prior to bid opening. 

14. In the event of a discrepancy between a unit price and an extended line item price, the unit price 



shall govern. 

15. Should an audit of Contractor's invoices during the term of the Agreement, and any renewals 
thereof, indicate that the County has remitted payment on invoices that constitute an over-charging 
to the County above the pricing terms agreed to herein, the Contractor shall issue a refund check to 
the County for any over-charges within 30-days of being notified of the same. 

16. For all titled vehicles and equipment the dealer must use the actual delivery date to the 
County on all transfer documents including the Certificate of Origin (COO,) Manufacturer's 
Statement of Origin (MSO,) Bill of Sale (BOS,) and Application for Title. 

1 7. Equipment and serial and model numbers - The contractor is strongly encouraged to include 
equipment serial and model numbers for all amounts invoiced to the County. If equipment serial 
and model numbers are not provided on the face of the invoice, such information may be required 
by the County before issuing payment. 
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SOLICITATION NUMBER 

RFPS30034901600585 

CONTRACT NUMBER 

CSI60585001 

REQUISITION/REQUEST NUMBER 

NR 300 22006000069 

CONTRACTOR NAME AND ADDRESS 

NOTICE OF AWARD 

State Of Missouri 
Office Of Administration 
Division Of Purchasing 

POBox809 
Jefferson City, MO 65102-0809 

http://oa.mo.gov/purchasing 

CONTRACT TITLE 

Document Management Services 

CONTRACT PERIOD 

September 1, 2016 through August 31, 2017 

SAMU VENDOR NUMBER!MissollrlBUYS SYSTEM ID 

4520495240 2/MB00100566 

STATE AGENCY'S NAME AND ADD.RESS 

AMERICAN DOCUMENT SOLUTIONS Office of Administration 
1400 FORUM BLVD SUITE lC Division of Facilities Management, Design & Construction 

COLUMBIA, MO 65203 301 West High Street, Room 730 
Jefferson City, MO 65101 

ACCEPTED BY IBE STATE OF MISSOURI AS FOLLOWS: 

The proposal submitted by American Document Solutions in response to SOLICITATION/OPPORTUNITY (OPP) 
NO.: RFPS3003490l600585 is accepted in its entirety. 

BUYER BUYER CONT ACT INFORMATION 
Email: Jessica.Andres@oa.mo. gov 

Jessica Andres Phone: (573) 751-1567 Fax: (573) 526-9816 
SIGNATURE OF BUYER DATE 

11~( X\ \~ h\P 
--011 CTOR OF PURCHASING 

ck,11111 h.&noo ; u Karen S. Boeger 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF PURCHASING (PURCHASING) 
REQUEST FOR PROPOSAL (RFP) 

ADDENDUM NO.: 01 
SOLICITATION/OPPORTUNITY (OPP) NO.: RFPS30034901600585 
TITLE: Document Management Services 
ISSUE DATE: July 12, 2016 

Original 

REQ NO.: NR 300 22006000069 
BUYER: Jessica Andres 
PHONE NO.: (573) 751-1567 
E-MAIL: Jessica.Andres-@oa.mo.gov 

RETURN PROPOSAL NO LATER THAN: July 20, 2016 AT 2:00 PM CENTRAL TIME (END DATE) 

VENDORS ARE ENCOURAGED TO RESPOND ELECTRONICALLY THROUGH 
HITPS://MISSOURfBUYS.MO.GOV BUT MAY RESPOND BY HARD COPY (See Malling Instructions Below) 

MAILING INSTRUCTIONS: Print or type Solicitation/OPP Number and End Date on the lower left hand corner of 
the envefope or package. Delivered sealed proposals must be in the Purchasing office 
(30 I W High Street, Room 630) by the return date and time. 

RETURN PROPOSAL AND ADDENOUM(S) TO: 
(U.S. Mail) (Courier Service) 

PURCHASING PURCHASING or 
PO B0X809 
JEFFERSON CITY MO 65102-0809 

301 WEST HJGH STREET, ROOM 630 
JEFFERSON CITY MO 65101-1517 

CONTRACT PERIOD: Effective Date of Contract through One (1) Year 

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS: 

Office of Administration 
Division of Facilities Management, Design & Construction 

301 West High Street, Room 730 
Jefferson City, MO 651 OJ 

The vendor hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices 
quoted, in accordance with all teons and conditions, requirements, and specifications of the original RFP as modified by this and any 
previously issued Rf P addendums. The vendor should, as a matter of clarity and assurance, also sign and return all previously issued RFP 
addendum(s) and the original RFP document. The vendor agrees that the language of the original RFP as modified by this and any 
previously issued RFJ> addendums shall govern in the event of a conflict .with his/her proposal. The vendor further agrees that upon receipt 
of an authorized purchase order from the Division of Purchasing or when a Notice of Award is signed and issued by an authorized official 
of the State of Missouri, a binding contract shall exist between the vendor and the State of Missouri. The vendor shall understand and 
agree that in order for their proposal to be considered for evaluation, they must be registered in Missouri BUYS. If not registered at time of 
proposal opening, the vendor must register in MissouriBUYS upon request by the state immediately after proposal opening. 

VENDOR NAME 

American Document Solutions 
MAILING ADDRESS 

1400 Forum Blvd. Suite IC 
CITY, ST ATE, ZIP CODE 

Columbia, Missouri 65203 

CONTACT PERSON 

Chad Roberts 
PHONE NUMBER 

SIGNATURE REOUIRED I MlssouriBUYS S\'STEM ID (SEE VENDOR PIIOFll..E - lltAIN INFOAAIATION SCREEN) 

100566 

EMAIL ADDRliSS 

chad adsmo.net 

573 355-5433 

DATE 

7 
TITLE 

President 

___JRS Tax-Exempt 

Page 1 



- - -- --------

ST ATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF PURCHASING (PURCHASING) 
REQUEST FOR PROPOSAL (RFP) 

SOLICITATION/OPPORTUNITY (OPP) NO.: RFPS30034901600585 
TITLE: Document Management Services 
ISSUE DATE: June 17, 2016 

iRE~!:mRo~s:'iWi])~tmtntl~­

REQ NO.: NR 300 22006000069 
BUYER: Jessica Andres 
PHONE NO.: (573) 751-1567 
E-MAIL: Jessica.Andr 

RETURN PROPOSAL NO LATER THAN: July 20, 2016 AT 2:00 PM CENTRAL TlME (END DATE) 

VENDORS ARE ENCOURAGED TO RESPOND ELECTRONICALLY THROUGH 
HTTPS://MISSOURIBUYS.MO.GOV BUT MAY RESPOND BY HARD COPY (See Mailing Instructions Below) 

MAlLING INSTRUCTIONS: Print or type Solicitation/OPP Number and End Date on the lower left hand comer of 
the envefope or package. Delivered sealed proposals must be in the Purchasing office 
(301 W High Street, Room 630) by the return date and time. · 

(U.S. Mail) 
RETURN PROPOSAL TO: PURCRASING or 

P0BOX809 
JEFFERSON CITY MO 65102-0809 

(Courier Service) 
PURCHASING 
301 WEST HIGH STREET, RM 630 
JEFFERSON CITY MO 65101-1517 

CONTRACT PERIOD: Effective Date of Contract through One (1) Year 

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLWWING ADDRESS: 

Office of Administration 
Division of Facilities Management, Design & Construction 

301 West High Street, Room 730 
Jefferson City, MO 65101 

The vendor hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices 
quoted, in accordance with all requirements and specifications contained herein and the Terms and Conditions Request for Proposal 
(Revised 10/19/15). The vendor further agrees that the language of this RFP shall govern in the event of a conflict with his/her proposal. 
The vendor further agrees that upon receipt of an authorized purchase order from the Division of Purchasing or when a Notice of Award is 
signed and issued by an authorized official of the State of Missouri, a binding contract shall exist between the vendor and the State of 
Missouri. The vendor shall understand and agree that in order for their proposal to be considered for evaluation, they must be registered in 
MissouriBUYS. If not registered at time of proposal opening, the vendor must register in MissouriBUYS upon request by the state 
immediately after proposal opening. 

VENDOR NAME 

American Document Solutions 
MAILING ADDRESS 

1400 Forum Blvd. Suite lC 
CITY, STATE, Zll' CODE 

Columbia, Missouri 65203 

CO!III'ACTPERSON 

Chad Roberts 
PHONE lliUMBER 

Chad Roberts 

SIGNATURE REQUIRED I /lll$$0UriBUYS SYSTEM ID (SH-E VENDOR PROFILE - MAIN INfORMATION SCREEN) 

100566 

EMAIL AllDRESS 

chad adsmo.net 
FA){ !\"UMBER 

(573 355-5433 

_ Partn~rship _ Sole Proprietor _IRS Tax-Exempt 

DATE 

7t 
TITLE 

President 

Page2 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF PURCHASING (PURCHASING) 
REQUEST FOR PROPOSAL (RFP) 

SOLICITATION/OPPORTUNITY (OPP) NO.: RFPS30034901600585 REQ NO.: NR 300 22006000069 
BUYER: Jessica Andres TITLE: Document Management Services 

ISSUE DATE: June 17, 2016 PHONE NO.: (573) 751-1567 
E-MAIL: Jessica,Andres@oa.mo.2ov 

RETURN PROPOSAL NO LATER THAN: July 15, 2016 AT 2:00 PM CENTRAL TIME (END DATE) 

VENDORS ARE ENCOURAGED TO RESPOND ELECTRONICALLY THROUGH 
HTTPS://MISSOURJBUYS.MO.GOV BUT MAY RESPOND BY HARD COPY (See Mailing lnstructions Below) 

MAILING INSTRUCTIONS: Print or type Solicitation/OPP Number and End Date on the lower left hand comer of 
the envelope or package. Delivered sealed proposals must be in the Purchasing office 
(301 W High Street, Room 630) by the return date and time. 

(U.S. Mail) 
RETURN PROPOSAL TO: PURCHASING or 

(Courier Service) 
PURCHASING 

P0BOX809 
JEFFERSON CITY MO 65102-0809 

301 WEST HIGH STREET, RM 630 
JEFFERSON CITY MO 65101-1517 

CONTRACT PERIOD: Effective Date of Contract through One (1) Year 

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS: 

Office of Administration 
Division of Facilities Management, Design & Construction 

301 West High Street, Room 730 
Jefferson City, MO 65101 

The vendor hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices 
quoted, in accordance with all requirements and specifications contained herein and the Tenns and Conditions Request for Proposal 
(Revised l0/19115). The vendor furilier agrees that the language of this RFP shall govern in the event of a conflict with his/her proposal. 
The vendor further agrees that upon receipt of an authorized purchase order from the Division of Purchasing or when a Notice of Award is 
signed and issued by an authorized official of the State of Missouri, a binding contract shall exist between the vendor and the State of 
Missouri. The vendor shall understand and agree that in order for their proposal to be considered for evaluation, they must be registered in 
MissouriBUYS. If not registered at time of proposal opening, the vendor must register in MissouriBUYS upon request by the state 
immediately after proposal opening. 

SIGNATURE REQUIRED 
VENDORNAME J M",.souriPUYS SYSTI!:r.t ID (SEE VENDOR PROfILE - MAIN INFORMATION SCREEN) 

American Document Solutions 100566 
MAIUNG ADDRESS 

1400 Forum Blvd. Suite lC 
CITY, STATE.ZIP CODE 

Columbia, Missouri 65203 

CONTACT PERSON EMAIL ADDRESS 

Chad Roberts chad adsmo.net 
l'HONENUMBER FAX NUMBER 

(573 355-5433 

_ Partnership _ Sole Proprietor _IRS Tax-Exempt 

DATE 

TITLE 

Chad Roberts President 

Page3 
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• 2. Contractual Requirements 

• 2.1 General Requirements: 

o 2.1.1 - 2.1.6 Understands and Meets Requirements 

• 2.2 Document Receipt, Printing, Scanning, and Binding Requirements: 

o 2.2.1 a-d Understands and Meets Requirements 

o 2.2.2 a-o Understands and Meets Requirements 

• 2.3 Bid Document Distribution/Delivery Requirements: 

o 2.3.1 a-c Understands and Meets Requirements 

o 2.3.2 a-e Understands and Meets Requirements 

o 2.3.3 -2.3.9 Understands and Meets Requirements 

• 2.4 Construction Project Database and Website Requirements: 

o 2.4.1 - 2.4.8 Understands and Meets Requirements 

• 2.5 Bid Document Deposit Return Requirements: 

o 2.5.1 - 2.5.3 Understands and Meets Requirements 

• 2.6 Additional Requirements: 

o 2.6.1 a-c Understands and Meets Requirements 

• 2.7 Invoicing and Payment Requirements: 

o 2. 7 .1 - 2. 7 .6 Understands and Meets Requirements 

• 2.8 Other Contractual Requirements: 

o 2. 8.1 - 2. 8.15 Understands and Meets Requirements 
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4. PRICING PAGE 
··PKI©IN~:P:t\.~':k:WVJ:$~11i,NP!~l;k~t?#!f!SFE~/s,~+::"'""·./2!.'··¥•~;i;;p#'-'i'EE•'•i!ii•!!!;;~···•·;'!ii!!si'fP~8!$'~"/f§~,· 
4.1 Document Management Senices - The vendor shall provide a price for each of the following for 

providing the services required herein in accordance with the provisions and requirements of this RFP. 
The vendor shalt provide firm, fixed prices for the original contract period and maximum prices for each 
renewal period. All costs associated with providing the required services, excluding next day delivery 
fees, shall be included in the stated prices. (UNSP SC Code: 82121503) 

Printin o Lar e Format Bid Documents: 12" x 18" throu h 36" x 48" 

Single-Sided, Black and 
$0.09 $Q,Q2 $0.09 $0.095 $0.095 

1 
White 

Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 
$0.09 $0.09 $0.09 $0.095 $0.095 

2 Single-Sided, Grayscale Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 

$2.00 $2.00 $2.00 $2.00 $2.00 
3 Single-Sided, Four (4) Color Per Square Per Square Per Square Per Square Per Square 

Foot Foot Foot Foot Foot 
Printin o Small Format Bid Documents: 8112" x JI" 

4 
Single-Sided, Black and $0,03 $0.03 $0.035 $0.035 $0.04 
White Per Pa e Per Pa e Per Pa e PerPa e Per Pa e 

5 Single-Sided, Grayscale 
$0.03 $0.03 $0.o35 $0.035 $0.04 

Per Pa e Per Pa e Per Pa e PerPa e Per Pae 

6 Single-Sided, Four (4) Color 
$0.25 $0.25 $0.25 $0.25 $0.25 

Per Pa e Per Pae Per Pa e Per Pae Per Pae 

7 
Double-Sided, Black and $0.045 $0.045 $0.05 $0.05 $0.05 
White Per Pa e Per Pa e PerP e PerPa e Per Pa e 

8 Double-Sided, Grayscale 
$0.045 $~ $0.05 $0.05 $0.05 

Per Pa e Per Pa e Per Pa e Per Pa e Per Pa e 

9 
Double-Sided, Four (4) $0.39 $0.39 $0.39 $0.39 $0.39 
Color PerP e PerPa e PerPa e Per Pa e Per Pa e 

Printin o Small Format Bid Documents: 11" x 17" 

10 
Single-Sided, Black and $0.06 $0.06 $0.07 $0.07 $0.08 
White Per Pae Per Pa e Per Pa e Per Pa e Per Pae 

11 Single-Sided, Grayscale 
$0.06 $0.06 $0.07 $0.07 $0.08 

Per Pa e Per Pae Per Pa e Per Pa e Per Pa e 

12 Single-Sided, Four (4) Color 
$0.39 $0.39 $0.39 $0.39 $0.39 

PerPa e Per Pae Per Pa e Per Pa e Per Pae 

Printin o Secure Documents 

Large Fonnat, Black and 
$0.10 $0.10 $0.10 $0.lO $0.10 

13 
White 

Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 
$0.10 $0.10 $0.lO $0.10 $0.10 

14 Large Format, Grayscale Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 
$2.00 $2.00 $2.00 $2.00 $2.00 

15 Large Fonnat, Four (4) Color Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 
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16 

17 

18 

19 

20 

21 

22 

23 

24 

Bindin 

25 

26 

27 

28 

29 

30 

Small Format 8 1/2" x 11" 
Single-Sided, Black and 
White 
Small Format 8 1 /2" x 11" 
Sin le-Sided, Gra scale 
Small Format 8 1/2" x 11" 
Sin le-Sided, Four 4 Color 
Small Format 8 1/2" x l 1" 
Double-Sided, Black and 
White 
Small Format 8 1/2" x 11" 
Double-Sided Gra scale 
Small Format 8 1/2" x 11" 
Double-Sided, Four (4) 
Color 
SmaU Fonnat 11" x l T' 
Single-Sided, Black and 
White 
Small Format 11" x 17" 
Sin le-Sided, Gra scale 
Small Format 11" x 17" 
Sin le-Sided, Four 4 Color 

Bind Drawings 

Bid Specifications- Plastic 
Bind Comb 
Bind Specifications - Plastic 
Coil Bindin 
Printed Card Stock Cover, 8 
I/2"x 11" 

Mounting on 3/16" Foam 
Board 

Three (3) Mil Laminating on 
Foam Board 

31 
File Retrieval and Copy to 
CD-ROM 

32 

33 

34 

File Retrieval and Printing 
Drawin Sheet 

File Retrieval and Printing 
Document Pa es 

$0.04 
Per Page 

$0.04 
Per Pa e 

$0.25 
Per P e 

$0.05 
Per Page 

$0.05 
Per Pa e 

$0.40 
Per Page 

$Q.JIB 
Per Page 

$0.08 
Per Pa e 

$0.40 
Per Pae 

$0.00 
PerBindin 

$2.50 
Each 
$2.50 
Each 
$0.45 

PerP e 
$2.00 

Per Square 
Foot 
$2.00 

Per Square 
Foot 

$0.04 
Per Page 

$0.04 
Per Pa e 

$0.25 
Per Pa e 

$0.05 
Per Page 

$0.05 
Per Pa e 

$0.40 
Per Page 

$0.08 
Per Page 

$0.08 
Per Pa e 

$0.40 
PerP e 

$0.00 
PerBindin 

$2.50 
Each 
$2.50 
Each 
$0.45 

Per Pa e 

$2.00 
Per Square 

Foot 
$2.00 

Per Square 
Foot 

rom Archive S stem 
$10.00 $10.00 
Each Each 
$0.8I $0.81 

Per Sheet 

$10.00 
Each 

$10.00 
Each 

$QM. 
Per Page 

$0.04 
Per Paoe 

$0.25 
Per Pa e 

$0.05 
Per Page 

$0.05 
Per Pa e 

$0.40 
Per Page 

$0.08 
Per Page 

$0.08 
Per Pa e 

$0.40 
Per Pa e 

$0.00 
Per Bindin 

$2.50 
Each 
$2.50 
Each 
$0.45 

Per Pa e 
$2.00 

Per Square 
Foot 

$2.00 
Per Square 

Foot 

$10.00 
Each 
$0.81 

Per Sheet 
$0.o35 

PerPaoe 

$10.00 
Each 

$0.04 
Per Page 

$0.04 
Per Pa e 

$0.25 
Per Pa e 

$0.05 
Per Page 

$0.05 
PerPa e 

$0.40 
Per Page 

$0.08 
Per Page 

$0.08 
Per Pa e 

$0.00 
Per Bindin 

$2.50 
Each 
$2.50 
Each 

Per Square 
Foot 
$2.00 

Per Square 
Foot 

$10.00 
Each 

$0.855 
Per Sheet 

$10.00 
Each 

$0.04 
Per Page 

$0.04 
Per Pa e 

$0.25 
Per Pae 

$0.05 
Per Page 

$0.05 
PerPa e 

$0.40 
Per Page 

$0.08 
Per Page 

$0.08 

$0.00 
Per Bindin 

$2.50 
Each 
$2.50 
Each 

$2.00 
Per Square 

Foot 
$2.00 

Per Square 
Foot 

$10.00 
Each 

$10,00 
Each 

Pages 



EXHIBIT A 

VENDOR INFORMATION 

The vendor should provide the following information about the vendor's organization: 

a. Provide a brief company history, including the founding date and number of years in business as currently 
constituted. 

American Development Services Corporation (ADS) is a Missouri corporation founded in 2007. It 
currently operates as dba American Document Solutions. 

b. Describe the nature of the vendor's business, type of services performed, etc. Identify the vendor's website 
address, if any. 

ADS provides the following services: black/white and color printing and copying, bid document 
management, delivery and distribution, bid document deposit collection and return services, website 
and online document viewing, life cycle document collection and archivaJ services. Our web address is 
http://www.adsmo.net and our plan room address is http://planroom.adsmo.net. 

c. Describe experiences serving as a contractor providing bid document printing and distribution/delivery, 
including deposit collection and management. 

ADS provides bid document printing and distribution/delivery, including deposit collection and 
management to many various owners, architects and engineers across Missouri. These include, but 
are not limited to, Missouri Department of Conservation, State of Missouri, Missouri University 
of Science and Technology, City of Columbia, Boone County, Columbia Public Schools, Lincoln 
University, City of Mexico, Truman State Unh'ersity, PWArcbitects, The Architects Alliance, and 
others. For the entire bid document process, see Attachment D.8 Quality Control Procedures. 

d. Provide a list and short summary of information regarding the vendor's current contracts. 

In addition to the clients listed above, ADS is currently servicing Contract #2013..(}4 Bid Document 
Management Services for the Missouri Department of Conservation and Contract #C311091001 
Document Management Services for the State ofMissouri Office of Administration. 

e. List, identify, and provide reasons for each contract gained or lost in the past two (2) years. 

Both of the contracts listed above were renewed the past two consecutive years. 

f. Describe the structure of the organization including any board of directors, partners, top departmental 
management, corporate organization, corporate trade affiliations, any parent/subsidiary affiliations with other 
finns, etc.. 

American Document Solutions is a dba of American Development Services in which Chad Roberts is 
President. 
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EXHIBITB 

CURRENT/PRIOR EXPERIENCE 

The vendor should copy and complete this form documenting the vendor and any subcontractor's current/prior 
experience considered relevant to the services required herein. In addition, the vendor is advised that if the 
contact person listed for verification of services is unable to be reached during the evaluation, the listed 
experience may not be considered. 

Vendor Name or Subcontractor Name: 

Name of Reference 
Company: 

Address of Reference 
Company 
./ Street Address 
,/ Ci , State, Zl 
Reference Contact Person 
Information: 
./ Name 
./ Phone# 
,/ E-mail Address 

Dates of Services: 

If service/contract has 
terminated, specify reason: 

Dollar Value of Services 

Description of Services 
Performed, such as: 

,/ Document printing, 
scanning, and 
distribution/delivery 

./ Document pick-ups 

./ Bid document deposit 
collections and tracking 

./ Document tracking , 
database management, 
web site maintenance 

./ Document securi 

The Architects Alliance 

631 W Main St 

Jefferson City, MO 65101 

Becky Flessa 

(573) 636-5000 

bflessa@thearchitectsalliance.com 

01/2012 - Present 

NIA 

Approx: $35,000 per year 

We provide them secure document pick-ups and delivery, scanning, printing and 
distribution, including bid document deposit collection and tracking, database 
management and website maintenance, including posting and managing jobs online 
as necessary. 
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EXHIBITB 

CURRENT/PRIOR EXPERIENCE 

The vendor should copy and complete this form documenting the vendor and any subcontractor's current/prior 
experience considered relevant to the services required herein. In addition,. the vendor is advised that if the 
contact person listed for verification of services is unable to be reached during the evaluation, the listed 
experience may not be considered. 

Name of Reference 
Company: 

Address of Reference 
Company 
./ Street Address 
,/ Ci , State, Zi 
Reference Contact Person 
Information: 
,/ Name 
,/ Phone# 
,/ E-mail Address 

Dates of Services: 

If service/contract has 
terminated, specify reason: 

Dollar Value of Services 

Description of Services 
Performed, such as: 

,/ Document printing, 
scanning, and 
distribution/delivery 

,/ Document pick-ups 
,/ Bid document deposit 

collections and tracking 
./ Document tracking , 

database management, 
web site maintenance 

,/ Document securi 

Missouri Department of Conservation 

2901 W Truman Blvd 

Jefferson City, MO 65102 

Greg Trinkle 

(573) 522-0136 

Greg.trinkle@mdc.mo.gov 

01/2012 - Present 

NIA 

Approx: $26,000 per year 

We provide them secure document pick-ups and delivery, scanning, printing and 
distribution, including bid document deposit collection and tracking, database 
management and website maintenance, including posting and managing jobs online 
as necessary. 
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EXHIBITB 

CURRENT/PRIOR EXPERIENCE 

The vendor should copy and complete this form documenting the vendor and any subcontractor's current/prior 
experience considered relevant to the services required herein. In addition, the vendor is advised that if the 
contact person listed for verification of services is unable to be reached during the evaluation, the listed 
experience may not be considered. 

Name of Reference 
Company: 

Address of Reference 
Company 
,/ Street Address 
,/ City, State, Zip 

Reference Contact Person 
Information: 
,/ Name 
./ Phone# 
,/ E-mail Address 

Dates of Services: 

If service/contract has 
terminated, specify reason: 

Dollar Value of Services 

Description of Services 
Performed, such as: 

,/ Document printing, 
scanning, and 
distribution/delivery 

,/ Document pick-ups 
./ Bid document deposit 

collections and tracking 
,/ Document tracking , 

database management, 
web site maintenance 

./ Document securi 

PW Architects 

PW Architects, Inc 

2120 Forum Blvd 

Ste 101 

Columbia, MO 65203 

Kim Trabue 

(573) 449-2683 

ktrabue@pwarchitects.com 

09/2011 - Present 

NIA 

Approx: $26,000 per year 

We provide them secure document pick-ups and delivery, scanning, printing and 
distribution, including bid document deposit collection and tracking, database 
management and website maintenance, including posting and managing jobs online 
as necessary. 
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EXHIBITB 

CURRENT/PRIOR EXPERIENCE 

The vendor should copy and complete this form documenting the vendor and any subcontractor's current/prior 
experience considered relevant to the services required herein. In addition, the vendor is advised that if the 
contact person listed for verification of services is unable to be reached during the evaluation, the listed 
experience may not be considered. 

Vendor Name or Subcontractor Name: American Document Solutions 

Name of Reference 
Company: 

Address of Reference 
Company 
./ Street Address 
./ City, State, Zip 

Reference Contact Person 
Information: 
./ Name 
../ Phone# 
./ E-mail Address 

Dates of Services: 

If service/contract has 
tenninated, specify reason: 

Dollar Value of Services 

Description of Services 
Performed, such as: 

./ Document printing, 
scanning, and 
distribution/delivery 

./ Document pick-ups 

./ Bid document deposit 
collections and tracking 

./ Document tracking , 
database management, 
web site maintenance 

./ Document securi 

Trittenbach Development 

3301 Berrywood Dr 

Suite 103 

Columbia, MO 65201 

Mike Krumm 

(573) 823-6867 

mekrumm@trittenbach.com 

09/201 l - Present 

NIA 

Approx: $35,000 per year 

We provide them secure document pick-ups and delivery, scanning, printing and 
distribution, including bid document deposit collection and tracking, database 
management and website maintenance, including posting and managing jobs online 
as necessary. 
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EXHIBITC 

EXPERTISE OF PERSONNEL 
(Complete this Exhibit for personnel proposed. Resumes for key personnel may also be provided) 

Personnel Bac~ro11nd and Expertise of Personnel and Planned Duties 

l. Cbat! Robert~ 
Chad has over 21 years of experience in logistics/reprographics. 

(Name) As President he oversees all departments, assists with production, 

President customer service and shipping as necessary. Chad also handles 
(Title) deliveries and meets with with clients on a daily basis. 
Production, Quali!}' Control, Logistics 
(Proposed Role/Function) 

2. Brandon B0t11arts Brandon has 14 years of experience in the reprographic industry 
(Name) including bid document and online plan room management. 
Oeerations Manager Brandon oversees production. IT, assists with customer service 
(Title) 
ProductiQn, Qualitll Qontrol, 1T and shipping. Brandon is also a certified technician for the most 

(Proposed Role/Function) commonly used equipment in the industry. 

Kyla has 20 years of customer service experience with the last 
3. Klla Young 11 focused in the reprographic industry with emphasis on bid 

(Name) 
document management and online planroom management. Kyla Office Manager 

(Title) manages the office including customer service (answering phones, 
Customer Service, Orders, Shipping emails, faxes, orders, etc) accounting, addenda distribution and 
(Proposed Role/Function) shipping. 

4. Scott Coulson Scott has over 10 years of experience in the reprographic industry 
(Name) including bid document and online plan room management. Scott 
Production Sueervisor leads production, assists with customer service, shipping and 

(Title) 
Production, Qualitl'. Control quality control. 

(Proposed Role/Function) 

5. 
(Name) 

(Title) 

(Proposed Role/Function) 
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EXHIBITD 

METHOD OF PERFORMANCE 

The vendor should use this Exhibit, or any format desired, to present a written plan for performing the 
requirements specified in this Request for Proposal. 

1. The vendor should obtain the set of drawings and specifications, as referenced in the Introduction and 
General Information section of the RFP, available as a sample of the state agency's bid documents. The 
vendor should print and submit, with the vendor's proposal, one (1) copy of the bid document from the 
state agency's sample bid document to demonstrate the vendor's printing abilities and capabilities. 

a. The vendor's printing sample should be produced on the equipment proposed for the service of 
the contract. On the back side of the vendor's printing samples, the vendor should attach a label 
that clearly identifies the equipment used to produce the sample. Additionally, the vendor should 
identify the vendor's name or provide the vendor's logo on the back side of the printing sample. 

l:iPAJM,:"O:~HibWls.$.\f(A'.~DBN:PI.lt¥1.#Pt · .. 1·t~! .. 't¥!-A'..~#,10' .• ' ~ ... ·••) /.!: .••• ·· •. )0:rit• •. ·.·.·~., .. · .••.. :;~" ... ~<H 1·.~'l">.·•;•:··;~u.';; ic:j 
b. The vendor should print the set of drawings and specifications on twenty pound (20#) paper stock 

without color, as a sample of the vendor's printing quality. Drawings should be printed as both 
full size (24" x. 36") and half size (12" x 18"). Among other consideration, the vendor's sample 
will be evaluated for overall clarity of printing of halftones, variations of grayscale, and paper 
stock. 

c. The vendor should scan the sample bid document and produce a CD-ROM as an example of the 
vendor's scan quality. The vendor's sample CD-ROM will be evaluated for quality. 

Response: Our enclosed submittal samples meet all requirements. As requested, all documents were reproduced 
on the specified 20# stock and the CD represents our scan quality. 

Note: The specification sample provided appears to have been scanned from hard copy so i't has a slight 
pixilation that would not be present if it were created digitally. We have provided both a single sided copy as 
well as a double sided copy, with intentionally blank pages inserted, for evaluation. 

2. The vendor should describe their method of ensuring the security of bid documents connected to sensitive 
construction projects. Specifically, the vendor should explain and show how the vendor will identify each 
secure project during the following phases: review, bid, construction, and as built or record sets. 

Response: All secure documents are tracked through our Data Tracking System (DTS) that includes barcoding 
all documents of any size small format through large format. We also have the capability if necessary to 
reproduce these documents on colored paper. 

We will use the following unique secure numbering scheme which is used for all project distribution, secure 
and/or non-secure. The Unique Project Number (UPN) will be tracked electronically throughout the printing and 
distribution process. It will appear on the document as a barcode with readable text. The UPN will be comprised 
of the following sequence: 

/Ill= Unique Proiect Number 

A =Phase 
R ""Reviett' 
B =Bid 
C = Construction 
A ,,,, As Built or Record Set 

B = Phase Number (1-9 and then A-Z) 
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EXHIBIT D, continued 

C = Document Tl!J!.e 
P = Plans 
S ,:,, Specifications 
A =Addenda 
I"" Insert 
D = CD-Rom 
C = Design Calculations 

D = Volume or Addenda Number (1-9 and then A-Z) 

EEE = Serial Number/Set Number 

FFFF = Page Number 

3. The vendor should explain and show how the vendor will identify and track all document types through 
multiple phases. The document types will include: plans, specifications, addenda, and CD-ROMs. 

Response: Please see our numbering system above. As items are printed, they are barcoded with a specific 
barcode. An order is placed for each individual item requested When an order goes to be filled each barcode 
must be scanned in to the DTS before the system will allow the order to be filled/completed. As an item is checked 
out, the barcode appears on the screen and shows the date and time the item was checked out. ff not all items 
have been checked out a red warning will appear and the order cannot be completed. The system works the same 
way to accept returned documents. The documents are scanned in and appear on a daily report. The system and 
report will show all items returned in blue and those still checked out in red. The report also indicates if all items 
have been returned or if there are missing items. 

4. The vendor should describe the method proposed for receipt, tracking, and return of the bid document 
deposits. Additionally, the vendor should describe and/or provide an example of the summary report 
proposed for notifying the state agency of returned bid documents and non-returned documents. 

Response: All bid set deposits are collected from the Contractor in the form of a check or multiple checks if the 
project is only partially refundable, All deposits are recorded in our DTS per Contractor/Order, per Project for 
tracking and reporting purposes. A manual report is also kept within the individual project file. Our barcoding 
system within DTS allows for the returned sets to be scanned and a daily report generated showing what 
documents were returned and by whom (also mentioned in Response 3). A Contractor's deposit is returned when 
all bid documents are returned within 15 days after a project bids. Deposit checks are refunded in their original 
form. The return of the check and date refunded is recorded in DTS and our manual log. 

A report will be generated for each individual project after 15 days of the bid date. Please see Attachment D. 4 

5. The vendor should provide a listing of the vendor's state-of-the-art equipment in place to support 
requirements for digital, color, and graphical printing, and CD~ROM reproduction. Listings should 
include the name of the equipment manufacturer, model numbers, and equipment purchase dates. 
Preference will be given to the vendor with the fullest line of up-to-date equipment in place. 

Response: 
Manufacturer/Model 
Ricoh Pro 1107ex 
Lanier SP C830DN 
Kyocera 420i 
Ricoh MP9000 
Lanier MP C3002 
Lanier LD220 
Canon iP F7 65 
Canon iPF820 
Oce TDS 750 

Quantity 
I 
1 
1 
1 
1 
1 
1 
1 
2 

Purchase Date 
0412014 
0512013 
0612016 
0712011 
0912013 
0912014 
1012014 
0112010 
0712011 
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EXHIBIT D, continued 

Oce TC4 Scanner 
HP Designjet L26500 
Graphtec FC8000 
Seal 62 Ultra Laminator 
Dell Desktops 
HP Laptop 
Lenovo Desktop 
HP Desktop 
Custom Graphics Desktop 

1 
1 
l 
1 
6 
1 
1 
3 
1 

07/2011 
12/2012 
1212012 
1012014 
0712011 
10/2015 
04/2016 
0712010 
0212015 

6. The vendor should provide information demonstrating how the vendor's capabilities and techniques meet 
the requirements of the distribution/delivery as stated herein. 

Response: Our production facility is located within the 40 mile requested radius and we have a response time of 
less than an hour, Monday - Friday, 7:30AM - 5:00PM Our pick-up, delivery, and distribution services are 
provided by company owned and insured vehicles. Documents can be picked up at our central Columbia location 
during our normal business hours, shipped (UPS, Fed-Ex or USPS), or hand delivered. 

All document orders are placed by Contractors, Clients, or our fully trained personnel through our DTS online 
ordering system for tracking andfulfillment. Orders can be tracked on our website through all of the following 
stages: Pending, Customer Pick-Up, Delivery, Ready to be Shipped, Filled/Shipped. All shipped documents can 
also be tracked directly from DTS. For an order to be completed all corresponding barcodes must be assigned to 
the order and if not, the system will not allow the order to be completed. This is part of our Quality Control 
Procedures we have in place. 

7. The vendor should identify the location(s) of the vendor's proposed printing facilities. The vendor should 
also address the vendor's ability to respond to the state agency within the timeframe specified by the state 
agency. 

Response: Please see our Response above. Our print facility is located at: 
1400 Forum Blvd. 
Suite JC 
Columbia, MO 65203 

8. The vendor should provide information on quality control procedures to ensure that printing and 
distribution/delivery of bid documents and the vendor's tracking procedures are performed efficiently and 
are of the highest level of quality and accuracy. 

Response: Please see Attachment D. 8 for our Quality Control Procedures. 

9. The vendor should describe the vendor's proposed method for the storage of bid documents in an archive 
system. The vendor should also identify the format in which the bid documents will be turned over to the 
state agency at the expiration/termination/cancellation of the contract. 

Response: All documents received (all phases) will be archived with multiple backups to ensure 99.99% 
redundancy. The documents will always remain in our online planroom in an archive status that isn't publically 
viewable. The archived documents can be made viewable within a few minutes upon the State's request. All 
archive documents are also stored locally on secure servers that are backed up daily to local storage drives as 
well as off-site storage drives. This prevents data loss in case of a catastrophic event. 

All ·archive documents will be created using a folder tree. The folder structure will be organized by project name, 
project number, bid date and type of document (plan, spec, etc.) For example: 
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EXHIBIT D, continued 

(*""a new folder) 

* #123456 - Project Name - Bid Date (mm-dd-yyyy) 
*Plans 
*Specs 
*Addendum #I 
*Addendum #2 

Should the contract expire, be canceled or terminated, State of Missouri Office of Administration Division of 
Facilities Management, Design & Construction will be provided all of their documents in Adobe PDF format. 
This is the most universal format and can be viewed by a plethora of applications and can be downloaded from 
the internet for free. 

10. Organizational Chart - The vendor should provide an organizational chart showing the staffmg and lines 
of authority for the key personnel to be used. The organizational chart should include (I) The relationship 
of service personnel to management and support personnel, (2) The names of the personnel and the 
working titles of each, and (3) Any proposed subcontractors including management, supervisory, and 
other key personnel. 

• The organizational chart should outline the team proposed for this project and the relationship of 
those team members to each other and to the management structure of the vendor's organization. 

Response: Please see Attachment D.l O for our Organizational Chart. 

11. Economic Impact to Missouri - the vendor should describe the economic advantages that will be realized 
as a result of the vendor performing the required services. The vendor should respond to the following: 

• Provide a description of the proposed services that will be performed and/or the proposed products 
that will be provided by Missourians and/or Missouri products. 

• Provide a description of the economic impact returned to the State of Missouri through tax revenue 
obligations. 

• Provide a description of the company's economic presence within the State of Missouri (e.g., type of 
facilities: sales offices; sales outlets; divisions; manufacturing; warehouse; other), including Missouri 
employee statistics. 

Response: All document management services and printing we provide are done so by Missouri based 
businesses, performed by Missouri tax paying citizens. We are a local business as is our MBEIWBE partner and 
our business pay sales, property and employment taxes as required. Whenever possible we use vendors within the 
State of Missouri as well. 

The digital services we provide allow contractors the ability to pre-qualify the bidding projects online or by CD 
before requesting hard copy documents. This saves State of ML~souri and taxpayer monies. Our services reach 
thousands of Contractors daily, free of charge to them. This allows Contractors to find out about State of 
Missouri bidding projects and determine if they are interested without having to leave their office saving 
personnel time and reducing expenses to the overall bidding project. 
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Attachment D.4 Bid Document Fee Report 

Deposits for Plans Not Returned 7/11/2016 
Project #6224 - Project Number I Project Name 
Order#: 139108 St.ate of Missouri- Marlene Blackbum Bid Categories: Tot.al: Comments: 
Order Date: 2/9/2016 Contact: Marlene Blackburn Owner $ 0 

301 WHigh St 

Order#; 139109 
Order Date: 2/912016 

Order#: 139111 
Order Date: 2/9/2016 

Rm730 
Jefferson City, MO 65102 
Phone: (573) 522-6035 
FAX: (573) 751-7277 

State of Missouri- Drew Henrickson Bid Categories; Total: Comments; 
Contact: Drew Henrickson Owner $ 0 
301 WHigh St 
Rm730 
Jefferson City, MO 65102 
Phone: (573) 751-8128 
FAX: (573) 751-7277 

State of Missouri- Barry Robb Bid Categories: Total: Comments: 
Contact: Barry Robb Owner $ 0 
Fulton State Hospital 
600 E 5th St 
Fulton, MO 65251 
Phone:573 
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Order #: 139118 
Order Date: 2/9/2016 

Order#: 139120 
Order Date: 2/9/2016 

Order#: 139128 
Order Date: 2/10/2016 

David Mason & Associates Civil 
Engineering 
Contact: Cary Hunter 
800 S Vandeventer Ave 
St. Louis, MO 63110 
Phone: (314) 678-3152 
FAX: 314 

Rippe Associates 
Contact: Christine Guyott 
6117 Blue Circle Dr 
Suite 100 
Minneapolis, MN 55343 
Phone: (952) 933-0313 
FAX: Not Provided 

Builders Association of Missouri· 
Jefferson City 
Contact: Becky Mitchell 
3632 West Truman Blvd 
Jefferson City, MO 65109 
Phone: (573) 893-3307 
FAX: (573) 893-6176 

Bid Categories: Total: Comments: 
Consultant $ O 

Bid Categories: Total: Comments: 
Consultant $ O 

Bid Categories: Total: Comments: 
Plamoom $0 
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Order#: 139131 
Order Date: 2/10/2016 

Order#: 139146 
Order Date: 2/11/2016 

w,,--..:;.,:, 

Order #: 139150 
Order Date: 2/11/2016 

Order#: 139155 
Order Date: 2/11/2016 

Kaiser Electric Inc 
Contact: Jason Russell 
5088 landers Way 
Jefferson City, MO 65109 
Phone: (573) 462-0206 
FAX: (573) 556-8777 

McCarthy Building Companies Inc 
Contact: Brian Kekec 
1341 North Rock Hill Road 
St Louis, MO 63124 
Phone: (314) 919-2191 
FAX:_L31,~). 968:-9032 

Bid Categories: Total: Comments: 
Sub-Contractor $ 400 044694 

Bid Categories: Total: Comments: 
· NOT BIDDING $ 0 

KCI Construction Co- STL Bid Categories: Total: Comments: 
$ 400 10971 Contact: Tom 

10315 Lake 
St. Louis, 
Phone: (314) 
FAX: (314) 894-7418 

Bluff 
MO 

Huster General 
Dr Contractor 

63123 
894-8888 

Christensen Construction Company 
Contact: Tom Christensen 

Sid Categories: Total: Comments: 
Sub-Contractor $ 400 Dep Acct 

2505 County Rd 269 
Columbia, MO 65202 
Pltone: (573) 814-3308 
FAX: (573) 814-0403 
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Order#: 139162 
Order Date: 2/11/2016 

Order #: 139163 
Order Date: 2112/2016 

Order#: 139194 
Order Date: 2/16/2016 

Order#: 139243 
Order Date: 2/18/2016 

Heitkamp Masonry, Inc. 
Contact: Dan Grass 
16129 Westwoods Business Park 
Ellisville, MO 63021 
Phone: (636) 230-5973 
FAX: (636) 230-0965 

Walsh Insulation Services, Inc. 
Contact: David Bredenkoetter 
24050 Missouri Riverview Drive 
Hartsburg, MO 65039 
Phone: (573) 634-5922 
FAX: (573) 761-3260 

Sterling Excavation and Erection,LLC 
-SDVOSB 
Contact: Pat Ryan 
2701 West Main St 
Suite 202 
Jefferson City, MO 65109 
Phone: (573) 635-8015 
FAX: (573) 635-7972 

Ahrens Contracting Inc. 
Contact Adam Jones 
140 Lafayette Ave. 
St. Louis, MO 63104 

Bid Categories: Total: Comments: 
Sub-Contractor $400 4162 

Bid Categories: Total: Comments: 
Sub-Contractor $ 400 Dep Acct 

Bid Categories: Total: Comments: 
Sub-Contractor $ 400 5673 

Bid Categories: Total: Comments: 
Sub-Contractor $ 400 2467 
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Order#: 139265 
Order Date: 2/19/2016 

Order#: 139271 
Order Date: 2/22/2016 

Cam-Dex Security Corp 
Contact: John Krumme 
10 Central Ave 
Kansas City, KS 66118 
Phone: (800) 873-8833 
FAX: (913) 621-6448 

American Construction Co 
Contact: Tim Jones 
12390 N Hwy YY 
St. Louis, MO 65256 
Phone: (314) 874-2539 
FAX:(314)449-5207 

Bid Categories: Total: Comments: 
Sub-Contractor $ 400 00245678 

Bid Categories: Total: Comments: 
General $ 800 47639 
Contractor 

Total Returns Due: $3200 
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ATTACHMENT D.8 
QUALITY CONTROL PROCEDURES 

Project comes in via our company courier, customer drop off, LeapFile or electronic file 
transfer 
If project comes in electronically, the sender is notified that we have received it and the 
documents are saved in our securely backed system 
CSR prepares an electronic work order through the accounting system with a unique 
work order ID# and a hard copy is printed 
All project information is added to our Document Tracking System (DTS) 
All owners, architects, engineers, contractors, planrooms and others being distributed to 
are added to the DTS if not already there. The project quantities and order details are 
added 
Each order created has a unique order number that is associated with the customer being 
distributed to 
The order then appears in the DTS as a pending order and any necessary delivery tickets 
are printed 

o Production 

The hard copy work order is placed in the production department's in~box 
Hard copies to be reproduced are distributed by the CSR to the respective production 
department areas and production is notified of the whereabouts of any electronic 
documents 
The project is written visually in the Production area by the CSR. This info includes 
project name & number, owner, number of copies of all pieces, date & time due, and any 
special instructions. This information is not deleted until 100% of the project has been 
completed. 

o 1st Production OC 

Production checks the number of copies requested on our work order against the number 
of copies requested by the client's transmittal 
Production checks all plans & specs against the TOC/Index before any reproduction 
begins 
Slip sheets are inserted in specs where necessary 
If any discrepancies are found between the TOC/Index and the documents we have, the 
client is immediately notified and the project is held until all discrepancies are resolved 
with the client 
Documents are scanned in to our Archival system and saved to an individual clients 
folder based on the phase of the project. See structure under Archive 0.9. 
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ATTACHMENT D.8, continued 

o 2nd Production OC 

Once documents have been corrected and scanned, a hard copy is printed and rechecked. 
If ok, production begins 
Production personnel are constantly monitoring output for quality and accuracy 

o 3nl Production OC 

Production manager reviews all plans and specs that have been produced before 
distribution occurs 
Production manager creates the UPN Bar Codes for the project and each piece is labeled 
Production department labels plans & specs 
Based on the distribution list the client provides, the documents are separated by delivery, 
ship out, shelf set 
Inserts (including a Return Handling Process for deposit refund) are placed behind the 
front cover of contractor sets with an envelope or label as requested 
Production personnel complete the work order by filling in all remaining items including 
the number of originals, all sizes, and any other information 

o 4th OC - Shipping Department 

The courier matches up what was prepared by production with the delivery tickets the 
CSR prepares. 

o 5th QC - Shipping Department 

Prior to shipping or delivery, the DTS is used to log all outgoing items to the order. 
Documents can be assigned by sheet or item as needed. 
The DTS will not allow any items to be distributed that are not on the order, to distribute 
too many items, or incorrect items 
The UPN barcodes are recorded in the DTS and serve as the set number distributed to 
that Customer. This allows us to know exactly what pieces were distributed to whom. 
Once all items for an order are scanned, the DTS will recognize and update that the order 
has been filled 
Documents requiring shipping are then packaged for shipment with the project name, 
number and the company name as references one and two on the shipping label for easy 
reference. This helps us ensure we have the right tracking number for a particular 
customer and if the shipping company has a problem it allows us to know exactly what is 
in the package 
Tracking numbers for items shipped are added to our DTS for the company and/or 
individual they were shipped to, under the project. With a simple click, an item can be 
tracked by anyone. 
We electronically have daily shipping logs, that are archived, with all information and 
also store a hard copy for easy tracking 
After delivery & ship out orders have been filled, all remaining sets are rolled up 
individually. 
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ATTACHMENT D.8. continued 

Documents are posted to website (if requested) 
Once production and shipping are finished the production manager reviews the work 
order before sending back to CSR 
Production manager deletes the work order visually from the board 

o Accounting 

CSR matches up signed delivery tickets with work order and verifies that all documents 
requiring shipping or delivery have been completed 
CSR verifies all data has been filled out correctly on the work order and enters it in our 
accounting system 
A hard copy of the updated work order is then given to accounting to review and produce 
an invoice.as necessary (some clients request several work orders be put on one invoice) 

o Distribution and Deposit Tracking of Shelf Sets 

Shelf sets can be issued via electronic orders that come in from our electronic plan room 
or walk-in customers 
Emails are generated for all work orders placed that go directly to production and 
shipping 
CSR prints hard copies of all orders that are placed 
CSR keeps a separate folder for each project. Deposit account information, physical 
checks, order forms and a daily log are kept. 
The log includes the name of every company that has received plans for that project, the 
date an electronic copy of the check was received (if applicable), the check number, or 
credit card type and transaction number, or that the customer is on our depositor list. The 
log also shows the date the physical funds were received and the date the funds were 
returned to the customer. If a deposit is partially refundable, there are two separate 
folders, one marked refundable and one marked non-refundable created. These 
separately contain the infonnation above for each deposit type. 
CSR records bar codes in DTS and fills orders for walk in customers 
CSR gives printed ticket to shipping to fill ship out orders 
All items (plans, specs, inserts, addendum, etc.) are scanned in the DTS against the order 
that was placed prior to documents leaving the facility 
Once all items ordered have been scanned, the system shows the order as being filled as 
of that date and tracking is entered in DTS 
After the items ships, the order is returned to the CSR for confirmation 

o Plan Return Handling 

When returns come back, they are scanned to the DTS for each item that was distributed. 
The system affiliates the UPN barcode with the order in the DTS. The items are 
"checked-in" for that order 
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ATTACHMENT D.8. continued 

A Daily Returns Report shows all items that have been returned for a project and by 
whom. The report will show if all items were returned or ifthere were items missing 
from a particular project. 
If all items were returned the refundable portion of the deposit is returned to the customer 
in the same form of payment as received. 
If not an items were returned for the order a customers is notified so that the missing 

items can be returned and their deposit refunded. 

o Addendum Distribution 

If Addendum is received electronically or in hard copy form by 3 :00 pm, we can process 
and distribute it same day 
If recejved eJectronically, sender is notified of receipt 
CSR prepares a work order through the accounting system with a UPN order ID# and a 
hard copy is printed 
CSR prints a current Plan holders list, attaching it to the work order, and makes delivery 
tickets for all local deliveries 
Work orders are placed in production in-box and written visually in Production 
Because of the time sensitive material, production members are also verbally told by the 
CSR about the Addendum 
Documents are reviewed for mistakes/omissions 
Addenda documents are scanned and/or directly saved to our storage drive the same way 
as bid and review documents. Within the project folder a new folder is created and 
named Add#, with the date and how the addenda is being issued, fax, email, ship, etc. 
Addendum to be faxed or emailed are sent out to all plan holders 
Confirmation reports are generated and stored. Any errors are attempted a second time. 
If this fails we attempt to call and verify the contact information we have. If contact can't 
be made a hard copy is sent overnight. 
ff an addenda needs to be shipped, Production Manager creates the VPN Bar Codes for 
the Addendum 
Production personnel are constantly monitoring output for quality and accuracy 
Production Manager reviews all addendum items that have been produced before 
distribution occurs 
The Addendum is posted to our DTS and bid dates are updated if necessary 
The courier matches up what was prepared by production with the delivery tickets the 
CSR prepares 
DTS is used to log all delivery and ship out items for an order 
Documents requiring shipping are then packaged for shipment with the project name, 
number, addendum number, and the company name as references one and two on the 
shipping label for easy reference 
Shipping and processing charges are calculated and the work order is fiJJed out 
Production Manager erases order visually from production and returns the work order 
with all shipping infonnation to the CSR for further review 
CSR verifies all shipments went out and ticket information is correct and adds it to the 
accounting system before forwarding the ticket to accounting 
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Attachment D .10 

10. Oreanizational Chart: 
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EXHIBITE 

PARTICIPATION COMMITMENT 

Minority Business Enterprise/Women Business Enterprise (MBE/WBE) and/or Organization for the 
Blind/Sheltered Workshop and/or Service-Disabled Veteran Business Enterprise (SDVE) Participation 
Commitment - If the vendor is committing to participation by or if the vendor is a qualified MBE/WBE and/or 
organization for the blind/sheltered workshop and/or a qualified SDVE, the vendor must provide the required 
information in the appropriate table(s) below for the organization proposed and must submit the completed exhibit 
with the vendor's proposal. 

For Minority Business Enterprise (MBE) and/or Woman Business Enterprise (WBE) Participation, if proposing 
an entity certified as both MBE and WBE, the vendor must either (1) enter the participation percentage under 
MBE or WBE, ru: must (2) divide the participation between both MBE and WBE. If dividing the participation, do 
not state the total participation on both the MBE and WBE Participation Commitment tables below. Instead, 
divide the total participation as proportionately appropriate between the tables below . 

. '18£ Participation Commitment Table 
(The services perfonned or the products provided by the listed MBE must provide a commercially useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be erformed/ rovided exclusive to the rformance of the contract. 

Name of Each Qualified Minority 
Business Enterprise (MBE) 

Proposed 

I .Affordable Printing 

2. 

3. 

4. 

Total MBE Percentage: 

Committed Description of Products/Services to he Provided by 
Percentage of Listed MBE 
Participation I'he vendor should also include the paragraph 

for Each MBE number(s) from the RFP which requires the 
(% of the Actual product/service the MEE is proposed to perform and 
Total Contract describe how the proposed product/service constitutes 

Value) added value and will be exclusive to the contract. 
Product/Service( s) proposed: 
Small form~rinting__ _________________ _ 

10% RFP Paragraph References: 2.2.2, The printing of bid 
document specifications is essential and exclusive to this 
contract. 
Product/Service( s) proposed: 

% 
RFP Paragraph References: 

Product/Service( s) proposed: 

o/o -----------------------------------
RFP Paragraph References: 

Product/Service( s) proposed: 

% ---------------------------------------
RFP Paragraph References: 

10% 
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EXHIBIT E, continued 

\\'BE Participation Commitment Table 
(The services performed or the products provided by the listed WBE must provide a commercially useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be erformedl rovided exclusive to the erfonnance of the contract. 

Name of Each Qualified Women 
Business Enterprise (WBE) 

proposed 

I .Affordable Printing 

2. 

3. 

4. 

Total WBE Percentage: 

Committed Description of Products/Services to be Provided by 
Percentage of 
Participation 

for Each WBE 
(% of the Actual 
Total Contract 

ListedWBE 
The vendor should also include the paragraph 

number(.s) from the RFP which requires the 
product/service the WBE is proposed to perform and 

describe how the proposed product/service constitutes 
added value and will be exclusive to the contract. Value) 

Product/Service( s) proposed: 
Small format J>!.intin& _______________________ _ 

5% RFP Paragraph References: 2.2.2, The printing of bid 
document specifications is essential and exclusive to this 
contract. 
Product/Service( s) proposed: 

% -----------------------------------
Rf P Paragraph References: 

Product/Service( s) proposed: 

% -----------------------------·----------
Rf P Paragraph References: 

Product/Service( s) proposed: 

~1a --------------------
RfP Paragraph References: 

-- ~ - -- --- -- - -- -

5% 

Organization fell' the Blind/Shelkred \Yorkshop Commitment Table 

B: completing this tabk. \he\ endor commits to the use of the ortc'an•zatior: a1 the greater c'f S5.000 01 2° o of the 
actual total dollar \alue of contract. 

(The services performed or the products provided by the listed Organization for the Blind/Sheltered Workshop must provide 
a commercially useful function related to the delivery of the contractually-required service/product in a manner that will 
constitute an added value to the contract and shall be performed/provided exclusive to the oerformance offue contract.) 

Description of Products/Services to be Provided by 
Listed Organization for the Blind/Sheltered Workshop 
The vendor should also include the paragraph number(s) 

Name of Organization for the Blind or Sheltered from the RFP which requires the product/service the 
Workshop Proposed organization for the blind/sheltered workshop is proposed 

to perform and describe how the proposed product/service 
constitutes added value and will be exclusive to the 

contract. 

1. Product/Service( s) proposed: 

NIA ._ __________________ .,,. ________ ~------------.. ---------------
RFP Paragraph References: 

2. Product/Service( s) proposed: 

RFP Paragraph References: ·-
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EXHIBIT E, continued 

SDVE Participation Commitment Table 
(The services performed or the products provided by the listed SDVE must provide a commercially useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be erformed/ rovided exclusive to the rformance of the contract. 

Name of Each Qualified Service­
Disabled Veteran Business 

Enterprise (SDVE) Proposed 

L 

NIA 
2. 

Total SDVE Percentage: 

Committed Description of Products/Services to be Provided by 
Percentage of 
Participation 

for Each SDVE 
(% of the Actual 
Total Contract 

Value) 

ListedSDVE 
The vendor should also include the paragraph 
number(s) from the RFP which requires the 

product/service the SD VE is proposed to perform and 
describe how the proposed product/service constitutes 

added value and will be exclusive to the contract. 
Product/Service( s) proposed: 

% -----------------------------------
RFP Paragraph References: 

Product/Service(s) proposed: 

% -------------------------------
RFP Paragraph References: 

O/o 
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EXHIBITF 

DOCUMENTATION OF INTENT TO PARTICIPATE 

If the vendor is proposing to include the participation of a Minority Business Enterprise/\Vomen Business 
Enterprise (MBE/WBE) and/or Organization for the Blind/Sheltered Workshop and/or qualified Service-Disabletl 
Veteran Business Enterprise (SDVE) in the provision of the products/services required in the RFP, the vendor 
must either provide a lettel' of intent, s1gned and dated no earlier than the RFP issuance date, from each 
organization documenti11g the following information, or complete and provide this Exhibit with the vendor's 
proposal. 

Vendor Name: 

- Copy This Form For Each OrganizatirJn Proposed­

American Document Solutions 

This Section To Be Com letcd bv Partici mtinu Or. anization: 

By comp/eli11g 1111d signing f/,is form, the 1mdcTiigucd T1ercf,y co11fi1ws flit i11le11t ~f the nam,•d particip,1tilrg org,miwtum to prm,idc the productsjseroices 
identified Tren·in for tlir 1Jendor i,fmtified abovt. 

Indicate appropriate business classification(s): 
X MBE X WBE Organization for the Blind Sheltered Workshop SDVE 

Name of Organization: Affordable Printing, LLC 

(Name ofMBE, WBE, Organization for the Blind, Sheltered Workshop, or SDVEJ 

Contact Name: Tonya Hill Email: affordablepriuting@att.net 

Phone#: Address (If SDVE, provjde 

MO Address): 10 Bittersweet Lane (314) 882-3335 

City: St. Lnuis Fax #: (888) 336-3055 ---------------
State/Zip: Mc s sour i / 63138 Certification# 804697 
SDVE's Website 

Address: 

Service-Disabled 
Veteran's (SDV) Name: 
(Please Print) ---------------

Certification 
Expiration 
Date: 

SDV's 
Signature: 

( or attach copy of certification) 

08/01/2016 

PRODUCTS/SERVICES PARTICIPATING ORGANIZATION AGREED TO PROVIDE 

Desc1ibe the products/services you (as the participating organization) have agreed to provide: 

Small format printing 

1orized ignature of Participating Orgcuifr.ation 
·. BE, Organization for the Blind, Sheltered Workshop, or 

SDVEj 

a~1 I ZtJlri2-
Dt;;; 

(Dared n,;J ear!ir;r than 
the RFP issuance date) 
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EXHIBIT F, continued 

DOCUMENTATION OF INTENT TO PARTICIPATE 

SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE (SDVE) 

If a participating organization is an SDVE, unless the Service-Disabled Veteran (SDV) documents were 
previously submitted within the past five (5) years to the Division of Purchasing (Purchasing), the vendor must 
provide the following SDV documents: 

• a copy of the SDV's award letter from the Department of Veterans Affairs or a copy of the SDV's 
discharge paper (DD F onn 214, Certificate of Release or Discharge from Active Duty), AND 

• a copy of the SDV's documentation certifying disability by the appropriate federal agency 
responsible for the administration of veterans' affairs. 

(NOTE: The SDV's award letter, the SDV's discharge paper, and the SDV's documentation certifying 
disability shall be considered confidential pursuant to subsection 14 of section 610.02 I, RS Mo.) 

The vendor should check the appropriate statement below and, if applicable, provide the requested 
information. 

D No, I have not previously submitted the SDV documents specified above to the Purchasing and therefore 
have enclosed the SDV documents. 

CJ Yes, I previously submitted the SDV documents specified above within the past five (5) years to the 
Purchasing. 

Date SDV Documents were Submitted: ------~---

Previous Proposal/Contract Number for Which the SDV Documents were Submitted: 

(if applicable and known) 

(NOTE: If the proposed SDVE and SDV are listed on the Purchasing SDVE database located at 
http://oa.mo.gov/sites/defaultJfi1es/sdvelisting.pdf, then the SDV documents have been submitted to the 
Purchasing within the past five [5] years. However, if it has been determined that an SDVE at any time no longer 
meets the requirements stated above, the Purchasing will remove the SDVE and associated SDV from the 
database.) 

FOR STATE LS[ ONLV 

SDV Documents - Verification Completed By: 

Buyer Date 
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State of Missouri 
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EXHIBITG 

BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION, 
AND AFFIDAVIT OF WORK AUTHORIZATION 

BUSINESS ENTITY CERTIFICATION: 
The vendor must certify their current business status by completing either Box A or Box B or Box C on this 
Exhibit. 

To be completed by a non-business entity as defined below. 
To be completed by a business entity who has not yet completed and submitted documentation 
pertaining to the federal work authorization program as described at http://www.uscis.gov/e-verify. 
To be completed by a business entity who has current work authorization documentation on file with 
a Missouri state a enc includin Division of Purchasin . 

Business entity, as defined in section 285.525, RSMo, pertaining to section 285.530, RSMo, is any person or group of persons perfonning 
or engaging in any activity, enterprise, profession, or occupation for gain, benefit, advantage, or livelihood. The term "business entity" 
shall include but not be limited to self-employed individuals, partnerships, corporations, contractors, and subcontractors. The term 
"business entity" shall include any business entity that possesses a business permit, license, or tax certificate issued by the state, any 
business entity that is exempt by law from obtaining such a business permit, and any business entity that is operating unlawfully without 
such a business permit. The tenn "business entity" shall not include a self-employed individual with no employees or entities utilizing the 
services of direct sellers as def med in subdivision ( 17) of subsection 12 of section 288.034, RS Mo. 

Note: Regarding governmental entities, business entity includes Missouri schools, Missouri universities (other than stated in Box C), out of 
state agencies, out of state schools, out of state universities, and political subdivisions. A business entity does not include Missouri state 
agencies and federal government entities. 

BOX A - CURRENTLY :JOT A BLSINESS ENT! fY 

I certify that (Company/Individual Name) DOES NOT CURRENTLY MEET 
the definition ofa business entity, as defined in section 285.525, RSMo pertaining to section 285.530, RSMo 
as stated above, because: (check the applicable business status that applies below) 

0 I am a self-employed individual with no employees; OR 

0 The company that I represent employs the services of direct sellers as defined in subdivision 
(I 7) of subsection 12 of section 288.034, RSMo. 

I certify that I am not an alien unlawfully present in the United States and if ---------
(Company /Individual Name) is awarded a contract for the services requested herein under _____ _ 
(RFP Number) and if the business status changes during the life of the contract to become a business entity as 
defined in section 285.525, RSMo pertaining to section 285.530, RSMo then, prior to the performance of any 
services as a business entity, (Company/Individual Name) agrees to complete Box 
B, comply with the requirements stated in Box B and provide the Division of Purchasing with all 
documentation required in Box B of this exhibit. 

Authorized Representative's Name (Please Print) Authorized Representative's Signature 

Date 
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EXHIBIT G, continued 

BOX B - CURRENT BUSINESS ENTITY STATUS 

Chad Roberts 
Authorized Business Entity Representative's 
Name (Please Print) 

American Document Solutions 
Business Entity Name 

chad@adsmo.net 
E-Mail Address 

Au 1zed Business Entity 
Representative's Signature 

(~/JJ/;t:i 
Date · · I 

As a business entity, the vendor must perfonn/provide each of the following. The vendor should check each to 
verify completion/submission of all of the following: 

~- Enroll and participate in the E-Verify federal work authorization program (Website: 
http://www.uscis.gov/e-verify; Phone: 888-464-4218; Email: e-verify@dhs.gov) with respect to the 
employees hil'ed after enrollment in the program who are proposed to work in connection with the 
services required herein; 

AND 

~ - Provide documentation affirming said company's/individual's enrollment and participation in the E­
Verify federal work authorization program. Documentation shall include EITHER the EN erify 
Employment Eligibility Verification page listing the vendor's name and company ID OR a page from 
the E-Vedfy Memorandum of Understanding (MOU) listing the vendor's name and the MOU 
signature page completed and signed, at minimum, by the Vendor and the Department of Homeland 
Security- Verification Division. Iftbe signature page of the MOU lists the vendor's name and 
company ID, then no additional pages of the MOU must be submitted; 

AND 

~- Submit a completed, notatized Affidavit of Work Authorization provided 011 the next page of this 
Exhibit. 
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EXHIBIT G, continued 

AFFIDAVIT OF WORK AUTHORIZATION: 

The vendor who meets the section 285.525, RSMo, definition of a business entily must complete and return the 
fo Uowing Affidavit of Work Authorization. 

Comes now Chad Roberts (Name of Business Entity Authorized Representative) as 
_President (Position/Title) first being duly sworn on my oath, affitm _American Document 
Solutions_ (Business Entity Name) is enrolled and will continue to participate in the £-Verify federal work 
authorization program with respect to employees hired after enrollment in the program who are proposed to work 
in connection with the services related to contract(s) with the State of Missouri for the duration of the contract(s), 
if awarded in accordance with subsection 2 of section 285.530, RSMo. I also affirm that _American Document 
Solutions_ (Business Entily Name) does not and will not knowingly employ a person who is an unauthorized 
alien in connection with the contracted services provided under the contract( s) for the dm-ation of the contract( s ), 
if awarded. 

111 Affirmation thereof, lite facts stated above are true and correct. (TIie u11dersigned underst01tds tltat false 
statemel i, l1is fili gar, subject to tl1e penalties provided u,ider section 575. 040, RSMo.) 

President 
Title 

chad@adsmo.net 

E-Mail Address 

Chad Roberts 

417178 
E-Verify Company ID Number 

Subscribed and sworn to before me this 2'2 agAY) of J fH'e,;, Jl\iB . I am 
(MONT~ 

commissioned as a notary public within the County of ~ , State of 
~OFCOUNTY) ft . 

....,_--"''--'::>.c;~~"°~"'"""'sr=A""'ffi""'>---'' and my commission expires on f:8/ol{{?/Jl8'. 

ADAM BOZEK 
Notary Public • Notary Seal 

STATE OF MISSOURI 
County of Boone 

My Commission Expires 9/08/2018 
c_.,.,.. . ·- "" 1 -
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6121/2016 E-Verify- Employer Wizard- Company Information 

-Verify. 
•E(l)pt9ym~t ~;~i~tify Verifi¢ati9n =~:n Roberts 

User ID 
BROB7215 

~~~~~~\1$ji~'.i~. 

Home 

New Case 

View Cases 

Search Cases 

Edit Profile 

: Change Password 

Change Security O uestions 
""'"' . """". ~ 

, Edit Company Prolile 

. Add New User 

, VifNI Existing Users 

Close Company Account 

My f.<eport5-

View Reports 

View Essential Resources 

• Take Tutorial 

View User Manual 

Share\deas 

Contact Us 

Company Information 

Company Name: 

Company ID Number: 

Doing Business As (DBA) 
Name: 

DUNS Number: 

Physical Location: 

Address 1: 

Address 2: 

City: 

State: 

Zip Code: 

C-Ounty: 

Additional Information: 

American Development Services 

417178 

American Document Solutions 

1400 Forum Blvd. 

Suite 1C 

Columbia 

MO 

65203 

BOONE 

Mailing Address: 

Address 1: 

Address 2: 

City: 

State: 

Zip Code: 

Employer Identification Number: 452049524 

Total Number of Employees: 5 to 9 

Parent Organization: 

Admi nlstrator: 

Organization Designation: 

Employer Category: None of these categories apply 

NAICS Code: 519 - OTHER INFORMATION SERVICES 

Total Hiring Sites: 

Total Points of Contact: 

U.S. Department af Homeland Sec1J1:it.y- www.,dhs.gr.i.1.1 U.S. Cit.i.ze.nffl'r,\ and lmmigt"ation StirvUs - www.usc.S.90\I 

https:/fe-verify.uscis.gov/emp/Emp!f1'/erWlzard.aspx 

LhS! login 
GS:011 .1.M - 06!2112016 Log 0111 

View/Edit 

View I Edit 

View/ Edl1J 

View/Edit 
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EXHIBIT G, continued 

BOX C - 4HIDAVIT ON FJLE - CVR RENT BVSl~ESS ENTIT\ STA Tl1S 

I certify that (Business Entity Name) MEETS the definition of a business entity as 
defined in section 285.525, RSMo pertaining to section 285.530, RSMo and have enrolled and currently 
participates in the E-Verify federal work authorization program with respect to the employees hired after 
enrollment in the program who are proposed to work in connection with the services related to contract(s) with 
the State of Missouri. We have previously provided documentation to a Missouri state agency or public 
university that affirms enrollment and participation in the E-Verify federal work authorization program. The 
docwnentation that was previously provided included the following . 

./ The E-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of 
Understanding (MOU) listing the vendor's name and the MOU signature page completed and signed by 
the vendor and the Department of Homeland Security- Verification Division 

./ A current, notarized Affidavit of Work Authorization (must be completed, signed, and notarized within 
the past twelve months). 

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentation 
Submitted:---------~ 

(*Public University includes the following five schools under chapter 34, RSMo: Harris-Stowe State University - St. Louis; 
Missouri Southern State University - Joplin; Missouri Western State University - St. Joseph; Northwest Missouri State University 
- Maryville; Southeast Missouri State University- Cape Girardeau.) 

Date of Previous E-Verify Documentation Submission:-----

Previous Bid/Contract Number for Which Previous E~Verify Documentation Submitted: ____ (if known) 

Authorized Business Entity Representative's 
Name (Please Print) 

Business Entity Name 

E-Mail Address 

FOR STATE OF '\1fSSOllRJ CSE O~LY 

Documentation Verification Completed By: 

Buyer 

Authorized Business Entity 
Representative's Signature 

Date 

E-Verify MOU Company ID Number 

Date 
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Outside United States 

EXHIBITH 

MISCELLANEOUS INFORMATION 

If any products and/or services offered under this RFP are being manufactured or performed at sites outside the 
United States, the vendor MUST disclose such fact and provide details in the space below or on an attached page. 

Are any of the vendor's proposed products and/or services being 
Yes No X 

manufactured or performed at sites outside the United States? -- - -

If YES, do the proposed products/services satisfy the conditions 
described in section 4, subparagraphs 1, 2, 3, and 4 of Executive 
Order 04-09? (see the following web link: Yes -- No --
h!!Q :// s l .sos.mo.gov /CMSimages/L ibrao:/R5;f erence/Orderl!/2004/eo 

04 009.pdt) 

If YES, mark the appropriate exemption below, and provide the requested details: 
l. __ Unique good or service. 

• EXPLAIN: 
2. __ Foreign firm hired to market Missouri services/products to a foreign country. 

• Identify foreign country: 

3. Economic cost factor exists 

• EXPLAIN: 
4. __ Vendor/subcontractor maintains significant business presence in the United States and only performs 

trivial portion of contract work outside US. 

• Identify maximum percentage of the overall value of the contract, for any contract period, 
attributed to the value of the products and/or services being manufactured or performed at sites 
outside the United States: % -

• Specify what contract work would be performed outside the United States: 

Employee/Conflict of Interest: 

Vendors who are elected or appointed officials or employees of the State of Missouri or any political 
subdivision thereof, serving in an executive or administrative capacity, must comply with sections 
105.450 to 105.458, RSMo, regarding conflict of interest. If the vendor or any owner of the vendor's 
organization is currently an elected or appointed official or an employee of the State of Missouri or any 
political subdivision thereof, please provide the followin,g information: 

Name and title of elected or appointed official or 
employee of the State of Missouri or any political None 
subdivision thereof: 
If employee of the State of Missouri or political 
subdivision thereof, provide name of state agency or None 
political subdivision where emoloved: 
Percentage of ownership interest in vendor's 
organization held by elected or appointed official or 

% 
employee of the State of Missouri or political 
subdivision thereof: 

Page40 



EXHIBIT H, continued 

Registration of Business Name (if applicable) with the Missouri Secretary of State 
The vendor should indicate the vendor's charter number and company name with the Missouri Secretary of State. 
Additionally, the vendor should provide proof of the vendor's good standing status with the Missouri Secretary of 
State. If the vendor is exempt from registering with the Missouri Secretary of State pursuant to section 351.572, 
RS Mo., identify the specific section of 351.572 RSMo., which supports the exemption. 

X01170656 American Document Solutions 

Charter Number (if afJn/icab/e) Company Name 
If exempt from registering with the Missouri Secretary of State pursuant to section 351.572 RSMo., identify the 
section of 351.572 to support the exemption: 

Proposed Subcontractors - The vendor should identify any subcontractor(s) proposed to provide any of the 
services required herein. 

Proposed Subcontractor Service Proposed to be Provided by the Proposed 
Name and Address Subcontractor 

Affordable Printing, LLC Small format printing 
IO Bittersweet Lane 
St. Louis, MO 63138 
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717/2016 Missotri Busiress Filings 

"·" . ·.·:: ·: 

· .· ..... · .M,.;souru d&t.tw1:c::Bus1Ntss HI.I~o:·· 
·.·:, .. . ·. :,.::: ... 

Fictitious Name Details as of 7/7/2016 

.quired Field 

. ·. ·······---···· ··············-- r---
SulJ.il}b'SS Entity F.A.Q j Fite Oowments • .elect the filing from ttw .. Filing Type'

1 
drop-down list, ltten olick FILE ONLINE. 

,------,,, . ---·----""'"---· ! File Registration Reports -click FLE RECl1STRAT10N REPORT. 

: i CapteS orCertlftcatl!:5-olickFl\.E CO~'ESICERllFICATES.. 

SEARCH RESULTS 

0RS'if.r{ :.~!?P!C.:S, 

CERTI\C\Cll.Tf::S 

Gener.al Information Filings Address 

Seloc:\ ting lrom Ill• bl. 

FilngType Fic1itious Name C8ncela1ien 

Owners Contact(•) 
""''"""=----·· ''"··--··~------- ······-·-·-----· 

·· · Na"{s}·,:,me~a1dlOC:,i~ Solution•··· 

Type Fic1itiour. Name 

St.stus Fictitiou,. Active 

,.- ............ ,.,. .... ,.~._.,,, .. ·.·,·----------

... · .. · · ·· AdikiEis-f4nD ·t;orotn s~11··s•· ..-c·· 
Columbia, MO 6520:l 

Charter No, X01110656 

O;f\e Forrned'9J"it.llB11 

€);piration Date 111,J1:021 

ONLINE 

The information contained on this page itl provided as a pubflc. service, and may change at any time. The State, its ernployaes, ,c::ontractors,, 
subcontractors or their 4lmpk,yees do not make any warranty,expressed or implied, or assume any legal fiabllity for the ac-cur.ac:y, completeness 
or userulness of any Information, apparatus, product or ptocess disclosed or represent that its use would nol inll'lnge on privately-owned rights. 

https://bsd.sos.mo.gov/BusinessEntity/BusinessEntityDetail.aspi(?page=beSearch&ID=3241576 Page42 
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PROJECT MANUAL 

{BidPackages.N otes} 

DES1GNED BY: {Company.Name} 
{Addre~.DisplayAddress} 

DATE ISSUED: (IBidPackages.AcceptlnviteDueDate} 
"Short Date") 

PROJECT NO.: { { Projects.Number} "@@@@@-@@") 

FOR: State of Missouri 
Office of Administration 
Division of Facilities Management, 
Design and Construction 



\ 

SECTION OOOU>7 - PROFESSIONAL SEALS AND CERTIFICATIONS 

PROJECT NUMBER: ({Projects.Number} "@@@@@·@@") 

THE FOLLOWING DESIGN PROFESSIONALS HA VE SIGNED AND SEALED THE ORIGINAL PLANS AND 
SPECIFJCATIONS FOR THJS PROJECT, WHICH ARE ON FILE WITH THE DIVISION OF FACILITIES 
MANAGEMENT, DESIGN AND CONSTRUCTION: 

SECTION 000107 - PROFESSIONAL SEALS AND CERTIFICATIONS 
02/12 
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SECTION 001116 -INVITATION FOR BID 

1.0 OWNER: 

A. The State of Missouri 
Office of Administration, 
Division offacilities Management, Design and Construction 
Jefferson City, Missouri 

20 PROJECT TITLE AND NUMBER: 
A. {BidPackages.Notes} 

Proj~t No.: (!Projects.Number) "@@@@@--@@'') 

3.0 BIDS WILL BE RECEIVED: 

A. FIRST SUBMITTAL: 1 :30 PM, ( { Bid!'ackages.BidDueDate} "Long Date") 

B. SECOND SUBMlTIAL: 5:00 PM, ({BidPackaglls.BidLocation} "Long Date") 

C. Place: Office of the Director, Division of Facilities Management, Design and Construction, Room 730, Truman State Office 
Building, 301 West High, PO Box 809, Jefferson City, Mis:.ouri 65102 

4.0 DESCRIPTION: 

A. Scope: 

B, Estimate: 
"$###,###,###,##0") 

The project includes (BidP11ckages.ScopeOtWork} 

( (BidPackages.BidLocationAddressJ} "$###,###,###,##0") to ( {BidPackages.BidLocationAddress2) 

C. MBFJWBE/SDVE Goals: MBE ( { BidPackages.PercentGoalMBE} "Peroont"), WBE ( { BidPackages.PercentGoal WBE} 
"Percent"), & SDVE {(BidPackages.PercentGoalVBE} "Percent"). NOTE: Only MBE/WBE firms certified by a State of 
Missouri public entity as of the date of bid opening, or SDVE(s) meeting the requirements ofSection 34.0'74, RSMo and 1 
CSR 30-.S.OJO, can be used to satisfy the MBEIWBE/SDVE participation goals for this preject. 

OR 

C. MBE/WBE/SDVE Goals: There are no MBE/WBFJSDVE goals for this project. 

5.0 PRE-BJD MEETING: 

A. Place/Time: (BidPackages.PreBidMeetTime}; ({BidPackages.PreBidMeetDate} "Long Date"); 
{ BidPackages.PreBidMeetLocation}. 

B. Access to State of Missouri property requires presentation of a photo ID by aJl persons 

6.0 HOW TO GET PLANS & SPECIFICATJONS: 

A Request: View Only Electronic bid sets are available at no cost or paper bid sets for a deposit of ( {BidPaclcages. Udf_PlanDeposit} 
"$#4UI,### ,###,##OH) ftom American Document Solutions{ADS). MAKE CHECKS PAY ABLE TO American Document Solutions. 
Mail to: American Document Solutions, 1400 Fonun Blvd., Suite JC, Columbia, Missouri 65203. Phone 573-446-7768, fax 573-
355-5433. 

NOTE: Prhne tontratton will be allowed a maximum of two bid sets 11t the deposit rate shown above. Other requesters will be 
allowed only one bid set at this rate. Additional bid sets or parts thereof may be obtained by any bidder at the tost of 
printing and shipping by request to American Thm1ment Soludoos at the address shown above. 

B. Refunds: Return plans and specifications in unmarlccd condition within 15 working days of bid opening to American Document 
Solutions, 1400 Forum Blvd., Suite l C, Columbia, Missouri 65203. Phone 573-446-7768, Fax 573-355-5433. Deposits for plans not 
returned within 15 working days shall be forfeited. 

Information for upcoming bids is available on the Division's web site·· http:Hoa.mo.gov/faci1ities 
Plans, specifications and bidders lists are available on-line for bidders reference on American Document Solutions. web 
site - http://planroom.adsmo.net/ 

7.0 POINT OF CONTACT: 

A. Designer: {Company.Name}, {Contacts.DisplayName}, phone# {Contacts.Tel}, fax# {Contacts.Fax} 

B. Project Manager: {Projects.Territory}. phone # { BidPackages.BidLocationTel}, fux # 573-751-7277 

8.0 GENERAL lNFORMATION: 

A The State reserves the right to reject any and all bids and to waive all informalities in bids. No bid may be withdrawn for a period 
of 20 working days subsequent to the specified bid opening time. The contractor shall pay not less tban the prevailing hourly rate 
of wages for work of a similar character in the locality in which the work ls performed, as determined by the Missouri Department 
of Labor and lndustrial Relations and as set out in the detailed plans and specifications. 

Bid results are available after 3:00 PM the day of the bid opening by calling: (573) 75l-5B6&. 

SECTION 001116 - INVITATION JIOR BID 
02/12 
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SECTION 002113 - INSTRUCTIONS TO BIDDERS 

1.0 ~ SPECIAL NOTICE TO BIDDERS 

A. These specifications have bound hereto a complete set of bidding fonns, They are for the bidder's 
convenience only and are not to be detached from the specifications or filled out and executed. One set 
of unbound bid fonns and labels will be furnished to each bidder and may be executed and submitted in a 
sealed envelope. 

B. Access to State of Missouri property requires presentation of a photo 1D by all persons 

2.0 - BID DOCUMENTS 

A. The number of sets obtainable by any one (1) party may be limited in accordance with available supply. 
B. For the convenience of contractors, sub-contractors and suppliers, copies of construction documents are 

on fi1e at the office ofthe Director, Division of Facilities Management, Design and Construction and on 
the Division's web site - http://oa.mo.gov/facilities/project-management. 

3.0 - BIDDERS' OBLJGATIONS 

A. Bidders must carefully examine the entire site of the work and shall make all reasonable and necessary 
investigations to infonn themselves thoroughly as to the facilities available as well as to all the 
difficulties involved in the completion of all work in accordance with the specifications and the plans. 
Bidders are also required to examine aJI maps, plans and data mentioned in the specifications. No plea of 
ignorance concerning observable existing conditions or diffic1dties that may be encountered in the 
execution of the work under this contract will be accepted as an excuse for any failure or omission on the 
part of the contractor to fulfill in every detail all of the requirements of the contract, nor accepted as a 
basis for any claims for extra compensation. 

B. Under no circumstances will contractors give their plans and specifications to another contractor. Any 
bid received from a contractor whose name does not appear on the list of plan holders will be subject to 
rejection. 

4.0 - INTERPRETATJONS 

A. No bidder shall be entitled to rely on oral interpretations as to the meaning of the plans and specifications 
or the acceptability of alternate products, materials, form or type of construction. Every request for 
interpretation shall be ma.de in writing and submitted with all supporting documents not less than five (5) 
working days before opening of bids. Every interpretation made to a bidder will be in the fonn of an 
addendum and will be sent as promptly as is practicable to all persons to whom p]ans and specifications 
have been issued. All such addenda shall become part of the contract documents. 

B. Approval for an "acceptable substitution" issued in the form of an addendum as per Paragraph 4A above, 
and as per Article 3.1 of the General Conditions; ACCEPTABLE SUBSTITUTIONS shall constitute 
approval for use in the project of the product. 

C. An "acceptable substitution" requested after the award of hid shall be approved if proven to the 
satisfaction of the Owner and the Designer as per Article 3.1, that the product is acceptable in design, 
strength, durability, usefulness, and convenience for the purpose intended. Approval of the substitution 
after award is at the sole discretion of the Owner. 

D. A request for "Acceptable Substitutions" shall be made on the Section -006325 Substitution Request 
Form. The request shall be sent directly to the project Designer. A copy of said request should also be 
mailed to the Owner, Division of Facilities Management, Design and Construction, Post Office Box 809, 
Jefferson City, Missouri 65102. 

5.0 - BIDS ANp BIDDING PROCEDURE 

A The bid procedure is a two-step submittal process. Bidders shal1 submit all submission fonns and 
accompanying documents by the stated time or their bid will be rejected for being non-responsive. lfthe 
second submission is not received by the specified time, the entire bid will be rejected for being non­
responsive. See the Invitation for Bid for when bid forms are to be submitted. 

SECTION 002113 - INSTRUCTIONS TO BIDDERS 
02/16 
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Depending on the specific project requirements, the foJlowiog is a GENERJC list of all posSible bid 
fonns and times when they may be due. Please check for specific project requirements on the proposal 
form (Section 004113). Not all of the following bid forms may be required to be submitted. 

First Submittal - due before stated date and time of bid opening (see IFB}: 
004113 Bid Fonn (all pages are always required) 
004322 Unit Prices Form 
004336 Proposed Subcontractors Form 
004541 Affidavit of Work Authorization 

Second Submittal - due before the stated date and time for second submittal (see IFB) by the 
THREE (3) APPARENT LOW BIDDERS ON THE BASE BID (NOTE: Owner reserves the 
right to require second submittal documents from any and all bidders on request.): 

004337 
004338 
004339 
004340 

MBE/WBE/SDVE Compliance Evaluation Form 
MB.EIWBE/SDVE Eligibility Determination for Joint Ventures 
MBE/WBE/SDVE GFE Determination 
SDVE Business Form 

(NOTE: See Article 7.D below for first and second submittal restrictions.) 

B. All bids shall be submitted without additional terms and conditions, modification or reservation on the 
bid forms with each space properly filled. Bids not on these forms will be rejected. 

C. All bids shall be accompanied by a bid bond ex~uted by the bidder and a duly authorized surety 
company, certified check, cashier's check or bank draft made payable to the Division of Facilities 
Management, Design and Construction, State of Missouri, in the amount indicated on the bid form, 
Section 004113. Failure oftbe contractor to submit the ful) amount required shall be sufficient cause to 
reject his bid. The bidder agrees that the proceeds of the check, draft or bond shall become the property 
of the State of Missouri, if for any reason the bidder withdraws his bid after c]osing, or if on notification 
of award refuses or is unable to execute tendered contract, provide an acceptable performance and 
payment bond, provide evidence of required insurance coverage an<i/or provide required copies of 
atrrrmative action plans within twelve (12) working days after such tender. 

D. The check or draft submitted by the successful bidder will be returned after the receipt of an acceptable 
perfonnance and payment bond and execution of the fonnal contract. Checks or drafts of all other 
bidders will be returned within a reasonable time after it is determined that the bid represented by same 
will receive no further consideration by the State of Missouri. Bid bonds will only be returned upon 
request. 

6.0 • SIGNING OF BIDS 
A. Bids from an individual shall be signed as noted on the Bid Form. 

B. Bids from a partnership or joint venture shall require only one signature of a partner. an officer of the 
joint venture authorized to bind the venture or an attorney-in-fact If the bid is signed by an officer of a 
joint venture or an attorney-in-fact, a document evidencing the individual's authority to execute contracts 
should be included with the bid form. 

C. Bids from a corporation shall have the correct corporate name thereon and the signature of an authorized 
officer of the corporation manually written. Title of office held by the person signing for the corporation 
shall appear, along with typed name of said individual. Corporate license number shall be provided and, 
if a corporation organized in a state other than Missouri, a Certificate of Authority to do business in the 
State of Missouri shall be attached. In addition, for corporate proposals, the President or Vice-President 
should sign as the bidder. If the signator is other than the corporate president or vice president, the 
bidder must provide satisfactory evidence that the signator has the legal authority to bind the corporation. 
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7.0 • RECEIVING BID SUBMITIALS 

A. Bid submittals are to be presented in sealed envelopes which shall be plainly marked with project title, 
bid date and bid time and delivered to the place specified in the Invitation for Bids. Bidders shall be 
responsible for actual delivery of bid submittals during business hours, and it shall not be sufficient to 
show that a submittal was dispatched in time to be received before scheduled closing time for receipt. 

B. Bidders are cautioned to allow ample time for transmittal of submittals by mail or otherwise. If a 
submittal is mailed, bidder should secure correct information relative to the probable time of arrival and 
distribution of mail at tbe place where it is to be received, and make due allowance for possible delays. 

C. Bidder's attention is directed to the fact that no submittal will be accepted or considered if delivered after 
the specified time for receipt. 

D. 1. No telephonic, electronic mail, facsimile (FAX), or similar transmissions will be accepted or allowed 
for FIRST SUBMITTALS. 

2. Mailing, delivery, facsimile (FAX) transmission or electronic submission of SECOND 
SUBMlTTALS will be allowed. lfthe bidder chooses to mail or deliver, the SECOND SUBMITIAL 
envelope label provided should be used. Second submittal faxes may only be sent to 573·526-9826. 
Electronic MBE/WBE/SDVE fonns may be accessed at http;//oa.mo.gov/facilities/vendor• 
links/contractor-forms/. 

Electronic submission of second submittals may also be made only to the email address of: 
FMDCMWBEBIDLlNE@oa.mo.gov. 

3. It is the bidder's sole responsibility to assure receipt by Owner of both submittals by the dates and 
times specified in the Invitation for Bid. 

E. Sul:lmittals received prior to the time of opening will be securely kept, unopened. The division 
representative whose duty is to receive submittals will decide when the specified time for opening has 
arrived, and n9 submittal received thereafter will be considered. No responsibility will attach to any 
division representative for the early opening of a submittal not properly submitted. 

F. Submittals will be received separately or in combination as shown in and required by the Bid Form. 
Submittals will be completed so as to include insertion of all amoWlts for altemate bids, unit prices and 
cost accounting data, etc. Failure to complete all required infonnation may be cause for rejection of bid 

G. No Contractor shall stipulate in his bid any conditions not contained in the specifications or standard bid 
form contained in the contract documents. To do so may subject the Contractor's bid to rejection. · 

H. Bidders prices shall include all city. state and federal sales. excise and similar mxes which may be 
lawfully assessed in connection with his performance of work and purcl:Jase of materials to be 
incorporated in the work. THIS PROJECT IS NOT TAX EXEMPT. 

I. The completed fonns sball be without interlineations. alterations or erasures. If contractor desires, he 
may request additional copies of forms. 

J. The Owner reserves the right to waive informalities in bid submittals and to reject any or all bids. 

8.0 · MODIFICATION AND WITHDRAWAL OF BIDS 

A. Bidder may withdraw his bid at any time prior to scheduled closing time for receipt of bids, but no 
bidder may withdraw his bid for a period of twenty (20) working days after the scheduled closing time 
for receipt of bids. 

B, Modifications or corrections of any bid infonnation previously submitted may only be made by letter or 
telegram. Modifications or corrections must be clearly marked with bid date, project name and number 
and received by the Owner prior to the scheduled closing time for receipt of bids in accordance with the 
following provisions: . 

l. To maintain bid confidentiality and insure assignment to the proper bid, any such written request 
must be contained in a sealed envelope which is plainly marked "Modification of !,id on (project 
title, project number and bid date)." Name and address of bidder sbou1d be on sealed envelope. 

2. No requests for modifications or correction of previously submitted bids will be accepted by 
telephone, facsimile (FAX) ttanSmission or electronic mail. 
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9.0 - AWARD OF CONTRACT 

A. The Owner reserves the right to reject any and/or all bids and further to waive all informalities in bidding 
when deemed in the best interest of the State of Missouri. 

B. The Owner reserves the right to let other contracts in connection with the work, inc1uding but not by way 
of limitation, contracts fur the furnishing and installation of furniture, equipment, machines, appliances 
and other apparatus. 

C. In awarding the contract the Owner may take into consideration the bidder's skill, facilities, capacity, 
experience, responsibility, previous work record, financial standing and the necessity of prompt and 
efficient completion of work herein described. Inability of any bidder to meet the requirements 
mentioned above may be cause for rejection of his bid. However, no contract will be awarded to any 
individual, partnership or corporation, who has had a contract with the State of Missouri declared in 
default within the preceding twelve months. 

D. A ward of alternates, if any, will be made in numerical order unless all bids received are such that the 
order of acceptance of alternates does not affect the detennination of the low bidder. 

E. No bid shall be considered binding upon the Owner until the written contract bas been properly executed, 
a satisfactory bond has been furnished. evidence of requited insurance coverage, submittal of executed 
Section 004541, Affidavit of Work Authorization form, documentation evidencing enrollment and 
participation in a federal work authorization ·program has been received and an affinnative action plan 
submitted. Failure to execute and return the contract and associated documents within the prescribed 
period of time shall be treated, at the option of the Owner, as a breach of bidder's obligation and the 
Owner shall be under no further obligation to bidder. 

F. If the successful bidder is doing business in the State of Missouri under a fictitious name. he shall furnish 
to Owner, attached to the Bid Form, a properly certified copy of the certificate of Registration of 
Fictitious Name from the State of Missouri, and such certificate shall remain on file with the Owner. 

G. Any .successful bidder which is a corporation organized in a state other than Missouri shall furnlsh to the 
Owner, attached to the Bid Form, a properly certified copy of its current Certificate of Authority to do 
business in the State of Missouri, such certificate to remain on file with the Owner. No contract will be 
awarded by the Owner unless such certificate is furnished by the bidder. 

H. Any successful bidder which is a corporation organized in the State of Missouri shaU furnish at its OMI 
cost to the Owner, if requested, a Certificate of Good Standing issued by the Secretary of State, such 
certificate to remain on file with the Owner. 

I. Transient employers subject to Sections 285.230 and 285.234, RSMo, (out-of-state employers who 
temporarily transact any business in the State of MissOlU'i) may be required to file a bond with the 
Missouri Department of Revenue. No contract will be awarded by the Owner unless the successful 
bidder certifies that he has complied with all applicable provisions of Section 285.230-234. 

J. Sections 285.525 and 285.530, RSMo, require business entities to enroll and participate in a feruiral work 
authorization program in order to be eligible to receive award of any stare contract in excess of $5,000. 
Bidders should subrnjt with their bid an Affidavit of Work Authorization (Section 004541) along with 
appropriate documentation evidencing such enrollment and participation. Section-004541, Affidavit of 
Work Authorization is located at- http://oa.mo.gov/facilities/vendor~links/contractor-fonns . 

Infonnation regarding a Memorandum ofUnderstanding which is one form of appropriate 
documentation located at https:l/www.uscis.gov/e-verify/. Submittal of this form and appropriate 
documentation is required before the award of any contract. In addition the contractor shall be 
responsible for compliance of these requirements by all subcontractors and suppliers at any tier 
associated with this contract. 

10.0- SERVICE-DISABLED VETERAN'S 

A. For the purposes of these instructions, the terms "service-disabled veteran" and "service-disabled veteran 
business" have the same meanings as set forth in section 34.074, RSMo. 
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B. The State of Missouri has a goaJ of awarding three percent of all construction projects to service-disabled 
veterans. Furthermore, service-disabled veteran businesses doing business as Missouri firms, corporations, 
or individuals, or which maintain Missouri offices or places of business shall receive a three-point bonus 
preference in the contract award evaluation process. The bonus preference wiU be calculated and applied 
by reducing any service-disabled veteran business's bid amount(s) by three percent of the lowest bid 
amount(s ). This reduction is for evaluation purposes only, and wi!J have no impact on the actual amount(s) 
of the bid or the amount(s) of any contract awarded. 

C. Any bidder who is qualified as a Missouri service-disabled veteran pursuant to Section 34.074, RSMo, 
must complete and submit with the bid the MISSOURI SERVICE DISABLED VETERAN BUSINESS 
form and provide the specified documentation in accordance with the instructions provided therein. This 
form can be obtained at http://oa.mo.gov/facilities/vendor-links/contractor-fonm. 

n.o -CONTRACT SECURITY 

A. The successful bidder shall furnish a performance/payment bond as set forth in General Conditions 
Article 6.1 on a condition prior to the Slate executing the contract. and issuing a notice to proceed. 

12.0 - LIST OF SUBCONTRACTORS 

A. If required by "Section 004113 - Bid Fonn," each bidder must submit as part of their bid a list of 
subcontractors to be used in performing the work (Section 004336). The list must specify the name of 
the single designated subcontractor, for each category of work listed in "Section 004336 - Proposed 
Subcontractors Form.'' If work within a category will be petformed by more than one subcontractor, the 
bidder must provide the name of each subcontractor and specify the exact portion of the work to be done 
by each. Failure to list the Bidder's fnm, or a subcontractor for each category of work identified on the 
Bid Form or the listing of more than one subcontractor for any category without designating the portion 
of work to be performed by each shall be cause for rejection of the bid. If the bidder intends to perform 
any of the designated subcontract work with the use of his own employees, the bidder shall make that 
fact clear, by listing his own fmn for the subject category. Jf any category of work is left vacant, tbe 
bid shall be rejected. 

13.0 - WORKING DAYS 

A. Contract duration time is stated in working days and will use the following definition in determining the 
actual calendar date for contract completion: 

I. Working days are defined as all calendar days except Saturdays, Sundays and the following State of 
Missouri observed holidays: New Year's Day, Martin Luther King, Jr. Day, Lincoln Day, 
Washington's Birthday, Truman Day, Memorial Day, Independence Day, Labor Day, Columbus 
Day, Veterans Day, Thanksgiving Day and Christmas Day. 
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SECTION 002213-SUPPLEMENTARY INSTRUCTIONS TO BIDDERS-MBE/WBE/SDVE INSTRUCTIONS 

1.0 DEFINJTIONS 

J. "MBE": Minority Business Enterprise. 

2. "MINORITY": 

a. "Black Americans," which incJudes persons havmg orjgins .in any of the black racial groups of Aftica; 

b. "Hispanic Americans," which includes persons of Mexican, Puerto Rican, Cuban, Central or South 
American or other Spanish culture or origin regardless of race; 

c. "Native Americans," which includes persons who are American Indians, Eskimos, Aleuts, or Native 
Hawaiians; 

d. "Asian-Pacific Americans, "which includes persons whose origins are from Japan, China, Taiwan, Korea, 
Vietnam, Laos, Cambodia, the Philippines, Samoa, Guam, the U.S. Trust Territories of the Pacific, or the 
Northern Marianas; or 

e. "Asian-Indian Americans," which includes persons whose origins are from India, Pakistan or Bangladesh. 

3. "MINORITY BUSINESS ENTERPRISE": A business concern which is at least fifty-one percent (51%) 
owned by one (1) or more minority as defined in 2. ''MINORITY" above or in the case of any publicly-owned 
business, fifty-one percent (5 I%) of the stock of which is owned by one (J) or more minority as defined in 2. 
"MJNORJTY" above AND whose management and daily business operations are controlled by one (I) or more 
minority as defined herein. 

4. "WBE"; Women Business Enterprise. 

5. "WOMEN BUSINESS ENTERPRISE'': A business concern which is at least fifty...one percent (51%) owned 
by one ( 1) or more women or in the case of any publicly-owned business at least fifty-one percent {51 % ) of the 
stock of which is owned by one (l) or more women AND whose management and daily business operations are 
controlled by one ( 1) or more women. 

6. ..SDVE": A Service-Disabled Veterans Enterprise. 

7. "SERVICE-DISABLED VETERAN": Any individual who is service disabled as certified by the appropriate 
federal agency responsible for the administration of veterans' affairs. 

8. "SERVICE-DISABLED VETERANS ENTERPRISE": A service disabled veteran business as defined by 
Section 34.074, RSMo, meaning a business concern which js at Jeast fifty-one percent (51%) owned by one {l) 
or more service-disabled veterans or in the case of any publicly-owned business at least fifty-one percent (51%) 
of the stock of which is owned by one (1) or more service-disabled veterans AND whose management and daily 
business operations are controlled by one ( 1) or more service disab]ed veterans. 

2.0 MBE/WBE/SDVE PROGRAM REQUIREMENTS 

A. For bids where MBE, WBE and or SDVE goals are greater than zero percent (0%) as noted in the "Invitation 
for Bid," the following provisions shall apply 

1. MBE/WBE/SDVE Percentage Goals: 

a. The bidder shall have as a goal subcontracting not less than the percentages stated on the Bid Fonn 
for MBE, WBE and SDVE firms. 

2. Computation of MBE/WBE/SDVE Percent Goal Participation: 

a. The total dollar value of the work granted to the MBE, WBE or SDVE by the successful bidder shall 
be counted towards the applicable goal of the entire contract. 

b. A bidder may count toward the MBE/WBE/SDVE goals only expenditures to certified MBE's, 
WBE's, or SDVE's that perform a commercially useful function in the work of a contract. A MBE, 
WBE, or SDVE is considered to perform a commercially useful function when it is responsible for 
executing a distinct element of the work contract and carrying out its responsibilities by actually 
perfonning, managing and supervising the work or providing supplies or manufactured materials. A 
bidder who is a MBE, WBE or SDVE may count 100% of the contract towards the MBE, WBE or 
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SDVE goal. (NOTE; MBE firms who bid as gell(:ral contractors are expected to obtain WBE and 
SDVE participation; WBE finns who bid as general contractors are expected to obtain MBE and 
SDVE participation; and SDVE finns who bid as general contractors are expected to obtain MBE 
and WBE participation to meet the project's separate goals.) 

c. Bidder may count toward its MBE/WBE/SDVE goals expenditures for materials and supplies 
obtained from certified MBE, WBE, or SDVE suppliers and manufacturers, provided that the MBE, 
WBE, or SDVE assumes the actual and CQJltractual responsibility for the provision of the materials 
and supplies. 

d. A bidder may count towards the MBE/WBE/SDVE goals that portion of the total dollar value of the 
work granted to a second or subsequent tier subcontractor or a supplier to any subcontractor at any 
tier, provided that the MBE, WBE, or SDVE properly assumes responsibility for the work as 
outlined in 2.A.2.b and 2.A.2.c above. 

e. A bidder may count towards the MBEIWBE/SDVE goals that portion of tbe total doJJar vaJue 
granted to a certified joint venture equal to the percentage of the ownership and control of the MB E, 
WBE, or SDVE partner in the joint venture. 

3. Certification by bidder of MBE/WBE/SDVE Subcontractors: 

a. The bidder shall submit with his bid the information requested in the MBE/WBE/SDVE 
Compliance Evaluation Form for every MBE, WBE, or SDVE subcontractor or material supplier the 
bidder intends to use on the contract work. 

b. The bidder may detennine the status of certification of a proposed MBE or WBE subcontractor or 
supplier by referring to the Office of Equal Opportunity (OEO) MBE/WBE directory 
(https://appsJ .mo.gov/oeoD; and the eligibility of a SDVE subcontractor or supplier by referring to 
the Division of Purchasing and Materials Management SDVE directory 
(bttp:f/oa.mo.goy/purchasing/vendor-infonnation/missouri-service-disabled-veteran-business­
enterprise-sdve-infonnation) or the Department of Veterans Affairs directory 
Qittps;//www. vip. vetbiz.govQ. Additional information, clarifications, etc., regarding the listings in 
the Directory may be obtained by calling the Division at (573) 751-3339 and asking to speak to the 
Contract Specialist of record as shown in Section 007300, Supplementary Conditions. 

c. 1f the proposed subcontractor is certified as a MBE/WBE firm by any other State of Missouri 
agency or any Missouri city or cowity government agency, the bidder shall so note and provide 
particulars. Other known State of Missouri entities providing certification are: 

Mountain Plains Minority Supplier Development Council 

Human Relati011s Department, KCMO 

Lambert International Airport 

Metro {formerly Bi-State Development Agency) 

St. Louis Development Corporation 

St. Louis Minority Business Council 

SBA 8/St. Louis, MO 

Missouri Department of Transportation 

National Women Business Owners Corp. 

(Missouri finns only) 

4. Waiver of MBE/WBE/SDVE Participation: 

816-221-4200 

816-274-1432 

314-551-5000 

314-982-1457 

314-622-3400 Ext. 362 

314-241-1073 

314-539-6600 

573-751-2859 

561-848-5066 

a. The bidder is required to make a good faith effort to locate and contract with MBE's, WBE's and 
SDVE's. If a bidder bas made a good faith effort to secure the required MBE's, WBE's and SDVE's 
and has failed, he may submit with his bid the information requested in "MBE/WBE/SDVE Good 
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b. 

I. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Faith Effort (GFE) Detennination." The Director will review the bidder's actions as set forth in the 
bidder's Application for Waiver, the ability or success of other bidders to obtain MBE, WBE, or 
SDVE participation in their bids, and any other factors deemed relevant by the Director, to 
determine ifa good faith effort bas been made to meet the applicable percentage goals. If the bidder 
is judged not to have made a good faith effort, the bid shall be rejected as being nonresponsive t<> 
the bid requirements. Bidders who demonstrate that they have made a good faith effort to include 
MBE, WBE, and SDVE participation will be determined to be responsive to the MBE/WBE/SDVE 
participation goals of the contract. regardless of the percent of MBE/WBEISDVE participation, 
provided the bid is otherwise acceptable. 

In reaching a detenuination of good fuith, the Director may evaluate, but is not limited to, the 
following factors: 

How subcontractors were contacted initially, the specific project information provided and the 
documentation to support that contact; 

How project plans and specifications were provided to MBE/WBE/SDVE subcontractors; 

The names, addresses, phone numbers, and dates of contact for MBE/WBE/SDVE firms 
contacted for specific categories of work; 

Attempts to follow-up with MBE, WBE or SDVE subcontractors prior to bid to negotiate price, 
scope of work, or make other adjustments or clarifications; 

Amount of bids received from any of these subcontractors; 

Bid accepted from one of these subcontractors or reasons for rejecting bids; 

The MBE, WBE, or SDVE suppliers contacted, date of contact, material or equipment. amounts 
of quotes; 

The ability or success of other bidders to obtain the MBE/WBE/SDVE participation in their 
bids. 

c. lf MBE/WBE/SDVE goals have been identified on Section 004113-BID FORM, the three (3) 
apparent low bidders for the base bid ace required to submit a)J appropriate MBE/WBE/SDVE 
documentation before the stated time and date set forth in the "Invitation for Bid" for the SECOND 
SUBMIITAL. Failure to provide this information by the specified date and time will be grounds fur 
rejecting the bid. 

MBE/WBE/SDVE forms may be accessed at bttp://oa.mo.gov/fmdc/dc/contractorforms.htm. 
Mailing or delivery in an envelope, facsimile (FAX) transmission, or electronic submission of the 
SECOND SUBMITTAL will he allowed. Second submittaJ faxes shall be sent to 573-526-9826. 
Electronic submission of second submittals shall be emailed to 
"FMDCMWBEBIDLINE@oa.mo.gov." It is the bidder's sote responsibility to assure receipt by 
Owner of both submittals by the dates and times specified in the "Invitation for Bid." 

d. The Director reserves the right to provide bidders the opportunity to correct or amplify the 
documented information received concerning MBE/WBE/SDVE goals. The additional infonnation 
will be transmitted to FaciJities Management Design and Construction within two (2) working days 
of a phone or facsimile or email request from the Director's representative. 

3.0 CONTRACTOR REQUIREMENTS 

For contracts where there are MBE/WBE/SDVE participation goals as noted in the "Invitation for Bid," the 
following provisions sha1J apply; 

A. The Contractor is bound to subcontracting or obtaining materials in amounts not less than the dollar amount 
indicated in the awarded contract to MBE/WBE/SDVE (s) unless that amount is revised in writing by the 
Owner's representative. 
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B. If the Contractor fails to meet or maintain the participation requirements contained in the Contractor's bid, he 
must satisfactorily explain to the Director or his Designee why the requirement cannot be achieved and why 
meeting the requirement was beyond the Contractor's oontrol. 

C. If the Director finds the Contractor's explanation unsatisfactory, the Director may take any appropriate action 
incJuding, but not limited to: 

1. Declaring the Contractor ineligible to participate in any Facilities Management, Design 
and Construction contracts for a period not to eJCceed twelve (12) months; and 

2. Directing that the Contractor be declared non-responsive to the "Invitation for Bid," or in breach of this 
contract. 

D. If a MBE, WBE, or SDVE is replaced during the course of this contract, the Contractor shall replace it with a 
similar MBE, WBE, or SDVE OR make a good fuith effort to replace it with another MBE, WBE, or SDVE. 
AU substitutions shall be approved by the Owners Representative. 

E. The Contractor shall provide the Owner with regular reports on its progress in meeting its MBE/WBE/SDVE 
obligations. As a minimum, the dollar-value of work completed by each MBE, WBE, or SDVE subcontractor 
during the preceding month and as a cumulative total shall be reported with each monthly application for 
payment. A final report shall include the total dollar-value of work completed by each MBE, WBE, and SDVE 
subcontractor during the total contract. 
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STATE OF MISSOURI 
DIVISION OF FACILITIES MANAGEMENT, 

DESIGN AND CONSTRUCTION 
MBEIWBE/SDVE DIRECTORY 

The MBE/WBE Directory for goods and services is maintained by the Office of 
Equal Opportunity (OEO). The current Directory can be accessed at the 
following web address: 

http://www.directory.oeo.oa.mo.eov/ 

Please note that you may search by MBE, WBE, or both as well as by region, 
location of the business by city or state, as well as by commodity or service. 

The SERVICE DISABLED VETERAN ENTERPRISE (SDVE) Directory (s) 
may be accessed at the fo11owing web addresses: 

http://oa.mo.gov/sites/default/files/sdvelistiog.pdf 

h ttps :/ /www. vip. vet biz.gov/ 
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NOTE: ALL PAGES OP TI-IIS BID FORM (004113) MUST BE COMPLETED AND 
SUBMITIED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

ST ATE OF l\11SSOURI Bid Time: 1:30 PM 

Bid Date: -----
SECTION 004113 ~ BID FORM 

1.0 BID: 
A. From: 

B. To: 

C. For; 

D. Project Number: 

E. Documents: 

F. Bid Amount: 

G. Allowances: 

(Bidder's Name) 

herein after called the "Bidder". 

Director, Division of Facilities Management, Design and Construction 
Room 730, Harry S Truman State Office Building 
301 West High Street 
Jefferson City, Missouri 65102 

herein after called the "Owner." 

{BidPackages.Notes} 

( {Projects.Number} "@@@@@·@@") 

hereinafter called the "Work.•• 

The undersigned, having examined and being familiar with the local conditions affecting 
the work and with the complete set of contract documents, including the Drawings, the 
lnvitation For Bid, Instructions To Bidders, Statement of Bidders Qualifications, General 
Conditions, Supplement to General Conditions, and the technical spe(:ifications, including: 
addenda number through hereby proposes to perfonn the Work for the 
following: 

____________ DoUars ($ __________ __, 

The Base Bid above must include an allowance of ( { BidPackages.Ud(SoleSourceDollar} 
"$###,###,###,##0"). See Section O 12 IOO for details. 

$ _________________ Dollars($ __________ ___, 

2.0 MBE/WBE/SDVE PERCENTAGE OF PARTICIPATION PROJECT GOALS: 

This proj.ect's specific goals are: MBE ( {BidPackages.PercentGoaIMBE} "Percent") WBE 
( {BidPackages.PercentGoalWBE} "Percent"), and SDVE ({BidPackages.PercentGoalVBE} "Percent"). NOTE: Only 
MBE/WBE fimls certified by a State of Missouri public entity, and SDVE(s) meeting the requirements of Section 34.074, 
RSMo, and I CSR 30-5.010, as of the date of bid opening, can be used to satisfy the MBE/WBE/SDVE participation goals 
for this project. 

3.0 BIDBOND 

A Accompanying the bid is: _ 5% Bid Bond or_ Cashier's Check/Bank Draft for 5% of base bid. 

Payable without condition to the Division of Facilities Management, Design and Construction, State of 
Missouri, as per Article 5 of "Instructions To Bidders". 

4.0 CONTRACT COMPLETION TIME AND LIQUIDATED DAMAGES 
A. The Bidder agrees to complete the work within {BidPackages.Udf_CalendarDays} working days from the date the 

Notice of Intent to Award is issued as modified by additional days added by the Owner's acceptance of alternates, if 
applicable. This includes 12 working days for docwnent mailing and processing. The Bidder further agrees to pay 
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NOTE: ALL PAGES OF THIS BID FORM (004113) MUST BE COMPLETED AND 
SUBMI1TED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

to, or allow the State as liquidated damages the sum of ({BidPackages.Udf_LiqDamDailyRate} 
"$###,###,###,##0") for each working day thereafter that the entire work is not substantially complete. 

5.0 ATTACHMENTS TO BID: 

A. 004322 

B. 004336 

C. 004541 

Unit Prices 

Proposed Subcontractors 

Affidavit of Work Authorization 

6.0 SUPPLEMENTAL BID DOCUMENTS 

~W.·"··· 
A. 004323 SUPPLEMENT A - Cost Breakdown 

B. 004337 MBE/WBE/SDVE Compliance Form 

C. 004337 A Supplement to MBE/WBE/SDV E 
Compliance E\laluation Form 

D. 004338 MBEIWBE/SDVE Joint Venture Form 

FIRST SUBMlTf AL (SEE IFB for date & time) 

FIRST SUBMITTAL (SEE lFB for date&. time) 

FIRST SUBMITTAL (SEE IFB for date & time) 

SECOND SUBMIITAL (SEE IFB for date & time) 

SECOND SUBMITTAL (SEE IFB for date &. time) 

SECOND SUBMITI AL (SEE IFB for date & tirne) 

SECOND SUBMJITAL (SEE 1FB for date & time) 

E. 004339 MBE/WBE/SDVE Waiver Form SECOND SUBMITI AL (SEE IFB for date & time) 

F. 004340 SDVE Business Form SECOND SUBMITTAL (SEE IFB for date & time) 

G. Reference Section 013513.16 DESE Drug Testine; Certification DUE WJTH U9!Y:iilQflffll 

7.0 BIDDER'S CERTIFICATIONS: 
A. The Bidder agrees to pay not less than the hourly rate of wages as determined by the Department of Labor and 

Industrial Relations, State of Missouri, in accordance with Sections 290.210 to 290.340, RSMo. 

B. The Bidder hereby certifies that this bid is genuine and is not made in the interest of or on behalf of any undisclosed 
person, firm, or corporation, and is not submitted in conformity with any agreement or rules of any group, 
association or corporation; 

That be/she has not directly or indirectly induced or solicited any other bidder to put in a false or sham proposal; 

That he/she bas not solicited or induced any person, firm or corporation to refrain from submitting a bid; 

That he/she has not sought by collusion or otherwise to obtain for him/herself any advantage over any other bidder 
or over the Owner. 

That he/she will not discriminate against any employee or applicant for employment because of race, creed, color or 
national origin in the perfonnance of the work. 

That he/she certifies that be/she has based this proposal upon an official /complete set of contract docwnents, either 
obtained from the Owner after Bidder placed himself/herseJf on the bidders' list or from a secondary source known to 
the Bidder to have provided a complete and accurate set of contract documents, provided that if Bidder received the 
contract documents from such a secondary source. any errors or omissions in the contract documents shall be 
interpreted and construed in favor of the Owner and against the Bidder. This proposal is also based upon the conditions 
within Article 1.2 of the General Conditions. 

That he/she certifies that he/she will comply with the provisions of Sections 285.230-234, RSMo, regarding 
transient employers. 

That be/she has enrolled and is and will continue to participate in a federal work authorization program in 
accordance with Sections 285.525 and 285.530, RSMo for the duration of this contract. 

SECTION 004113- BID FORM 
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NOTE: ALL PAGES OF THIS BID FORM (004113) MUST BE COMPLETED AND 
SUBMlTTED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

8,0 CONTACT INFORMATION (mandatory for aH bidders): 

0 Sole Proprietorship/General Partnership O LLC O Limited Partnership O Corporation O Joint Venture 

Business Name: 

Address: 

Telephone: 

Federal ID Number; 

Fax Number: 

--------or Social Security Number: 

Missouri Business Charter Number: _____ (or provide the proper certificate :from the Secretary of State) 

Contact Name: _____________ Contact email:-------------

9.0 SIGNATURES: 

FOR SOLE PROPRl.li,TORSHIPS/GENERAL PARTNERSHIPS ONLY: 

Name each general partner: 
Sole Proprietor's Name (printed) 

Today's Date: 

I,---------' being the sole proprietor/general partner of (name of business) 

___________ (and if the name of said business is other than my legal name, havingfiled a 

Registration of Fictitious Name with the Missouri Secretary of State in order to allow me to use such name in 

connection with my business, as provided by Section 417.200, RS Mo, et seq.), do hereby submit this bid and agree to be 

bowid unto the State of Missouri as herein provided (if a general partnership, all partners must sign below). 

Signature:-------------- Signature:---------------

Signature:-------------- Signature:---------------

FOR LIMITED LIABILITY COMPANIES ONLY: 

_________________ today's date ___ State(s) of organization:------
Manager's (or Managing Member's) Name (printed) 

I,------------' being the Manager (or Managing Member) of (full legal name of limited 

liability company from Articles of Organization) _____________ ______, and being duly 

authorized to act as herein provided on behalf of said limited liability company, do hereby submit this bid on behalf of 

said limited liability company and agree that said limited liability company shall be bound unto the State of Missouri as 

herein provided. 

SECTION 004113 - BID FORM 
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Signature:------------
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NOTE: ALL PAGES OF THIS BJD FORM (004113) MUST BE COMPLETED AND 
SUBMITfED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

FOR LIMJTED PARTNERSH1PS/LIMJTED LJABJLJTY PARTNERSHIPS/LIMITED LIABILITY LIMITED 
PARTNERSHIPS ONLY: 

_______________ today's date: ____ State(s) oforganization: _______ _ 

General/Managing Partner's Name (printed) 

J, ------------' being the General Partner/Managing Partner of {full legal name oflimited 

partnership/limited Jiability partnership/Jimited liability limited partnership from partnership agreement or Certificate of 

Limited Partnership) , and being duly authorized to act as herein provided on 

behalf of said limited partnership/limited liability partnership/limited liability Jimited partnership. do hereby submit this 

bid on behalf of said limited partnership/limited liability partnershipnimited liability limited partnership and agree that 

said limited partnership/limited liability partnership/limited liability limited partnership shall be bound unto the State of 

Missouri as herein provided. 

Signature:, ___________ _ 

FOR CORPORATIONS ONLY: 

President's Name (printed) Secretary's Name (printed) Today's date 

State(s) of incorporation: ------

l, -----------~ being the (officer or title) ___ -~---- of (full legal name of 

corporation, from Articles of Incorporation)-----------------·' and being duly 

authorized by the Board of Directors of said corporation to act as herein provided on behalf of said corporation, do 

hereby submit this bid on behalf of said corporation and agree that said corporation shall be bound unto the State of 

Missouri as herein provided. 

Signature:-------------- Attested by: _____________ _ 
President Corporate Secretary 

1h11 Presid,:nt sh,)Uld sign as the bidder. Jfthe signator i5 other th!III UR: corponite president, tbc bidder must provide satisfactory evidem:e 
mat the signlllor has the legal auihority to bind the corporation. 

FOR ASSOCJA TlONS/JOINT VENTURES: If multiple business entities/individua1s are bidding coJlectively as an 
association or joint venture, each business entity/individual bidding as part of the association or joint venture shall sign 
this bid in the above sections relevant to the form that such business entity or individual does business, and. the bidder 
shaU duplicate the necessary number of signature pages so that all members of the association or joint venture shall sign 
this bid. If a name is adopted for use by the association or joint venture, the association or joint venture shall file a 
Registration of Fictitious Name with the Missouri Secretary of State in order to use such name in connection with the 
association or joint venture, as provided by Section 417 .200, RS Mo, et seq. 

SECTION 004113 - BID FORM 
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SECTION 004322 - UNIT PRICES 
''@@@@@-@@") 

PROJECT NUMBER ({Projects.Number} 

1.0 Description 

A. For changing specified quantities of work from those indicated by the contract drawings and specifications, 
upon written instructions of Owner, the following unit prices shall prevail. The unit prices include all labor, 
overhead and profit, materials, equipment, appliances, bailing, shoring, shoring removal, etc., to cover the 
finished work of the several kinds of work called for. Only a single unit price shall be given and it shall 
apply for either MORE or LESS work than that shown on the drawings and called for in the specifications or 
included in the Base Bid. In the event of more or less units than so indicated or included during construction 
the total contract price shall be decreased as appropriate or increased by contract change in accordance with 
General Conditions Article 4.1. 

2.0 Unit Prices: 

A. Unit Price: 

B. Unit Price: 

SECTION 004322 - UNIT PRICES 
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Example: $ __________ per square yard 

Example: $ __________ per cubic yard 



SECTION 004323- SUPPLEMENT A - COST BREAKDOWN 
PROJECT NUMBER: 

1.0 THE BIDDER HEREBYPROVJDES A COST BREAKDOWN FOR THE FOLLOWING: 

A. Item l : Description 

B. Item 2: Description 

C. Item 3: Balance of Work 

Base Bid Total: 

SECTION 004323 - SUPPLEMENT A - COST BREAKDOWN 
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$ ____ _ 

$ ____ _ 

$ ____ _ 

$ ____ _ 
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SECTION 004336- PROPOSED SUBCONTRACTORS Project Number ( {Projects.Number} "@@@@@-@@") 

1.0 CONTRACTOR/SUBCONTRACTOR/MATERIAL SUPPLIER LIST: 

A. Identify the subcontractor(s) who will perform the categories of work listed below. If you plan to use your own employees to do the work, list yourself. 
Failure to list your firm, or a subcontractor for each category of work listed under "Description of Work" shall be cause for rejection of the bid. If any 
category of wor.k is left vacant, the bid shalt be rejected. If more than one finn performs work in one category, you must designate the portion of work 
to be performed by each contractor/subcontractor. If your cboice(s) of subcontractor will change if certain alternates are accepted, indicate in the different 
columns which subcontractor you will use for the base bid and each accepted alternate. After bjd opening, no substitutes of listed finns will be allowed 
except as indicated in SECTION 007200 - GENERAL CONDITIONS, Article 3.7 - SUBCONTRACTS. 

B. The Bidder hereby certifies that the following Contractor, subcontractors, supplierS and /or manufacturers will be used in the performance of the work: 

DESCRIPTION 
OF WORK 

{BldSpecialPricln 
g. Descric,tion} 

SECTION 004336 - PROPOSED SUBCONTRACTORS 
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SPECIFICATION NAME OF FIRM 
DIVISION OR FOR BASE BID 
SECTION(S) WORK 

{BidSpecialPricin 
a.UOM} 
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SECTION 004337 - MBE/WBE/SDVE COMPLIANCE EVALUATION FORM 

Project Name: 
"@@@@@-@@") 

Project No.: ({Projects.Number} 

This form is to be completed by bidders and submitted to 1he State of Missouri, Division of Facilities Management, Design and 
Construction with the second bid submittal. Submit one form per MBE/WBE/SDV.E firm involved with the project. This includes any 
MBE/WBE/SDVE general contractor, joint venture, subcontractor or supplier, regardless of how many tier levels of su1Kontracl$. 

A condition for remaining in competition for award is the satisfactory completion of this form for each minority/woman/service disabled 
veteran-owned finn that will perfonn a commercially useful function on the contract. The r.mdersigned submits the following data with 
respect to the following ftrm's assurance to meet the Office of Administration's goal for MBE/WBE/SDVE participation. 

J. Name of General Contractor:----------------------------

2. MBE/WBE/SDVE Firm: ___________________________ _ 

{Name) 

(Address) (City, State, Zip Code) 

(Phone Number) (Fax Number) 

Type of Business; Type of Firm: Cl MBE D WBE O SDVE 

Officer Name & Title: 

3. Describe the subcontract actual work to be performed (List BASE BJD work and any AL TERNA TE work separately): 

BASE BID: 

AL TERNA TE (S): (identify separately) 

4. Indicate the dollar($) amount of contract to be subcontracted to the MBEIWBE/SDVE ¥inn: 

BASE BID: $ --------------------

AL TERNA TE (S): (identify separately) $ _____________________ _ 

$ ______________________ _ 

$ ______________________ _ 

5. ls the proposed subcontractor listed in the Minority/Women Business Enterprise Directory maintained by the Office of Eqlllll 
Opportunity (OEO) or the Division of Purchasing and Materials Management SDVE directory? YES a NO 0 

6. ls the proposed subcontractor certified as a MBE/WB.E firm by another State of Missouri public entity? YES D NO D 
If yes, please provide the name and addtess of such entity below. Also provide a copy of the subcontractor's certificate or 
certification letter from such entity for verification. 

Name & address of Missouri: certifying public entity: 

Name of General Contractor Signee (Print) ____________________ _ 

Signature: 

Title: 

SECTION 004337 ~ MBE/WBE/SDVE COMPLIANCE EVALUATION FORM 
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FMDC FAST TRACK REQUIREMENTS 

If you are not certified by Office of Equal Opportunity (OEO) as a MBE or WBE, but are certified by 
another approved certifying entity, this form must be completed and a copy of your current certificate 
provided with the bid you are submitting. The OEO "Fast Track0 certification process will allow your 
firm to receive designation as a minority and/or woman business enterprise (MBEI\NBE) with the State 
of Missouri. This designation will last through the duration of the project, or the expiration date on your 

current M/WBE certification. 

Company Name -------------------------

Owners Name -------------------------

Mailing Address ------------------------­

Street Address if different from Mailing------------------

City _____________ State ______ Zip _______ _ 

E-Mail Address ________________________ _ 

FEIN Number __________ _ 

Indicate which ethnicity category applies to your business: 

0 African American Male-MO 
0 Asian American-M1 
0 Hispanic Male-M2 
0 Native American Male-M3 
0 Other Male-M4 
0 African American Female-MS 
0 Asian American Femare-M6 
0 Hispanic Female-M7 
0 Native American Female-MB 
0 Other Female-M9 
0 Female-WO 

Date Company was Established--------

Number of employees: 
Full Time Part Time Total Employees: 

Commodity/Service Description:------------------

Bonding Limit (If applicable) _____________ _ 

Project Limit (If applicable)--------------

SECTION 004337 A- SUPPLEMENT TO MBE/WBE COMPLIANCE EVALUATION FORM 
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SECTION 004338 - MBE/WBE/SDVE EUGIBILITY DETERMINATION FORM FOR JOINT 
VENTURES 

Project Name: Project No.: ({Projects.Number}"@@@@@-@@") 
If bidder is a joint venture. this form shall be completed and submitted with the second bid submittal to the Missouri State Division of 
Facilities Management. Design and Construction. 

1. Joint Venture Firm: 
(Name) 

(Address) (City, State, Zip Code) 

(Phone Nwnber) (Fax Number) 

2. 1n order to be counted toward project MBEIWBE/SDVE goals, the MBE/WBE/SDVE partnc:r(s) must be currently certified by a 
State of Missouri public entity or have proof of SDV E eligibility. Identify the firms which comprise the joint venture and include 
a copy of the certification of each MBE/WBE/SDVE finn included in the joint venture. 

(a) Describe the role of each MBE, WBE, or SDVE finn in the joint venture: 

(b) Briefly describe the experience and business qualifications of each non-MBE/WBF/SDVE co-venttm::r: 

3. What is the claimed percentage of MBE/WBE/SDVE ownership in the joint venture? 

4. Ownership of joint venture. Attach a copy of the Joint yegture agreement. (The folloWing need not be filled in if 
descn'bed in the joint venture agreement) 

(a) Description of profit and loss sharing: 

SECTION 004338 - MBE/WBE/SDVE ELlGIBll.ITY DETERMINATION FORM FOR JOINT VENTURES 
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(b) Description of capital contributions, including equipment: 

(c) Description of other applicable ownership interests: 

6. Control of, aod participation in, this contract. Identify by name, race, sex, and "firm" those individuals {and their 

titles) who are responsible for day-to-day management and policy decision making including, but not limited to, 

those with prime responsibility for: 

" FinanciaJ Decisions 

" Hiring ( of management) 

" Management Decisions 

a Firing (of management) 

" Estimating n Marketing "Sales 
0 Purchase of major items or supplies 

Name Race Sex Firm& Title Resnonsibilitv Mana2ement Decisions 

NOTE: If after filing this information and before the completion of the Joint venture's work on the contract covered by this 
regulation, there is any significant change in the infonnation submitted. the joint venture must inform the Commissioner, 
either directly or if the joint venture is a subcontractor through the prime contractor. 

AFFIDAVIT 

"The undersigned swear that the foregoing statements are correct and include all material and information necessary 
to identify and explain the terms and operation of our joint venture and the intended participation by each joint 
venturer in the undertaking. Further, the oodersigned covenant and agree to provide the Commissioner, Office 
of Administration, current, complete and accurate information regarding actual joint venture work and the 
payment therefore and any proposed changes in any of the joint venture arrangements and to permit the audit 
and examination of the books, records, and files of the joint venture, or those of each joint venturer relevant to 
the joint venture, by authorized representatives of the Commissioner of the Office of Administration. Any 
material misrepresentation will be grounds for tenninating any contract which may be awarded and for 
initiating action under Federal or State laws concerning false statements." 

Name of Finn:-------------­
Signature: 

Name of Firm:--------------­
Signature: 

Name: Name: 

Title: Title: 

Date: Date: 

SECTION 004338 - MBE/WBE/SDVE .ELIGIBlLITY DETERMINATION FORM FOR JOINT VENTURES 
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Date: 

State of: 

County of: 

On this ____________ day of ___________ _, 20 __ , before me appeared 

(name) to me personally known, who, being duly sworn, did execute the foregoing 

affidavit, and did state that be or she was properly authorized by (name of finn) ________________ _ 

to execute the affidavit and did so as his or her own free act and deed. 

Date: 

State of: 

Notary Public: -----------------­

My commission expires: ---------------

County of: 

(seal) 

On this ____________ day of ___________ __, 20 __ , before me appeared 

(name) to me personally known, who, being duly sworn, did execute the foregoing 

affidavit, and did state that he or she was properly authorized by (name of firm)----------------­

to execute the affidavit and did so as his or her own free act and deed. 

Notary Public: -----------------­

My commission expires: --------------

(seal) 

SECTION 004338 - MBE/WBE ELIGIBJLJTY DETERMINATION FORM FOR JOINT VENTURES 
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MBE/WBE/SDVE GOOD FAITH EFFORT (GFE) DETERMINATION- FORM NO. 004339 
Bidders must request a GFE detennination for EACH category goal not achieved: 

REQUEST FORMBE GOAL WAIVER 
REQUEST FOR WBE GOAL WAJVER 
REQUEST FORSDVEGOAL WAIVER 

D 
D 
D 

PROJECT NO. (IProjeets.Number} "@@@@@•@@") PROJECT TITLE SUBMITTED BY Prime Bidder 
Please complete ths following information. Score., will be based on /he comparison QJ effort made by ihe bidders on this prOjec/ and. /he completeness uf the i.,iformalion. M~lmw11 points pos..wble is indicated in 
parenthesis ( ) for each type of mformation requested. Bidders not atlaining the project MBEIWBWISDVE goals must secure necessary credit in each category through a combi1111tion of participation and/or effort in 
order ro he constdered respansiw! IO lite project g1ta/1, 

INSTRUCTIONS FOR l'ART A ""dB- Prillle Bidder has rhe option of compleJinga/i Imes (1-6) of Part.A oral/ lines (7-12) of Part B or a combination of A and B with a maximum of six (6) line:s total/or A and B 
:such as (I, 2, 3, 6, 7 &8)or {I, 2, 6, 7, 8 &IJ). Creditvalw,s possible for eadt line are equal . 
..... ·-·-·-··-••...,.•-··-·•u,, ... , ... _,,,,., ... ,_, .. ,,,,,-... .-.,,-.. ,,.,0,,-•••-•-•• .. ••-...... ,,-" .. ,..,. .. ,,,.,,.,., .. ,_,,,. •.• , .. ,,,,,,,. .. ,,,,,,,, ... ,,,,,,.,,_ .. ..._ .. .,,, .... ,, .. ,,.,,,,,,,.,..,.,.,,,,,,.,,,,,,..,,,,., • .,,_,,..,,.,, ... ,_, .. ., .. ,,,,, .... ,.,,,,,_,,,_,..,.,,.,.,,, .. ,,,,,,,., .. ,,,,, __ ,. .. "''"'''-·-··-,.,,,,_,., ...... _,,,,, .. ,, .. ,...--···-·-----··.._-~,,,.-·-,····----.. __ ..,,_ .... 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

a. N8111e ofFirm: I b. Telephone 
MBE (5) or WBE (5) lll' SDVE (5); and Principle Number {2) 
ofFirm (S) That Prune Bidder Met With 

MBE 
WBE 
SDVE 
MBE 
WBE 
SDVE 
MBE 
WflE 
SDVE 
MBP. 
WBE 
SDVE 
MBE 
WBE 
SDVE 
MBE 
WBE 
SDVI! 

a. Name of Finn: MBE(S) WllE(S) SDVE (S) 

c. D8teof 
Meeling(2) 

I" Project 

d. Yearsin 
Business { 4) 

b. Name of Project (5) e. Subcontract Value (5) 

MBE 
WBE 
SD\IE 
MBE 
WBE 
SDVE 
MBE 
WBE 
SDVE 
MBE 
WBJ; 
SDVE 
MBE 
WBE 
SDVE 
MBE 
WBE 
SDVE 

c. Nwnberof 
Employees (4) 

f. Numbl!TOf 
Licensed 
Tradwnen (3) 

2-Prcject 

g Banding 
Umit(5) 

d .Natne of Project (5) e. Snbtonuact Valiu, (5) 

SECTION 004339 - MBE/WBEJSDVE GOOD FAITH EFFORT (GFE) DETERMINATION rev l 1/13 

h. Limit of Cleimal l i. Typical Project. Si:te 
Liability lmwi,nce (2) 
{3) 

3w Project 

f. Name of Project (5) g, Subcontract Value (5} 
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PartC. How did prime Bidder provide access to full sets of plans and specifications and specif"ie sections for this project to subcontractors and suppliers? 
Checlc boxes fer 1111 methods used. 
I. Diltctedto local plan room at __________ _ 
2. Made &VBilable at Prime Bidder's Office 
3. Directed to website at ____________ _ 

(1) 
(2) 
(1) 

4. 
s. 
6. 

Faxed specific sections 10 subcontractors and/or suppliers (attach copy) 
Maile<i or emailed specific sections to subcontractors and/or suppliers (attach copy) 
Hand carried directly to subcontractors and/or suppliers 

(3) 
(3) 
{S) 

Part D. How were subcontractors and supp1iers (specifically for this project) initially contacted and informed of Prime Bidder!s interest in receiving a proposal 
from them? 
Explain and attach copies of c:mails, telephone 1"1!S. iilx transmittals and logs, scopes of work fm specific categories of work. Please cross-refe1ence documentation for Parts E, F. G & H. (20) 

INSTRUCTIONS FOR PARTS E, F, G, & H - Provide the Information Requested for MBE/WBFJSDVE Finns for each of the "Categories of Work" and "Supplier" that you solicited 
participation. 

PartE. C.teaory or Catq:orieaorWork: -------------- Spedtlcaffon(s) Divioioll(s): S..c:tiolt(s): 

Name of Firm & Person C<iotacled M w s Telephone No. a. Dato oflnitial b. Follow-up date c. Amount of Bid d. Bid Accepted •· Jf Applicable. 
B B D Contact {S pts for 3 and assistBnce Received (15) (5) Reason for 
E E V weeb prior to bid given to sub- Rejection of Bid 
(.5} (5) E dlllc; :J pis for 2 roi>lractor prior to J1llllure to prtMde 
,/ .J (5) weeks prior; and l pl bid. Attach doc· infonnatlon (-5) 

" for I week prior.) umentatiou. (10) 
j~:;i:1·; '}J."·'· ~ :>; .~~;-,~k::.:·.,._ _,;:.,, '!;, ,.{~)~2\:~,~-~t~I 

1. 

2. 

3. 

4. 

5. 

6. 

Name(•)ofSetocted Firm(s) foT TltisCa/ego,yar Categories. ___________________ _ 

Part F. Camgory or Categorits of Work: _______________ _ SpeciliealloD(1) Divillon(s): ------

Bid(s) Acce))led $ -------

Set!tlo11(1): ____ _ 

Name of Finn & Person Colllacted M w s Telephone No. a. Date of lnitfal b. Follow•up. date c. Amount ofBid d. Bid Acc:ep.ted 

I. 

2. 

3. 

4. 

5. 

6. 

B B D Contact (S pis for 3 
E E V weeks ,nior to bid 
(5) (5) E date; 3 pt, for2 
,f -,f (5) wodts prior; a1'd I pl 

,f for I -.:k prier.) 

' :";( ~;.-;'..-;:.~~. ~~-
... ''!,' ., -· 

N11111c(s) Qf SclcctcdFirm(s) for This Category or Cattgories. ________________________ _ 

and assistance Received {I 5) (S) 
IP'lentO sub-
contractor prior to 
bid Affa<:ltdcc-
umentatio11. (TO) 

~ -... 1;\;i~\·~· ~{ti.a.R~(1tr.:..~l ~,. ... 

Tlid(s) A«epted $ ------

SECTION 004339 - MBE/WBFJSDVE GOOD FAITH EFFORT (GFE) DETERM1NAT10N rev 11/13 
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C, If Applicable, 
Reas.,nfor 
Rejedion of Bid 
Fail!IR to provide 
lnf-al'IIUltlOll (-5) 
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Part G. Category or Cat!gories of Work:---------------- Specification(•) Dm,io11(1), ------ Stdioo(•): -----

Name <!fFinn & Person Contal:led M w 
B B 
E E 
(5) (5) 
..j ..j 

s 
D 
V 
E 
(5) 
,/ 

I Telephone No. b, Follow-up date 
and us(stance 
gi~en to sub­
contractor prior to 
bid. Attach doc• 

c. Amount of Bid 
Received (JS) 

d. Bid Accepted 
(5) 

e. If AJ>!llicablc, 
Rea!!Oflfor 
Rejection ofBld 
F1t111re to provide 
lafonnftdon (-5} 

. ~,ci/i§L~~:;;,,;~,;· ~~',;~. ffe.Jtijllfl~!•'~ 

a. Date oflnitial 
Contael (5 plll fur 3 
Wi:cks prior lo bid 
date; 3 plS fur 2 
weeks prior; ;ind l pt 
fer I weelqllior.) 
%~·~?;~;*'·~ . umentation. (I 0) • J . . .. ··"' _.. . 

f.i,.~,,r,t~~li!'~~i~ '~~ "'k!/i/JJ!Xi-~i'M~lk~~,"til 
I. 

2. 

3. 

4. 

S, 
6. 1--------------------+--+---1---t-------1,--------+------+------+-----+-------1 

1, 

2; 

3. 

4. 

5; 

6. 

Name(s)ofSele<:tedFirm(s)forTbisCatcgorycrCstcgorie•. _________________________ _ Bid(s) Attepted $ ______ _ 

Part H. Suppljrl'!; 

Name of firm, Person, and type of Supplier Conlacted. M w s Telephone No. a. DQ!e oflnitial b. Material or c.Amountor d. Quote Accepll:d 
B B D Cootact (S l)ts for 3 Equipment Quote Received (5) 
.E E V wecl<, prior to bid Quoted (S) (IO) 
(S} (SJ E date; 3 iu for 2 
~ " (5) weeks prior; and I 

v pt for J woek 
prior.) 

- .. 
~--"'"!iii 

.:,,, 

Name(s) of Selected firm(s) fur this Categaiy or Categories. ____________________ _ Bid(i;) Accepted$ _____ _ 

NAME INFORMATION WILL BE VERIFIED AS NECESSARY, lNVALID INFORMATlONWILL RECEIVE NO SCORE. 
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"' If ApPlioable, 
Rearol! mr 
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Failu~ 11> proYld• 
lnfim11at10• {·SJ 
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INSTRUCTIONS FOR COMPLETING 
FORM NO. 004339 - MBEIWBE/SDVE 

GOOD FAITH EFFORT (GFE) DETERMINATION 

General lnformatign 

1. This form is to be used by the three apparent low bidders if they were not able to meet any or all of the stated MBE, WBE, or SDVE goaJ(s) 
for the project. 

2. This form is to be part of the Second Bid Submittal as explained in the "Instructions to Bidders." 
3. This form is designed for submittal of information to determine whether the bidder made a Good Faith Effort to obtain the MBEIWBE/SDVE 

goafs established for the project 
4. If a bidder achieves a participation goal, the bidder will be awarded full credit for that category. This score plus the GOOD FAITH EFFORT 

credit for the other categories not achieved for participation will determine if the bid is responsive to attaining the MBE, WBE and SDVE 
goals. 

5. This form shall be completed by the Prime Bidder. 

Completing Form No. 004339 

Step I 
Step2 
Step3 
Step4 

Step5 

Step6 

Indicate by checking the box if the waiver is requested for the MBE, WBI: or SDVE Goal(s). 
Provide the Project Number, Project Title and Company Name of Prime Bidder where indicated. 
Review the entire form well in advance of bid submittal to be familiar with the required information. 
Complete all of Part A, all of Part B, or a combination of Part A & Part B, such that a maximum of lines are completed. Only 6 of lines 1 
through 12 in Parts A & B will be considered. For lines 1 through 61 provide the name of the MBE, WBE or SDVE firm, name of the 
principal owner of the firm met with, their phone number, the date of the meeting and the other specific information requested related to 
that firm. For lines 7 through 12, provide the name of MBE/WBE/SDVE firm contracted with, the names of the projects they were used 
on, and the dollar values of their subcontracts. 
Complete Part C by checking the boxes for all methods that were used, being sure to provide for: 1. The plan room address: and 3. 
website address. Attach copies as requested. 
Complete Part D. Explain in this section how MBE/WBE/SDVE subcontractors were initially contacted and provide the contact name, 
date and time of contact, whether by phone or fax, and provide a copy of the scope of work they were asked to bid. 

INSTRUCTIONS FOR COMPLETING FORM NO. 004339 - MBE/WBE 
11/13 
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Instructions for Completing 
Form No. 004339- MBE/WBE/SDVE 
Page Two 

Step 7 

Step8 

Complete Parts E, F, and G. Indicate the category of work, specification division and section(s), for which MBE/WBE/SDVE participation 
is sought Provide: the name of the MBE/WBE/SDVE firm; person contacted; telephone number; date of initial contact; and attach 
documentation ta verify that a follow-up contact was made, such as date of follow-up and an explanation of what was discussed. 
Indicate on the form the amount of their bid, whether or not it was accepted, reason for rejection (if applicable) and name of selected 
firm and their bid amount. 
Complete Part H. Indicate the firm names of the contacted suppliers and person contacted, phone number, date of contact, type of 
material or equipment quoted amount of quote received, whether or not it was accepted, reason for rejection {if applicable), name of 
selected firm and their quote amount. 

Notes 

1. Information must be placed on the form where requested and attached documentation must indicate the PART, line and column on 
the form that it relates to, such as, "PART F - Line 2 -- Column B. • 

2. Information will verified by calling the firms listed, as necessary. Information that cannot be verified will not be considered in 
determining whether a good faith effort was made. 

3. Bidders are encouraged to provide information neatly organized and to provide a summary cover letter. 

INSTRUCTIONS FOR COMPLETING FORM NO. 004339 - MBE/WBE 
11/13 
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MISSOURI SERV1C£.:D1SABLED VETERAN BUSINESS FORM 

Pursuant to Section 34.074, RSMo, the Office of Administration, Division of Facilities Management, Design and 
Construction has a goal of awarding three (3) percent of all contracts for the performance of any job or service to 
service-disabled veteran businesses (see below for definitions included in Section 34.074, RSMo) either doing 
business as Missouri firms, corporations, or individuals; or which maintain Missouri offices or places of 
business, when the quality ofperfonnance promised is equal or better and the price quoted is the same or less or 
whenever competing bids, in their entirety, are comparable. 

Definitions (as provided by Section 34.074, RSMo): 

Service-Disabled Veteran is defmed as any individual who is disabled as certified by the appropriate 
federal agency responsible for the administration of veterans' affairs. 

Service-Disabled Veteran Business is defined as a business concern: 

a. not less than fifty-one (SI) percent of which is owned by one or more service-disabled veterans or, 
in the case of any pubJicly owned business, not less than fifty-one (51) percent of the stock of which 
is owned by one or more service-disabled veterans; and 

b. the management and daily business operations of which are controlled by one or more service­
disabled veterans. 

If a bidder meets the definitions of a service-disabled veteran and a service-disabled veteran business as defined 
in Section 34.074, RSMo and is either doing business as a Missouri firm, corporation, or individual; or maintains 
a Missouri office or place of business, the bidder must provide the following ( unless they are registered with 
Division of Purchasing and Materials Management httJ;l://content.oa.mo.gov/purchasin£•materials-management/) with 
the bid in order to receive the Missouri service-disabled veteran business preference over a non-Missouri 
service-disabled veteran business when the quality of performance promised is equal or better and the price 
quoted is the same or less or whenever competing bids, in their entirety, are comparable: 

a. a copy of a letter from the Department of Veterans Affairs (VA), or a copy of the bidder's discharge 
paper (DD Form 214, Certificate of Release or Discharge from Active Duty); and 

b. a completed copy of this form. 

(NOTE: For ease of evaluation, please attach copy of the above-referenced letter from the VA or a copy of the 
bidder's discharge paper to this Fonn.) 

By signing below, I certify that 1 meet the definitions of a service-disabled veteran and a service-disabled veteran 
business as defined in Section 34.014, RSMo, and that I am either doing business as a Missouri firm, 
corporation, or individual; or maintain Missouri offices or places of business at the location( s) listed below. 

Service-Disabled Veteran's Name 
(Please Print) 

Service-Disabled Veteran's Signature 

SECTION 004340 - SDVE BUSINESS FORM 
Re11 11/13 

Service-Disabled Veteran Business Name 

Missouri Address of Service-Disabled Veteran 
Business 
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SECTION 004541 -AFFIDAVIT OF WORK AUTHORIZATION 
STATE OF ) 

) 
COUNTY OF ) 

On this -----~ day of -----~----~ 20 ___ , before me appeared 

----------~ personally known to me or proved to me on the basis of satisfactory evidence to be a 

person whose name is subscribed to this affidavit, who being by me duly sworn, deposed as follows: 

My name is , and I am of sound mind, capable of making this 

affidavit, and personally certify the facts herein stated, as required by Section 285.530, RSMo, to enter into any contract 

agreement with the state to perform any job, task, employment, labor, personal services, or any other activity for which 

compensation is provided, expected, or due, including but not limited to an activities conducted by business entities: 

I am the of and l am duly authorized, 
title business name 

directed, and/or empowered to act officia11y and properly on behalf of this business entity. 

I hereby affirm and warrant that the aforementioned business entity is enrolled in a federal work authorization 

program operated by the United States Department of Homeland Security to verify information of newly hired employees, 

and the aforementioned business entity shall participate in said program with respect to all employees working in connection 

with the contracted services related to with the Office <if Administration, Division of Facilities 
Pro.Ect Nwnbcr 

Management, Design and Construction (FMDc). I have attached documentation to this affidavit to evidence 

enrollment/participation by the aforementioned business entity in a federal work authorization program, as required by 

Section 285.530, RSMo. 

In addition, I hereby affum and warrant that the aforementioned business entity does not and shall not knowingly 

employ, in connection to work under the within state contract agreement with FMDC, an alien who does not have the legal 

right or authorization under federaJ law to work in the United States, as. defined in 8 U.S.C. § 1324a(h)(3). 

l am aware and recognize that, unless certain contract and affidavit conditions are satisfied pUISuant to Section 

285.530, RSMo, the aforementioned business entity may be held liable under Section 285.525 through 285.559, RSMo, for 

subcontractors that knowingly employ or continue to employ any unauthorized alien to work within the state of Missouri. 

I acknowledge that 1 am signing this affidavit as a free act and deed of the aforementioned business entity and not 

under duress. 

Affidavit Signature 

Subscribed and sworn to before me this ___ day of ________ , 20 __ . 

Notary Public 
My commission expires: 

SEC'IlON 004541 - AFFlDA VlT OF WORK AUTHORIZATION 
02/12 
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State of Missouri 
Construction Contract 

THIS AGREEMENT, made (DATE) by and between: 

Contractor Name and Address 

hereinafter called the "Contractor," 

and the State of Missouri, hereinafter called the "Owner'', represented by the Office of Administration, Division 
of Facilities Management, Design and Construction, on behalf of the Department of {Projects. Udf_Department}. 

WITNESSETH, that the Contractor and the Owner, for the consideration stated herein agree as follows: 

ARTICLE I. STATEMENT OF WORK 

The Contractor shall furnish all labor and materials and perform all work required for furnishing and installing all 
labor, materials, equipment and transportation and everything necessarily inferred from the general nature and 
tendency of the plans and specifications for the proper execution of the work for: 

Project Name: {BidPackages.Notes} 

Project Number: ({Projects.Number} "@@@@@.(@@") 

in strict accordance with the Contract Documents as enumerated in Article 7, all of which are made a part hereof. 

ARTICLE 2. TIME OF COMPLETION 

The contract perfonnance time is XXX working days from the transmittal date of this agreement The contract 
completion date is MONTH, DAY, YEAR. This time includes twelve (12) working days for the Contractor to 
receive, sign and return the contract form along with required bonding and insurance cenificates. Failure of the 
Contractor to provide correct bonding and insurance within the twelve (12) working days shall not be grounds for a 
time extension. Receipt of proper bonding and insurance is a condition precedent to the formation of the contract 
and if not timely received.. may result in forfeiture of the Contractor's bid security. Work may not commence W1til 
the Owner issues a written Notice to Proceed and must commence within seven (7) working days thereafter. 

ARTICLE 3. LIQUIDATED DAMAGES 

Whenever time is mentioned in this contract. time shall be and is of the essence of this contract. The Owner would 
suffer a Joss should the Contractor fail to have the work embraced in this contract fully completed on or before the 
time above specified. THEREFORE, the parties hereto realize in order to adjust satisfactorily the damages on 
account of such failure that it might be impossible to compute accurately or estimate the amount of such loss or 
damages which the Owner wouJd sustain by reason of failure to complete fully said work within the time required 
by this contract. The Contractor hereby covenants and agrees to pay the Owner, as and for liquidated damages, 
the sum of $X,XXX per day for each and every day, Sunday and legal holidays excepted, during which the work 
remains incomplete and unfinished. Any sum which may be due the Owner for such damages shall be deducted 
and retained by the Owner from any balance which may be due the Contractor when said work shall have been 
finished and accepted. But such provisions shall not release the Bond of the Contractor from liability according to 
its tenns. In case of failure to complete, the Owner will be under no obligation to show or prove any ad:ual or 
specific loss or damage. 

SECTJON 005213 - CONSTRUCTION CONTRACT 
02/12 
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ARTICLE 4. CONTRACT SUM 

The Owner shall pay the Contractor for the prompt, faithful and efficient performance of the conditions and 
undertakings of this contract, subject to additions, and deductions as provided herein, in current funds the sum of: 

Base Bid: $ 

The Owner accepts the following Alternate Bids: 

Alternate One: $ 

TOTAL CONTRACT AMOUNT: ($CONTRACT AMOUNT) 

UNIT PRICES: The Owner accepts the following Unit Prices: 

For changing specified quantities of work from those indicated by the contract drawings and specifications, upon 
written instructions of Owner, the following unit prices shall prevail. The unit prices include all labor, overhead 
and profit, materials, equipment, appliances, bailing, shoring, shoring removal, etc., to cover the finished work of 
the several kinds of work called for. Only a single unit price shall be given and it shall apply for either MORE or 
LESS work than that shown on the drawings and called for in the specifications or included in the Base Bid. In the 
event of more or less units than so indicated or included, change orders may be issued for the increased or 
decreased amount. 

ARTICLE 5. PREVAILING WAGE RATE 

It is understood and agreed by and between the parties that not less than the prevailing hourly rate of wages shall he 
paid for work of a similar character in the locality in which the work is perfonned, and not less than the prevailing 
hourly rate of wages for legal holiday and ovenime work in the locality in which the work is performed, both as 
detennmed by the Department of Labor and Industrial Relations or as determined by the court on appeal, to all 
workmen employed by or on behalf of the Contractor or any subcontractor, exclusive of maintenance work. Only 
such workmen as are directly employed by the Contractor or bis subcontractors, in actual construction work on the 
site shall be deemed to be employed. 

When the hauling of materials or equipment includes some phase of the construction other than tbe mere 
transportation to the site of 1he construction, workmen engaged in this dual capacity shall be deemed to be 
employed directly on the project and entitled to the prevailing wage. 

ARTlCLE 6. MINORITY/WOMEN/SERVICE DISABLED VETERAN BUSINESS ENTERPRISE 
PARTICIPATION 

The Contractor has been granted a waiver of the I 0% MBE and 5% WBE and 3% SDVE participation goals. 
The Contractor agrees to secure the MBE/WBE/SDVE participation amounts for this project as follows: (OR) 

The Contractor has met the MBE/WBE/SDVE participation goals and agrees to secure the MBE/WBE/SDVE 

participation amounts for this project as follows: 

MBE/WBE/SDVE Firm: 
MBE/WBE/SDVE Finn: 
MBE/WBE/SDVE Finn: 

Subcontract Amt:$ 
Subcontract Amt:$ 
Subcontract Amt:$ 

SECTION 005213- CONSTRUCTION CONTRACT 
02/12 
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Total $ 

MBE/WBE/SDVE assignments identified above shall not be changed without a Contract Change signed by the 
Owner. 

The Director of the Division of Facilities Management, Design and Construction or his Designee sbal1 be the 
final authority to resolve disputes and disagreements between the Contractor and the MBE/WBE/SDVE finns 
listed above when such disputes impact the subcontract amounts shown above. 

ARTICLE 7. CONTRACT DOCUMENTS 

Contract documents shall consist of the following component parts: 

l . Division 0, with executed fonns 
2. Division l 
3. Executed Construction Contract Form 
4. The Drawings 
5. The Technical Specifications 
6. Addenda 
7. Contractor's Proposal as accepted by the Owner 

By signature below, the parties hereby execute this contract document. 

APPROVED: 

Charlie Brzuchalski, AJA 
Deputy Director of Planning & Design 
Division of Facilities Management, 
Desir and Construction 

SECTION 005213 - CONSTRUCTION CONTRACT 
02/12 

Contractor's Authorized Signature 

I, Corporate Secretary, certify that I am Secretary of the 
corporation named above and that (CONTRACTOR 
NAME), who signed said contract on behalf of the 
corporation, was then (TITLE) of said corporation and that 
said contract was duly signed for and in behaJf of tbe 
corporation by authority of its governing body, and is 
within the scope of its corporate powers. 

Corporate Secretary 

3 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION 
AFFIDAVIT FOR AFFIRMATIVE ACTION 

PROJECT NUMBER 

First being duly sworn on oath states: that 

he/she is the D sole proprietor D partner or O officer of 

NAME 

a D sore proprletorship D partnership 

or D corporation, and as such, said proprietor, partner, or officer is duly authorized to make this 

affidavit on behalf of said sole proprietorship, partnership, or corporation; that under the contract known as 

PROJECT TfflE 

Less that 50 persons in the aggregate will be employed and therefore, the appficable Affirmative Action 

requirements as set forth in Article 1.4 of the General Conditions of the State of Missouri have been met. 

DATE 

DAY Of YEAR 
NOTARY PUBLIC SIGNATURE MV COMM! ION EXf'IRES 

NOTAAV PUBllC NAME [TYPED OR PRINTED) 

MO JIXM401 (l16112) 

SECTION 005414-AFFIDAVIT FOR AFFIRMATIVE ACT JON Page J of I 



SECTION 006113- PEkFORM,ANCll; AND PAYMENT BOND FORM 

KNOW ALL MEN BY THESE PRESENTS, THAT we------------------
as principal, and _________________________________ _ 

________________________ as Surety, are held and firmly bound unto the 

STATE OF MISSOURI. in the sum of _____________ DoUars ($ ) 

for payment whereof the Principal and Surety bind themselves, their heirs, eicooutors, administrators and successors, jointly 

and severally, firmly by these presents. 

WHEREAS, the Principal has, by means of a written agreement dated the 

day of 20 enter into a contract with the State of Missouri for 

(Insert Project Title and Number) 

NOW, THEREFORE, if the Principal shall faithfully perform and fulfill all the undertakings, covenants, tenns, conditions and agreements of said 

contract during the original term of said contract and any extensions thereof that may be granted by the State of Missouri, with or without notice to 

the Surety and during the life of any guaranty required under the contract; and shal1 also faithfully perform and fulfill all undertakings, covenants, 

terms, conditions and agreements of any and all duly authorized modifications of said contract that may hereafter be made with or without notice to 

the Surety; and shall also promptly make payment for materials incorporated, consumed or used in conncx:tion with the work set forth in the contract 

referred to above, and all insurance premiums, both compensation and all other kinds of insurance, on said work, and for all labor performed on such 

work, whether by subconlraCtor or otherwise, at not less than the prevailing hourly rate of wages for work of a similar character (exclusive of 

maintenance work) In the locality in which the work is performed llJld not less than the prevailing hourly rate of wages for legal holiday and overtime 

work ( exclusive of maintcrumcc work) in the locality in which the work is performed both as determined by the Depsrtment of Labor and Industrial 

Relations or determined by the Court of Appeal, as provided for in said contract and in any and all duly authorized modifications of said contract that 

may be hereafter made, with or without notice to the Surety, then, this obligation shall be void and of no efrect, but it is expressly understood that if 

the Principal should make default in or should fail to strictly, faithfully Md efficiently do, perform and comply with any or more of the covenants, 

agreements, stipulations, conditions, requirerm,nts or undertakings, as specified in or by the terms of said conlra(:t, and with the time therein named, 

then this obligation shall be valid and binding upon each of the panics hereto and this bond shall remain in full force and effect; and the same may be 

sued on at the instance of any material lllffll, la.borer, mechanic, subcontractor, individual, or otherwise to whom such payment is due, in the name of 

the State of Missouri, to the use of any such person. 

Section 006113 - PERFORMANCE AND PAYMENT BOND 
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AND, IT IS FURTHER specifically provided that any modifications which may hereinafter be made in the tenns of the contract or in the work to be 

done under it or the giving by the Owner of any extension of the time for the performance of the contract or any other forbearance on the part of 

either the Owner or the Principal to the other, shall not in any way release the Principal and the Surety, or either or any of them, their heirs, executors, 

administrators and successors, from their liability hereunder, notice to the Surety of any such eictension, modifications or forbi:arance being hereby 

waived. 

IN WITNESS WHEREOF, the above bounden parties have executed the within instrument this ---------- day of 
~~~-~~~~~___,20 __ 

AS APPLICABLE: 

AN INDIVIDUAL 

Name: 

Signature: ________________ _ 

A PARTNERSHIP 

Name of Partner: 

Signature of Partner: 

Name of Partner: 

Signature of Partner: 

CORPORATION 

Finn Name: 

Signature of P~sident: 

SURETY 

Surety Name: 

Attorney-in-Fact: 

Address of Attorney-in-Fact: ----------------

Telephone Number of Attorney-in-Fact: _______ _ 

Signature Attorney-in-Fact: ----~-------------
NOTE: Surety shall attach Power of Attorney 

Section 006113 - PERFORMANCE AND PAYMENT BOND 
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STATE OF MISSOURI 

8 . OFFICE OF ADMINISTRATION 
DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION I' ; f:.;-:,~- '/~:{4/., ).A~-~;;;: 

, PRODUCT SUBSTITUTION REQUEST 
PROJECT TJ1U: AtlD lOCATION 

CHl:CK APPROPRIATE BOX 

D SUBSTITUTION PRIOR TO BID OPENING 
(Minimum of (5) working days prior to receipt of Bids as per Article 4- Instructions to Bidders) 

D SUBSTITUTION FOLLOWING AWARD 
(Maximum of (20) working days from Notice to Proceed as per Article 3 - General Conditions) 

FROM: BIDDER/CONTRACTOR (PRINT COMPANY NAME) 

TO: ARCHITECT/ENGINEER (PRINT COMPANY NA.ME) 

Bidder/Contractor hereby requests acceptance of the following product or systems as a substitution in accordance with 
provisions of Division One of the Bidding Documents: 
SPECIFIED PRODUCT OR SYSTEM 

SPECIFICATION SECTIOHNO. 

SUPPORTING DATA 

D Produd data for proposed substitution ls attached (Include description of product, stan<lards, perfonnance, and test data) 

n Sample D Sample will be sent, if requested 

QUALITY COMPARISON 
SPECIFIED PRODUCT 

NAME, BRAND 

CATALOG NO. 

MANUFACTURER 

VENDOR 

PREVIOUS INSTALLATIONS 
PROJECT ARCHITECT/ENGINEER 

LOCATION 

SIGNIFICAHTVARIATIONS FROM SPECIFIED PRODUCT 

SECTION 006325 - SUBSTITUTION REQUEST 

Revised 09/12 

SUBSTITUTION REQUEST 

l DATE INSTAI.LEO 
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.. 
REASONFORSUSSTITUTION 

DOES PROPOSED SUBSTITUTION AFFECT OTHER PARTS OF WORK? 

D YES 0 NO 

IF YES, EXPLAIN 

SUBSTITUTION REQUIRES DIMENSIONAL REVISION OR REDESIGN OF STRUCTURE OR A/E WORK 

D YES 0 NO 

BIDDER'S/CONTRACTOR'S STATEMENT OF CONFORMANCE OF PROPOSED SUBSTITUTION TO CONTRACT 
REQUIREMENT: 

We have investigated the proposed substitution. We believe that it is equal or superior in all respects to specified product, 
except as stated above; that it will provide the same Warranty as specified product; that we have included complete 
implications of the substitution; that we will pay redesign and other costs caused by the subStitution which subsequently 
become apparent; and that we will pay costs to modify other parts of the Work as may be needed, to make all parts of the 
Work complete and functioning as a result of the substitution. 

BIDDER/CONTRACTOR 

REVIEW AND ACTION 

D Resubmit Substitution Request with the following additional information: 

0 Substitution is accepted. 

D Substitution is accepted with the following comments: 

D Substitution is not accepted. 
AACHITEC"flalGINEER 

SECTION 006325 - SUBST1TUTI0N REQUEST 

Revised 09/12 

I DATE 

I DATE 

Page2 of2 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF FACIUTIES MANAGEMENT, DESIGN AND CONSTRUCTION 
FINAL RECEIPT OF PAYMENT AND RELEASE 

PFtOJECT HU""8ER 

KNOW ALL MEN BY THESE PRESENT THAT: hereinafter called "Subcontractor" who heretofore entered into an 

agreement with hereinafter called "Contractor", for the performance of work and/or furnishing of material for the 

construction of the project entitled 

(PR().)ECT TrTlE, PROJECT LOCATION, AND PROJECT NUM8ER) 

at 
(ADDRESS Of PROJECT! 

for the State of Missouri (Owner) which said subcontract is by this reference incorporated herein, in consideration of such 

final payment by Contractor. 

DOES HEREBY: 

1. ACKNOWLEDGE that they have been PAID IN FULL all sums due for work and materials contracted or done by 

their Subcontractors, Material Vendors, Equipment and Fixture Suppliers, Agents and Employees, or otherwise in 

the performance of the Work called for by the aforesaid Contract and all modifications or extras or additions 

thereto, for the construction of said projector otherwise. 

2. RELEASE and fully, finally, and forever discharge the Owner from any and au suits, actions, claims, and demands 

for payment for work performed or materials supplied by Subcontractor in accordance with the requirements of 

the above referenced Contract. 

3. REPRESENT that all of their Employees, Subcontractors, Material Vendors, Equipment and Fixture Suppliers, 

and everyone else has been paid In full all sums due them, or any of them, in connection with performance of 

said Work, or anything done or omitted by them, or any of them in connection with the construction of said 

improvements, or otherwise. 

OATEOthis day of , 20 

BY {TYPED OR PRINTED NAME) 

SIGNATURe 

TITLE 

Revised 09112 ORIGINAL: FILE/Closeout Documents 
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STATE OF MISSOURI INVOICE NO. PROJECT NUMBER 

•. :.-,.·n.; .. ~ ......... OFFICE OF ADMINISTRATION 
""· DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION ... 

\ 
) MBEIWBE/SDVE PROGRESS REPORT CtlECK IF FINAi. OA,E 

SUBMIT WITH 61,b INVOICES: (PLEASE CHECK APPROPRIATE BOX BELOW) OFINAL 0CONSUL TANT ncoNSTRUCTION 
PROJECT TITI.E 

PROJECT LOCATION 

FIRM 

TOTAL CONTRACT AMOUNT 

$ 

THE PERCENTAGE AND DOLLAR AMOUNT OF THIS PROJECT THAT ARE TO BE 
MBENVBE/SDVE AS INDICATED IN THE ORIGINAL CONTRACT: %and$ . 

CHECK 
ITEM TOTAL $AMOUNT& CONSUL TANT/SUBCONSUL TANT OR 

MBE 
WBE OF AMOUNT OF %COMPLETE CONTRACTOR/SUBCONTRACTOR/SUPPLIER 

SDVE 
WORK SUBCONTRACT (PAID-TO-DATE) NAME, ADDRESS, CONTACT, AND PHONE NUMBER 

MBE D $ $ 
WBE D 
SDVEO % - -

MBE 0 $ $ 

WBE 0 
SDVEO % - -

MBE D $ $ 
WBE 0 
SOVEO % - -

MBE D $ $ 
WBE D 
SDVEO % - -

MBE D $ $ 

WBE D 
SDVEO % - -

R8vissd 09112 ORIGINAL: Attach to ALL Progress and Final Payments 

SECTION 006Sl9.18 - MBFJWBE/SDVE Progress Report Pagel of I 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 

PROJECT r,ILIMB~R 

DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION 
AFFIDAVIT - COMPLIANCE WITH PREVAILING WAGE LAW 

Before me, the undersigned Notary Public, in and for the County of 

State of personally came and appeared 

(NAME) 

of the 

(POSITIClt,I) (NAM~ Of THE COMPANY) 

(a corporation) (a partnership) {a proprietorshlp} and after being duly sworn did depose and say that all provisions 

and requirements set out in Chapter 290, Sections 290.210 through and including 290.340, Missouri Revised 

Statutes, pertaining to the payment of wages to workmen employed on public works project have been fully satisfied 

and there has been no exception to the full and completed compliance with said provisions and requirements 

and with Wage Determination No: 

Department of Labor and Industrial Relations, State of Missouri on tile 

in carrying out the contract and working in connection with 

Located at 

(NAME OF PROJECTJ 

in 

(NAME OF THE INSTITUTION) 

Missouri, and completed on the day of 

SIGNATURE 

NOTARY PUBLIC EMBOSSER OR 
BLACK INK RUBBER STAMP SEAL 

Revised 09/12 

SUBSCRIBED ANO SWORN BEFORE ME, 1'1'11S 

DAYOF YEAR 
NOTARY PUBLIC SIGNATURE MY COMMISSION 

EXPIRES 

NOTARY PUBLIC NAME (TYPED OR PRINTED) 

FILE: Closeout Documents 

SECTlON 006519.21 - Affidavit ofCompli.a11ce with Prevailing Wage Law 

20 

issued by the 

day of 20 

County 

USE RUBBER STAMP IN CLEAR AREA BELOW 

Page 1 ofl 



SECTION 007300. SUPPLEMENTARY CONDITIONS 
1.0 GENERAL: 

A. These SuppJementary General Conditions clarify, add, delete, or otherwise modify standard terms and 
conditions of D1V1Sl0N 0, BIDDING AND CONTRACTING REQUIREMENTS. 

B. Anything In this documentto the contrary notwiihstqndillg. wherever ht, this dtlt;.u,uent the ter.ms 
"Director" or "Director or his Destgnee" or "F1!£illdes Manat.eme!JI,, Df!Sjgn and Construction" are 
!!J.ed, they shall mean the Construction & Fadlities Manaiement Offley, Offlce ofllte Adjutant 
General, Depllrlmmt of Public Safety. Stale ofMlssourl. Fprther, wherever the term 
"Conunissignq", "J)Msion ", or "Owner" are used they shqfl mean the Office gfthe lldiutant 
GenerqJ. Department ofPublicSafetv, SJgte ofMissouri. 

2.0 CONT ACTS: 
Designer. 

Construction Representative: 

Project Manager: 

Contract Speda1ist: 

{Contacts.Display Name} 
{Company.Name} 
{Addresses.Display Address} 
Telephone: {Contacts.Tel} 
Fax: {Contacts.Fax} 
Email: 
{Projects.Region} 
Divisi(l)l of Facilities Management, Design and Construction 
{ BidPackages. Udf _ ConstrAdminAddr} 
Telephone: {BidPackages.Udf_ CAPhoneNum} 
Fax: {BidPackages,Udf_CAFaxNuml 
Email: 
{Projects. Territory} 
Division of Facilities Management, Design and Construction 
301 West High Street, Room 730 
PO Box 809 
Jefferson City, Missouri 65102 
Telephone: {BidPackages.BidLocationTel} 
Fax: 573-751-7277 
Email: 
{Projects.Country} 
Division of Facilities Management, Design and Construction 
Telephone: 573-522-XXXX 
Fax: 573-751-7277 
Email: 

3.0 FURNISHING CONSTRUCTION DOCUMEN'JS: 
A. The Owner will furnish the Contractor with approximately {BidPackages.Udf_NumDrawings} 

complete sets of drawings and specifications at no chftl'ge, 
B. The Owner will furnish the Contractor with approximately {BidPackages.Udf_NumDrawings} 

sets of explanatory or change drawings at no charge. 
C. The Contractor may make copies of the docwnents as needed with no additional cost to the 

Owner. 
4.0 ILLEGAL IMMIGRATION REFORM AND IMMJGRANT RESPONSIJUUTY ACT 

The Contractor understands and agl'ees that by signing a contract for this project, they certify the 
following: 
A The Contractor shall only utiJize personnel authorized to work in the United States .in accordance 

with applicable federal and state laws. This includes but is not limited to the Illegal Immigration 
Refonn and Immigrant Responsibility Act (llRIRA) and INA Section 274A. 

B. If the Contractor is found to be in violation of this requirement or the applicable laws of the state, 
federal and local Jaws and regulations, and if the State of Missouri has reasonable cause to believe 
that the Contractor has knowingly employed individuals who are not eligible to work in the United 
States, the state shall have the right to cancel the contract immediately without penalty or recourse 
and suspend or debar the contractor from doing business with the state. 
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C. The Contractor agrees to fully cooperate with any audit or investigation from federal, state or local 
law enforcement agencies. 

S.O SAFETY REQUIREMli.:NTS 

Contractor and subcontractors at any tier shall comply with RSMo 292.675 and Article 1.3, E. of Section 
007213, General Conditions. 

6.0 INSURANCE REQUIREMENTS: 
From SECTION 007213 - GENERAL CONDITIONS, Article 6.2, delete "Builders Risk or Installation Floater'' 

insurance rerirem; a 
7.0 ENVIRONMENTAL MANAGEMENT SYSTEM (eMS): 

The Missouri National Guard (MONG) is required by Presidential Executive Order 13423 to establish an 
environmental management system (eMS). One of the key components of the eMS is the establishment 
of an Environmental Policy that must be communicated to all persons working for or on behalf of the 
organization including all suppliers and contractors. The policy stresses commitment to complying with 
accepted environmental requirements, legal and otherwise. The policy also dictates continued 
minimization of waste production and pollution while focusing on management of personnel, processes, 
real property, and materials in a manner to reduce environmental impacts. The entirety of this policy is 
available upon request to all parties by contacting the MOARNG Environmental Management Office. 

8.0 OFF-SITE BORROW & SPOIL DEPOSIT SITES FOR FEDERALLY FUNDED PROJECTS: 

A.AU Federally funded projects which involve off-site borrow and/or off-site spoil deposit sites will require 
written certification that the site(s) are in compliance with the National Environmental Protection Act 
and all related applicable Federal and State laws and regulations. If the need for off-site borrow and/or 
spoil sites is stipulated in the Contract Documents, the fullowing applies: 

B. The Contractor is required to use only the designated site described in the Contract Documents. If another 
off-site area is proposed by the Contractor, the Contractor must provide written certification to the 
Division of Facilities Management. Design and Construction Project Representative that the proposed 
borrow or spoil site has been cleared of environmental concerns in accordance with all applicable Federal 
and State Jaws and regulations. These include but are not limited to the following; Clean Water Act; the 
Endangered Species Act; the National Historic Preservation Act (NHP A) (The site must have Section 
106 Clearance); the Farmland Protection Act; Resource Conservation and Reco\lery Act; Comprehensive 
Environmental Response; Compensation and Liability Act; and RSMo Chapter 194, Section 194.400. 
Unmarked Human Burial Sites. Certifications shall include clearance letters and other evidence of 
coordination with the appropriate regulatory agencies. The Missouri Historic Preservation Office, PO 
Box 176Jefferson City, MO 65102, may be contacted to provide assistance with the NHPA and cultural 
resource issues pertaining to the borrow and spoil site regulations. The Missouri State Historic 
Preservation Office can provide a list of qualified and certified archaeologists to assist in borrow and 
spoil site investigations. 

C. If project conditions require off-site borrow or off-site deposit of spoils, the Conlractor wiJl be required 
to provide written certification to the Division of Facilities Management, Design and Construction 
Project Representative that the proposed borrow or spoil site has been cleared of environmental concerns 
in accordance with all applicable Federal and State laws and regulations. These include but are not 
limited to the foUowing: Clean Water Act; the Endangered Species Act; the National Historic 
Preservation Act (NHPA) (The site must have Section 106 Clearance); the Farmland Protection Act; 
Resource Conservation and Recovery Act; Comprehensive Environmental Response; Compensation and 
Liability Act; and RSMo Chapter 194, Section 194.400, Unmarked Human Burial Sites. Certifications 
shall include clearance letters and other evidence of coordination with the appropriate regulatory 
agencies. The Missouri Historic Preservation Office, PO Box. 176 Jefferson City, MO 65102, may he 
contacted to provide assistance with the NHP A and cultural resource issues pertaining to the borrow and 
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spoil site regulations. The Missouri State Historic Preservation Office can provide a list of qualified and 
certified archaeologists to assist in lxlrrow and spoil site investigations. 

D. The Owner recognjzes that additional time (beyond what is allowed in the Construction Contract) may be 
required in order to secure the aforementioned certifications and approvals. Should more time be 
required, the Owner will consider approval of a no-cost time extension contract change. The Contractor 
wiIJ be required to provide documentation that substantiates the need for the time extension. 

9.0 PROPERTY OWNER ADDITIONAL INSURED 
From SECTION 007213 - GENERAL CONDITIONS, Article 6.2, the property owner shall also be named as 
additionally insured. They are: (NAME PROVIDED BY PROJECT MANAGER) 

- LEAD AND ASBESTOS CERTIFICATION REQUIREMENTS; 
From SECTION 007213 -GENERAL CONDITIONS, Article .5.4.H.2, ADD receipt of Certification from 
Contractor meeting the requirements set forth in SECTION O 135 l 3. 16 - SITE SECURITY AND HEAL TH 
REQUIREMENTS, 3.4., NO ASBESTOS AND NO LEAD CERTIF1CA TlON. 
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PROJECT MANUAL 

{BidPackages.N otes} 

DESIGNED BY: {Company.Name} 
{ Addresses.Display Address} 

DA TE ISSUED: ( {BidPackages.Acceptlnvite Due Date} 
"Short Date") 

PROJECTNO.: ({Projects.Number}"@@@@@-@@") 

FOR: State of Missouri 
Office of Administration 
Division of Facilities Management, 
Design and Construction 
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SECTION 000107 ~ PROFESSIONAL SEALS AND CERTIFICATIONS 

PROJECT NUMBER: ({Projects.Number} "@@@@@-@@") 

THE FOLLOWING DESIGN PROFESSIONALS HA VE SIGNED AND SEALED THE ORIGINAL PLANS AND 
SPECIFICATIONS FOR THIS PROJECT, WHICH ARE ON FILE WITH THE DIVISION OF FACILITIES 
MANAGEMENT, DESIGN AND CONSTRUCTION: 
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SECTION 001116- INVITATION FORBID 

1.0 OWNER: 

A. The State of Missouri 
Office of Administration, 
Division of Facilities Management, Design and Construction 
Jefferson City, Missouri 

2.0 PROJECT TITLE AND NUMBER: 
A. {Bi&ackages.Notes} 

Project No.: ({Projects.Number} "@@@@@-@@") 

3.0 BIDS WILL BE RECEIVED: 

A. FIRST SUBMIIT AL: I :30 PM, ( {BidPackages.BidDueDate} ~Long Datett) 

B. SECOND SUBMITTAL: 5:00 PM, ({BidPackages.BidLocation} "Long Date") 

C. Place: Office of the Dire.ctor, Division of facilities Management, Design and Construction, Room 730, Truman State Office 
Building, 301 West High, PO Box 809, Jefferson City, Missouri 65102 

4.0 DESCRIPTION: 

A. Scope: 

B. Estimate: 
~$###,###,###,##0") 

The project includes {BidPackagcs.ScopeOfWork} 

( {BidPackages.BidLocationAddressJ} "$###,###,###,##0") to ({BidPackages.BidLocationAddress2} 

C. MBE/WBE/SDVE Goals: MBE ({BidPackagcs.PercentGoalMBE} "Percent"), WBE ({BidPackages.PercentGoalWBE} 
"Percent"), & SDVE ({BidPackages.PercentGoalVBE} PPercentw). NOTE: Only MBE/WBE firms certified by a State of 
Missouri pablh: entity as of the date of bid opening, or SDVE(s) meeting the requirements of Section 34,074, RSMo and I 
CSR 30-5.010, can be u5ed to satisfy the MBE/WBFJSDVE participation goads for this project. 

OR 

C. MBEfWBEfSDVE Goals: There are no MBEIWBE.JSDVE goals for this project. 

5.0 PRE-BID MEETING: 

A. Place/Time: {BidPackages.PreBidMeetTime}; ({BidPackages.PreBidMeetDate) "Long Date"); 
{ BidPackages.PreBidMcetLocation}. 

B. Access to State of Missouri property requires presentation of a photo ID by all persons 

6.0 HOW TO GET PLANS & SPECIFICATIONS: 

A Request: View Only Electronic bid sets are available at no cost or paper bid sets for a deposit of( {BidPacbges.Udf_PlanDeposit} 
''$###,###,###,##0") from American Docwnent Solutions(ADS). MAKE CHECKS PAYABLE TO American Document Solutions. 
Mail to: American Document Solutions, 1400 Forum Blvd., Suite JC, Columbia. Missouri 65203. Phone 573-446-7768, Fax 573-
355-5433. 

NOTE: Prime contractors will be allowed a maximum of two bid sets at the deposit rate sbowa above. Other requesters will be 
allowed only one bid set at this rate. Additional bid sets or parts thereof may be obtained by any bidder at the cost of 
printing and shipping by request to American Document Solutions at the address shown above. 

B. Refunds: Return plans and specifications in unmarked condition within 15 working days of bid opening to American Document 
Solutions, 1400 Forum Blvd., Suite IC, Columbia, Missouri 65203. Phone 573-446-7768, Fax 573-355-5433. Deposits for plans not 
returned within 15 working days shall be forfeited. 

Information for upcoming bids is available on the Division's web site -- http://oa.mo.gov/facilities 
Plans, specifications and bidders lists are available on-line for bidders reference on American Document Solutions web 
site - http://planroom.adsmo.net/ 

7.0 POINT OF CONT ACT: 

A. Designer: {Company.Name}, {Contacts.DlsplayName}, phone# {Contacts.Tel}, tax# {Contacts.Fax} 

B. Project Manager: {Projects.Territory}. phone# {BidPackages.BidLocationTel}, tax# 573-751-7277 

8.0 GENERAL INFORMATION: 

A. The State reserves the right to reject any and all bids and to waive all informalities in bids. No bid may be withdrawn for a period 
of 20 working days subsequent to the specified bid opening time. The contractor shall pay not less than the prevailing hourly rate 
of wages for work of a similar character in the locality in which the work is performed, as detennined by the Missouri Department 
of Labor and Industrial Relations and as set out in the detailed plllllS and specitkations. 

Bid results are available after 3:00 PM the day of the bid opening by calling: (573) 751-5868. 
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SECTION 002113 - INSTRUCTIONS TO BIDDERS 

l.O - SP.EC)AL NOTICE TO BIDDERS 

A. These specifications have bo1md hereto a complete set of bidding forms. They are for the bidder's 
convenience only and are not to be detached from the specifications or filled out and executed. One set 
of unbound bid fonns and labels will be furnished to each bidder and may be executed and submitted in a 
sealed envelope. 

B. Access to State of Missouri property requires presentation of a photo ID by all persons 

2.0 - BID DOCUMENTS 

A. The number of sets obtainable by any one (l) party may be limited in accordance with available supply. 
B. For the convenience of contractors, sub-contractors and suppliers, copies of construction docwnents are 

on file at the office of the Director, rnvision of Facilities Management, Design and Construction and on 
the Division's web site - http://oa.mo.gov/facilities/project-management. 

3.0 - BIDDERS' OBLIGATIONS 

A. Bidders must carefully examine the entire site of the work and shall make all reasonable and necessary 
investigations to inform themselves thoroughly as to the facilities available as well as to all the 
difficulties involved in the completion of all work in accordance with the specifications and the plans. 
Bidders are also required to examine all maps, plans and data mentioned in the specifications. No plea of 
ignorance concerning observable existing conditions or difficulties that may be encowitered in the 
execution of the work under this contract wiJI be accepted as an excuse for any failure or omission on the 
part of the contractor to fulfill in every detail all of the requirements of the contract, nor accepted as a 
basis for any claims for extra compensation. 

B. Under no circumstances will contractors give their plans and specifications to another contractor. Any 
bid received from a contractor whose name does not appear on the list of plan holders will be subject to 
rejection. 

4.0 ~ INTERPRETATIONS 

A. No bidder shall be entitled to rely on oral interpretations as to the meaning of the plans and specifications 
or the acceptability of alternate products, materials, fonn or type of construction. Every request for 
inteipretation shall be made in writing and submitted with all supporting documents not less than five (5) 
working days before opening of bids. Every interpretation made to a bidder will be in the form of an 
addendum and will be sent as promptly as is practicable to all persons to whom plans and specifications 
have been issued. AIJ such addenda shall become part of the contract documents. 

B. Approval for an "acceptable substitution" issued in the form of an addendum as per Paragraph 4A above, 
and as per Article 3.1 of the General Conditions; ACCEPTABLE SUBSTITUTIONS shall constitute 
approval for use in the project of the product. 

C. An "acceptable substitution" requested after the award of bid shall be approved if proven to the 
satisfaction of the Owner and the Designer as per Article 3.1, that the product is acceptable in design, 
strength, durability, usefulness, and convenience for the purpose intended. Approval of the substitution 
after award is at the sole discretion of the Owner. 

D. A request for "Acceptable Substitutions" shall be made on the Section 006325 Substitution Request 
Form. The request shall be sent directly to the project Designer. A copy of said request should also be 
mailed to the Owner, Division of Facilities Management. Design and Construction, Post Office Box 809, 
Jefferson City, Missouri 6S 102. 

5.0 - BIDS AND BIDDING PROCEDURE 

A. The bid procedure is a two-step submittal process. Bidders shall submit all submission fonns and 
accompanying documents by the stated time or their bid will be rejected for being non-responsive. If the 
second submission is not received by the specified time, the entire bid wilJ be rejected for being non­
responsive. See the Invitation for Bid for when bid fonns are to be submitted. 
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Depending on the spedfic project requirements, the following is a GENERIC list ofall possible bid 
forms and times when they may be due. Please check for specific project requirements on the proposal 
form (Section 004113). Not all of the folJoH1i11g bid forms may be required to be sulnnitted. 

First Submittal- due before stated date and time of bid opening {see lFB): 
0041 J 3 Bid Fonn (all pages are always required) 
004322 Unit Prices Form 
004336 Proposed Subcontractors Form 
00454 l Affidavit of Work Authorization 

Second Submittal - due before the stated date and time for second submittaJ {see IFB) by the 
THREE (3) APPARENT WW BIDDERS ON THE BASE BID (NOTE: Owner reserves the 
right to requke second submittal documents from any and all bidders on request.): 

004337 
004338 
004339 
004340 

MBE/WBB/SDVE Compliance Evaluation Form 
MBE/WBE/SDVE Eligibility Determination for Joint Ventures 
MBE/WBE/SDVE GFE Detennination 
SDVE Business Fonn 

(NOTE: See Article 7.D below for first and second submittal restrictions.) 

B. All bids shall be submitted without additional terms and conditions, modification or reservation on the 
bid forms with each space properly filled. Bids not on these forms will be rejected. 

C. All bids shall be accompanied by a bid bond executed by the bidder and a duly authorized sl.llety 
company, certified check, cashier's check or bank draft made payable to the Division of Facilities 
Management. Design and Construction, State of Missouri, in the amount indicated on the bid form, 
Sectic,n 004113. Failure of the contractor to submit the full amount required shall be sufficient cause to 
reject bis bid. The bidder agrees that the proceeds of the check, draft or bond shaH become the property 
of the State of Mfasouri, if for any reason the bidder withdraws his bid after closing, or if on notification 
of award refuses or is unable to execute tendered contract, prQvide an acceptable performance and 
payment bond, provide evidence of required insurance coverage and/or provide required copies of 
affinnative action plans within twelve (12) working days after such tender. 

D. The check or draft submitted by the successful bidder will be returned after the receipt of an acceptable 
performance and payment bond and execution of the formal contract. Checks or drafts of all other 
bidders will be returned within a reasonable time after it is determined that the bid represented by same 
will receive no further consideration by the State of Missouri. Bid bonds will only be returned upon 
request. 

6.0 - SIGNING OF BIDS 

A. Bids from an individual shall be signed as noted on the Bid Form. 

B. Bids from a partnership or joint venture shall require only one signature of a partner, an officer of the 
joint venture authorized to bind the venture or an attorney-in-fact. If the bid is signed by an officer of a 
joint venture or an attorney-in-fact, a document evidencing the individual's authority to execute contracts 
should be included with the bid form. 

C. Bids from a corporation shall have the correct corporate name thereon and the signature of an authorized 
officer of the corporation manually written. Title of office held by the person signing for the corporation 
shall appear, along with typed name of said individual. Corporate license number shall be provided and, 
if a corporation organized in a state other than Missouri, a Cenificate of Authority to do business in the 
State of Missouri shall be attached. In addition, for corporate proposals, the President or Vice-President 
should sign as the bidder, If the signator is other than the corporate president or vice l)resident, the 
bidder must provide satisfactory evidence that the signator has the legal authority to bind the corporation. 
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7.0 - RECElVJNG BID SUBMJTIALS 

A. Bid submittals are to be presented in sealed envelopes which. shall be plainly marked with project title, 
bid date and bid time and delivered to the place specified in the Invitation for Bids. Bidders shall be 
responsible for actua1 delivery of bid submittals during business hours, and it shall not be sufficient to 
show that a submittal was dispatched in time to be received before scheduled closing time fur receipt. 

B. Bidders are cautioned to allow ample time for transmittal of submittals by mail or otherwise. If a 
submittal is mailed, bidder should secure correct information relative to the probable time of arrival and 
distribution of mail at the place where it is to be received, and make due allowance for possible delays. 

C. Bidder's attention is directed to the fact that no submittal will be accepted or considered if delivered after 
the specified time for receipt. 

D. l. No telephonic, electronic mail, facsimile (FAX), or similar transmissions will be accepted or allowed 
for FIRST SUBMITTALS. 

2. Mailing, delivery, facsimile (FAX) transmission or electronic submission of SECOND 
SUBMITTALS will be allowed. lfthe bidder chooses to mail or deliver, the SECOND SUBMITI' AL 
envelope label provided should be used. Second submittal faxes may only ~ sent to 573-526-9826. 
Electronic MBE/WBE/SDVE forms may be accessed at http://oa.mo.gov/faciJities/vendor· 
links/contractor-fonns/. 

Electronic submission of second submittals may also be made only to the email address of: 
fMDCMWBEBlDLINE@oa.mo.gov. 

3. It is the bidder's sole responsibility to assure receipt by Owner of both submittals by the dates and 
times specified in the Invitation for Bid. 

E. Submittals received prior to the time of opening will be securely kept, unopened. The division 
representative whose duty is to receive submit.tats will decide when the specified time for opening bas 
arrived, and no submittal received thereafter will be considered. No responsibility will attach to any 
division representative for the early opening of a submittal not properly submitted. 

F. Submittals will be received separately or in combination as shown in and required by the Bid Form. 
Submittals will be completed so as to include insertion of all amounts for alternate bids, unit prices and 
cost accounting data, etc. Failure to complete all required information may be cause for rejection of bid. 

G. No Contractor shall stipulate in his bid any conditions not contained in the specifications or standard bid 
fonn contained in the contract documents. To do so may subject the Contractor's bid to rejection. · 

H. Bidders prices shall include all city, state and federal sales; excise and similar taxes which may be 
lawfully assessed in connection with bis performance of work and purchase of materials to be 
incorporated in the work. THIS PROJECT IS NOT TAX EXEMPT. 

1. The completed funns shall be without interlineations, alterations or erasures. If contractor desires, he 
may request additional copies offonns. 

J. The Owner reserves the right to waive informalities in bid submittals and to reject any or all bids. 

8.0 ~ MODIFICATION AND WITHDRAWAL OF BIDS 

A. Bidder may withdraw his bid at any time prior to scheduled closing time for receipt of bids, but no 
bidder may withdraw his bid for a period of twenty (20) working days after the scheduled closing time 
for receipt of bids. 

B. Modifications or corrections of any bid information previously submitted may only be made by letter or 
telegram. Modifications or corrections must be clearly marked with bid date, project name and .number 
and re<;eived by the Owner prior to the scheduled closing time for receipt of bids in accordance with the 
following provisions: 

I. To maintain bid confidentiality and insure assignment to the proper bid, any such written request 
must be contained in a sealed envelope which is plainly marked "Modification of hid on (project 
title, project number and bid date)." Name and address of bidder should be on sealed envelope. 

2. No requests for modifications or correction of previously submitted bids will be accepted by 
telephone, facsimile (FAX) transmission or electronic mail. 
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9.0 - AW ARD OF CONTRACT 

A. The Owne.r reserves the right to reject any and/or all bids and further to waive all informalities in bidding 
when deemed in the best interest of the State of Missouri. 

B. The Owner reserves the rigbt to let other contracts in connection with the work, including but not by way 
of limitation, contracts for the furnishing and installation of furniture, equipment, machines, appliances 
and other apparatus. 

C. In awarding the contract the Owner may take into consideration the bidder's skill, facilities, capacity, 
experience, responsibility, previous work record, financial standing and the neces:sity of prompt and 
efficient completion of work herein described. Jnability of any bidder to meet the requirements 
mentioned above may be cause for rejection of his bid. However, no contract will be awarded to any 
individual, partnership or corporation, who has bad a contract with the State of Missouri declared in 
default within the preceding twelve months. 

D. Award of aJtemates, if any, will be made in numerical order unless all bids received are such that the 
order of acceptance of alternates does not affect the detennination of the low bidder. 

E. No bid shall be considered binding upon the Owner until the written contract bas been properly executed, 
a satisfactory bond bas been furnished, evidence of required insurance coverage, submittal of executed 
Section 00454\, Affidavit of Work Authorization fonn, documentation evidencing enrollment and 
participation in a federal work authorization program has ken received and an affirmative action plan 
submitted. Failure to execute and return the contract and wisociated documents within the prescribed 
period of time shall be treated, at the option of the Owner, as a breach of bidder's obligation and the 
Owner shall be under no further obligation to bidder. 

F. lf the successful bidder is doing business in the Sµit:c of Missouri under a fictitious name, he shall furnish 
to Owner, attached to the Bid Form, a properly certified copy of the certificate of Registration of 
Fictitious Name from the State of Missouri, and such certificate shall remain on file with the Owner. 

G. Any successful bidder which is a corporation organized in a state other 1ban Missouri shall furnish to the 
Owner, attached to the Bid Form, a properly certified copy of its current Certificate of Authority to do 
business in the State of Missouri, such certificate to remain on file with the Owner; No contract will be 
awarded by the Owner unless such certificate is furnished by the bidder. 

H. Any successful bidder which is a corporation organized in the State of Missouri shall furnish at its own 
cost to the Owner, if requested, a Certificate of Good Standing issued by the Secretary of State, such 
certificate to remain on tile with the Owner. 

L Transient employers subject to Sections 285.230 and 285.234; RSMo, (out-of-siate employers who 
temporarily transact any business in the State of Missouri) may be required to file a bond with the 
Missouri Department of Revenue. No contract will be awarded by the Owner unless the successful 
'oidder certifies that he has complied with all applicable provisions of Section 285.230-234. 

J. Sections 285.525 and 285530, RSMo, require business entities to enroll and participate in a federal work 
authorization program in order to be eligible to receive award of any state contract in excess of$5,000. 
Bidders should submit with their bid an Affidavit of Work Authorization (Section 00454\) along with 
appropriate documentation evidencing such enrollment and participation. Section-004541, Affidavit of 
Work Authorization is located at - http://oa.mo.gov/facilities/yendor-links/contractor-forms . 

Information regarding a Memorandum of Understanding which is one form of appropriate 
documentation located at htt.ps://www.uscis.gov/e-verify/. Submittal of this fonn and appropriate 
documentation is required before the award of any contract. In addition the contractor shall be 
responsjble for compliance oftltese requirements by all su~ontractors and suppliers at any tier 
associated with this contract. 

10.0- SERVICE-DISABLED VETERAN'S 

A. For the purposes of these instructions, the terms "service-disabled veteran" and "service-disabled veteran 
business" have the same meanings as set forth in section 34.074, RS Mo. 
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B. The State of Missouri has a goat of awarding three percent of all construction projects to service-disabled 
veterans. Furthennore, service-disabled veteran businesses doing business as Missouri firms, corporations, 
or individuals, or which maintain Missouri offices or places of business shall receive a tbree-point bonus 
preference in the contract award evaluation process. The bonus preference will be calculated and applied 
by reducing any service-disabled veteran business's bid amount(s) by three percent of the lowest bid 
amount(s). This reduction is for evaluation purposes only, and will have no impact on the actual amount(s) 
of the bid or the arnount(s) of any contract awarded. 

C. Any bidder who is qualified as a Missouri service-disabled veteran pursuant to Section 34.074, RSMo, 
must complete and submit with the bid the MISSOURI SERVICE DISABLED VETERAN BUSINESS 
form and provide the specified documentation in accordance with the instructions provided therein. This 
form can be obtained at http:1/oa.mo.gov/facilities/vendor-links/cgntractor-fonns. 

11.0 - CONTRACT SECURITY 

A. The successful bidder shall furnish a performance/payment bond as set forth in General Conditions 
Article 6.l on a condition prior to the State executing the contract and issuing a notice to proceed. 

12.0 ~ LIST OF SUBCONTRACTORS 

A. If required by ''Section 004113 - Bid Form," each bidder must submit as part of their bid a list of 
subcontractors to be used in performing the work (Section 004336). The list must specify the name of 
the single designated subcontractor, for each category of work listed in "Section 004336 - Proposed 
Subcontractors Fonn." If work within a category will be performed by more than one subcontractor, the 
bidder must provide the name of each subcontractor and specify the exact portion of the work to be done 
by each. Failure to list the Bidder's finn, or a subcontractor for each category of work identified on the 
Bid Form or the listing of more than one subcontractor fur any category without designating the portion 
of work to be performed by each shall be cause for rejection of the bid. If the bidder intends to perform 
any of the designated subcontract work wjth the use of his own employees, the bidder shaU make that 
fact clear, by listing his own f'mn for the subject category. If any category of work Is left vacant, the 
bid shall be rejected. 

13.0 - WORKING DA \'S 

A. Contract duration time is stated in working days and will use the following defmition in determining the 
actual calendar date for contract completion: 

I. Working days are defined as all calendar days except Saturdays, Sundays and the following State of 
Missouri observed holidays: New Year's Day, Martin Luther King, Jr. Day, Lincoln Day, 
Washington's Birthday, Truman Day, Memorial Day, Independence Day, Labor Day, COiumbus 
Day, Veterans Day, Thanksgiving Day and Christmas Day. 
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SECTION 002213--SUPPLEMENT ARY INST.RUCTIONS TO RIDDERS- MBE/WBE/SDVE INSTRUCTIONS 

1.0 DEFINITIONS 

1. "MBE": Minority Business Enterprise. 

2. "MINORITY": 

a. "Black Americans," which includes persons having origins in any of the black racial groups of Africa; 

b. "Hispanic Americans," which inc1udes persons of Mexican, Puerto Rlcan, Cuban, Central or South 
American or other Spanish culture or origin regardless of race; 

c. ''Native Americans," which includes persons who are AmeriCIID Indians, Eskimos, Aleuts. or Native 
Hawaiians; 

d. "Asian-Pacific Americans, "which includes persons whose origins are from Japan, China, Taiwan, Korea, 
Vietnam, Laos, Cambodia, the Philippines, Samoa, Guam, the U.S. Trust Territories of the Pacific, or the 
Northern Marianas; or 

e. "Asian-Indian Americans," which includes pe:r.ions whose origins are from India, Pakistan or Bangladesh. 

3. ''MINORITY BUSINESS ENTERPRISE": A business cone~ which is at least fifty-one percent (51%) 
owned by one (I) or more minority as defined in 2. "MINORITY" above or in the case of ally publicly-owned 
business, fifty-one percent (51%) of the stock of which is owned by one (I) or more minority as defined in 2. 
"MJNORITY" above AND whose management and daily business operations are controlled by one (1) or more 
minority as defined herein. 

4. "WOE": Women Business Enterprise. 

5. "WOMEN BUSINESS ENTERPRISE": A business concern which is at least fifty-one percent (51%) owned 
by one (1) or more women or in the case of any publicly~owned business at least fifty-one percent (51%) of the 
stock of which is owned by one (I) or more women AND whose management and daily business operations are 
controlled by one ( 1) or more women. 

6. "SDVE": A Service~Disabled Veterans Enterprise. 

7. "SERVICE-DISABLED VETERAN"': Any individual who is service disabled as certified by the appropriate 
federal agency responsible for the administration of veterans' affairs. 

8. "SERVICE-DJSABLEO VETERANS ENTERPRISE": A service disabled veteran business as defined by 
Section 34.074, RSMo, meaning a business concern which is at least fi:fty-one percent (51%) owned by one (1) 
or more service-disabled veterans or in the case of any publicly-owned business at least fifty-one petcent (51%) 
of the stock of which is owned by one (I) or more service-clisabled veterans AND whose management and daily 
business operations are controlled by one {1) or more service disabled veterans. 

2.0 MBE/WBE/SDVE PROGRAM REQUIREMENTS 

A. For bids where MBE, WBE and or SDVE goals are greater than zero percent (0%) as noted in the "Invitation 
for Bid," the following provisions shall apply 

l. MBE/WBE/SDVE Percentage Goals: 

a. The bidder shall have as a goal subcontracting not less than the percentages stated on the Bid Form 
for MBE, WBE and SDVE firms. 

2. Computation ofMBE/WBE/SDVE Percent Goal Participation: 

a. The total dollar value of the work granted to the MBE, WBB or SDVE by the successful bidder shall 
be coU11ted towards the applicable goal of the entire contract. 

b. A bidder may count toward the MBE/WBE/SDVE goals only expenditures to certified MBE's, 
WBE's, or SDVE's that perform a commercially useful fimction in the work of a contract. A MBE, 
WBE, or SDVE is considered to perform a commercially useful function when it is responsible for 
executing a distinct element of the work contract and carrying out its responsibilities by actually 
performing, managing and supervising the work or providing supplies or manufuctlll'ed materials. A 
bidder who is a MBE, WB.E or SDVE may count 100% of the contract towards the MBE, WBE or 
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SDVE goal. {NOTE: MBE firms who bid as general contractors are expected to obtain WBE and 
SDVE participation; WBE finns who bid as general contractors are expected to obtain MBE and 
SDVE participation; and SDVE firms who bid as general contractors are expected to obtain MBE 
and WBE participation to meet the project's separate goals.) 

c. Bidder may count toward its MBE/WBE/SDVE goals expenditures for materials and supplies 
obtained from certified MBE, WBE, or SDVE suppliers and manufacturers, provided that the MBE, 
WBE, or SDVE assumes the actual and contractual responsibility for the provision of the materials 
and supplies. 

d. A bidder may count towards the MBE/WBE/SDVE goals that portion of the total dollar value oftbe 
work granted to a second or subsequent tier subcontractor or a supplier to any subcontractor at any 
tier, provided that the MBE, WBE, or $DV E properly assumes responsibility for the work as 
outlined in 2.A.2.b and 2.A.2.c above. 

e. A bidder may count towards the MBE/WBE/SDVE goals that portion of the total dollar value 
granted to a certified joint venture equal to the percentage of the ownership and control of the MBE, 
WBE, or SDVE parll:ter in the joint venture. 

3. Certification by bidder ofMBE/WBE/SDVE Subcontractors: 

a. The bidder shall submit with his bid the information requested in tbe MBE/WBE/SDVE 
Compliance Evaluation Form for every MBE, WBE, or SDVE subcontractor or material supplier the 
bidder intends to use on the contract work. 

b. The bidder may detennine the status of certification of a proposed MBE or WBE subcontractor or 
supplier by referring to the Office of Equal Opportunity (OEO) MBE.IWBE directory 
(https://apps I .mo.gov/oeo/); and the eligibility of a SDVE subcontractor or supplier by referring to 
the Division of Purchasing and Materials Management SDVE directory 
(htt_p://oa.mo.gov/purchasing/vendor-infonnation/missouri-service-disabled-veteran-business­
entemrise-sdve-information) or the Department of Veterans A flairs directory 
(https://www.vip.vetbiz.govD. Additional infonnation, clarifications, etc., regarding the listings in 
the Directory may be obtained by calling the Division at (573) 751-3339 and asking to speak to the 
Contract Specialist of record as shown in Section 007300, Supplementary Conditions. 

c. If the proposed subcontractor is certified as a MBE/WBE finn by any other State of Missouri 
agency or any Missouri city or county government agency, the bidder shall so note and provide 
particulars. Other known State of Missouri entities providing certification are: 

Mountain Plains Minority Supplier Development Council 

Human Relations Department, KCMO 

Lambert Intemati<mal Airport 

Metro (formerly Bi-State Development Agency) 

St. Louis Development Corporation 

St. Louis Minority Business Council 

SBA 8/St. Louis, MO 

Missouri Department of Transportation 

National Women Business Owners Corp. 

(Missouri firms only) 

4. Waiver of MBE/WBE/SDVE Participation: 

816-221-4200 

816-274-1432 

314-551-5000 

314-982-1457 

314-622-3400 Ext. 362 

314-241-1073 

314-539-6600 

573-751-2859 

561-848-5066 

a. The bidder is required to make a good faith effort to locate and contract with MBE's, WBE's and 
SDVE's. lfa bidder has made a good faith effort to secure the required MBE's, WBE's and SDVE's 
and has tailed, he may submit with his bid the information requested in "MBE/WBE/SDVE Good 

SECTION 002213 - SUPPLEMENTARY INSTRUCTIONS TO BIDDERS - Page2of4 
08/14 MBE/WBE/SDVE INSTRUCTIONS 



b. 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Faith Effort (GFE) Detennination." The Director will review the bidder's actions as set forth in the 
bidder's Application for Waiver, the ability or success of other bidders to obtain MBE, WBE, or 
SDVE participation in their bids, and any other factors deemed relevant by the Director, to 
determine if a good faith effort has been made to meet the applicable percentage goals. If the bidder 
is judged not to have made a good faith effort, the bid shall be rejected as being nonresponsive to 
the bid requirements. Bidders who demonstrate that they have made a good faith effort to include 
MBE, WBE, and SDVE participation will be determined to be responsive to the MBE/WBE/SDVE 
participation goals of the contract regardless of the percent of MBEJWBE/SDVE participation, 
provided the bid is otherwise acceptable. 

In reaching a determination of good faith, the Director may evaluate, but is not limited to, the 
following factors: 

How subcontractors were contacted initially, the specific project information provided and the 
documentation to support that contact; 

How project plans and specifications were provided to MBE/WBE/SDVE subcontractors; 

The names, addresses, phone numbers, and dates of contact for MBE/WBE/SDVE firms 
contacted for specific categories of work; 

Attempts to follow-up with MBE, WBE or SDVE subcontractors prior to bid to negotiate price, 
scope of work, or make other adjustments or clarifications; 

Amount of bids received from any of these subcontractors; 

Bid accepted from one of these subcontractors or reasons for rejectmg bids; 

The MBE, WBE, or SDVE suppliers contacted, date of contact, material or equipment, amounts 
of quotes; 

The ability or success of other bidders to obtain the MBE/WBE/SDVE participation in their 
bids. 

c. If MBE/WBE/SDVE goals have been identified on Section 004113-BID FORM, the three (3) 
apparent low bidders for the base bid are required to submit all appropriate MBE/WBE/SDVE 
documentation before the stated time and date set forth in the "Invitation for Bid" for the SECOND 
SUBMJTT AL. Failure to provide this information by the specified date and time will be growlds for 
rejecting the bid. 

MBE/WBF1SDVE fonns may be accessed at httJ)://oa.mo.gov/fmdc/dc/contractorforms.htm. 
Mailing or delivery in an envelope, facsimile (FAX) transmission, or electronic submission of the 
SECOND SUBMITIAL will be aJlowed. Second submittal faxes shall be sent to 573-526-9826. 
Electronic submission of second submittals shall be emailed to 
"FMDCMWBEBlDLlNE@oa.mo.gov." It is the bidder's sole responsibility to assure receipt by 
Owner of both submittals by the dates and times specified in the "Invitation for Bid." 

d The Director reserves the right to provide bidders the opportunity to correct or amplify the 
documented information received concerning MBE/WBE/SDVE goals. The additional infonnation 
will be transmitted to Facilities Man11gement Design and Construction within two (2) working days 
ofa phone or facsimile or email request from the Director's representative. 

3.0 CONTRACTOR REQUIREMENTS 

For contracts where there are MBE/WBE/SDVE participation goals as noted in the "Invitation for Bid," the 
following provisions shall apply: 

A. The Contractor is bound to subcontracting or obtaining materials in amowits not less than the doUar amount 
indicated in the awarded contract to MBE/WBE/SDVE (s) unless that amount is revised in writing by the 
Owner's representative. 
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B. If the Contractor fails to meet or maintain the participation requirements contained in the Contractor's bid, he 
must satisfactorily explain to the Director or his Designee why the requirement cannot be achleved and why 
meeting the requirement was beyond the Contractor's control. 

C. If the Director finds the Contractor's explanation unsatisfactory, the Director may take any appropriate action 
including, but not limited to: 

J. Declaring the Contractor ineligible to participate in any Facilities Management, Design 
and Construction contracts for a period not to exceed twelve (l 2) months; and 

2. Directing that the Contractor be declared non-responsive to the "Invitation for Bid," or in breach of this 
contract. 

D. If a MBE, WBE, or SDVE is replaced during the course of this contract, the Contractor shall replace it with a 
similar MBE, WBE, or SDVE OR make a good faith effort to replace it with another MBE, WBE, or SDVE. 
All substitutions shall be approved by the Owners Representative. 

E. The Contractor shall provide the Owner with regular reports on its progress in meeting it.s MBE/WBE/SDVE 
obligations. As a minimum, the dollar-value of work completed by each MBE, WBE, or SDVE subcontractor 
during the preceding month and as a cumulative total shall be reported with each monthly application for 
payment. A final report shall include the total dollar-value of work completed by each MBE, WBE, and SDVE 
subcontractor during the total contract. 
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STATE OF MISSOURI 
DIVISION OF FACILITIES MANAGEMENT, 

DESIGN AND CONSTRUCTION 
MBEIWBE/SDVE DIRECTORY 

The MBE/WBE Directory for goods and services is maintained by the Office of 
Equal Opportunity (OEO). The current Directory can be accessed at the 
following web address: 

http://www.directory.oeo.oa.mo.gov/ 

Please note that you may search by MBE, WBE, or both as well as by region, 
location of the business by city or state, as well as by commodity or service. 

The SERVICE DISABLED VETERAN ENTERPRISE (SDVE) Directory (s) 
may be accessed at the following web addresses: 

http://oa.mo.gov/sites/defaolt/files/sdvelisting.[!df 

https://www. vip. vet biz.gov/ 
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NOTE: ALL PAGES OF THIS BID FORM (004113) MUST BE COMPLETED AND 
SUBMfITED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

ST A TE OF IV1ISSOURI Bid Time: 1:30 PM 

Bid Date: -----
SECTION 004113 - BID FORM 
J.O BID: 

A. From: 

B. To: 

C.For; 

D. Project Number: 

E. Documents: 

F. BidAmount: 

G. Allowances·. 

{Bidder's Name) 

herein after called the nBidder". 

Director, Division of F~i1ities Management, Design and Construction 
Room 730, Harry S Truman State Office Building 
30 I West High Street 
Jefferson City, Missouri 65102 

hetein after called the "Owner." 

{ BidPackages.Notes} 

( {Projects.Number} "@@@@@-@@") 

hereinafter called the "Work." 

The undersigned, having examined and being familiar with the local conditions affecting 
the work and with the complete set of contract documents, including the Drawings, the 
invitation For Bid, Instructions To Bidders, Statement of Bidders Qualifications, General 
Conditions, Supplement to Genera! Conditions, and the technical specifications, including: 
addenda number through hereby proposes to perfonn the Work for the 
following: 

____________ Dollars($----------~ 

The Base Bid above must include an allowance of ( { BidPackages.Udf_SoleSourceDollar} 
"$### ,### ,### ,##0"). See Section O 12100 for details . 

• 
. ; , - ~ '-_ - - . . '' - ~ - . . '~ ' 

-' . ' . - : . . 
' . . 

.:f_r' , . (,. ", .. -- ' ' -~- .., ,,.. "'"' ·- . ,~.: ~ . ,.,, - , 

$ Dollars ($ __________ ..J 

2.0 MBEIWBE/SDVE PERCENTAGE OF PARTICIPATION PROJECl' GOALS: 

This project's specific goals are: MBE ( {BidPackages.PercentGoa!MBE} "Percent'') WBE 
( {BidPackages.PercentGoalWBE} "Percent"), and SDVE ({BidPackages.PercentGoalVBE} "Per<:ent"). NOTE: Only 
MBE/WBE firms certified by a S1ate of Missouri public entity, and SDVE(s) meeting the requirements of Section 34.074, 
RSMo, and 1 CSR. 30·5.0l 0, as of the date of bid opening, can be used to satisfy the MBE/WBF/SDVE participation goals 
for this project. 

3.0 BIDBOND 

A. Accompanying the bid is: _ 5% Bid Bond or_ Cashier's Check/Bank Draft for 5% of base bid. 

Payable without condition to the Division of Facilities Management. Design and Construction, State of 
Missouri, as per Article 5 of "Instructions To Bidders". 

4.0 CONTRACT COMPLETION TIME AND LIQUIDATED DAMAGES 
A. The Bidder agrees to complete the work within {BidPackages.Udf_Ca.lendarDays} working days from the date the 

Notice of Intent to A ward is issued as modified by additional days added by the Owner's acceptance of alternates, if 
applicable. This includes 12 wo~ing days for document mailing and processing. The Bidder further agrees to pay 
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NOTE: ALL PAGES OF THfS BID FORM (004113) MUST BE COMPLETED AND 
SUBMITIED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

to, or allow the State as liquidated damages the sum of ({Bid.Packages.Udf_LiqDamDaiJyRate} 
"$###,###,###,##0") for each working day thereafter that the entire work is not substantially complete. 

5.0 ATTACHMENTS TO BID: 

A. 004322 

B. 004336 

C. 004S41 

Unit Prices 

Proposed Subcontractors 

Affidavit of Work Authorization 

6.0 SUPPLEMENT AL BID DOCUMENTS 

fti>.l:i~. -''.""";~"\J'. .. -

A. 004323 SUPPLEMENT A- Cost Breakdown 

B. 004337 MBE/WBE/SDVE Compliance Form 

C. 004337A Supplement to MBE/WBE/SDVE 
Compliance Evaluation Fonn 

FIRST SUBMITTAL (SEE JFB for date & time) 

FIRST SUBMITTAL (SEE IFB for date & time) 

FIRST SUBMITTAL (SEE JFB for date & time) 

SECOND SUBMlIT AL (SEE IFB for date & time} 

SECOND SUBMIIT AL (SEE IFB for date & time) 

SECOND SUBMIITAL (SEE IFB for date & time) 

D. 004338 MBE/WBF/SDVE Joint Venture Form SECOND SUBMITTAL (SEE IFB for date & time) 

E. 004339 MBE/WBE/SDVE Waiver Form SECOND SUBMIIT AL (SEE lFB for date & time) 

P. 004340 SDVE Business Form SECOND SUBMITTAL (SEE IFB for date & time) 

G. Reference ~ection 013.513.16 DESE Drug Testing Certification DUE WITH·-

7.0 BIDDER'S CERTIFICA TlONS: 
A. The Bidder agrees to pay not Jess than the hourly rate of wages as determined by the Department of Labor and 

Industrial Relations, State of Missouri, in accordance with Sections 290.2)0 to 290.340, RSMo. 

B. The Bidder hereby certifies that this bid is genuine and is not made in the interest of or on behalf of any undisclosed 
person, ti.rm, or corporation, and is not submitted in conformity with any agreement or rules of any group, 
association or corporation; 

That be/she has not directly or indirectly induced or solicited any other bidder to put in a false or sham proposal; 

That he/she has not solicited or induced any person, firm or corporation to refrain from submitting a bid; 

That he/she has not sought by collusion or otherwise to obtain for him/herself any advantage over any other bidder 
or over the Owner. 

That he/she will not discriminate against any employee or applicant for employment because of race, creed, color or 
national origin in the performance of the work. 

That he/she certifies that he/she has based this propooa) upon an official /complete set of contract documents, either 
obtained from the Owner after Bidder placed himse1flherse1f on the bidders' Jist or from a secondary source !mown to 
the Bidder to have provided a complete and accurate set of contract documents, provided that if Bidder received the 
contract documents from such a secondary source, any errors or omissions in the contract documents shall be 
interpreted and construed in favor of the Owner and against the Bidder. This proposal is also based upon the conditions 
within Article 1.2 of the General Conditions. 

That he/she certifies that he/she will comply with the provisions of Sections 285.230-234, RSMo, regarding 
transient employers. 

That he/she has enrolled and is and will continue to participate in a federaJ work authorization program in 
accordance with Sections 285.525 and 285 .53 0, RSMo for the duration of this contract. 
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NOTE: ALL PAGES OF THIS BID FORM (004113) MUST BE COMPLETED AND 
SUBMlITED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

8.0 CONTACT INFORMATION (mandatory for all bidders): 

0 Sole Proprietorship/General Partnership O LLC O Limited Partnerahip O CoipOiation D Joint Venture 

Business Name; 

Address: 

Telephone: Fax Number: 

Federal ID Number: ________ or Social Security Number: 

Missouri Business Charter Number: _____ ( or provide the proper certificate from the Secretary of State) 

Contact Name: Contact email: ------------ ---------------
9.0 SIGNATURES: 

FOR SOLE PROPRIETORSHIPS/GENERAL PARTNERSHIPS ONLY: 

Name each general partner: 
Sole Proprietor's Name (printed) 

Today's Date: _____ _ 

I, ---------' being the sole proprietor/general partner of (name of business) 

----------- (and /f lhe name of said business iJ other than my legal name, having filed a 

Registration of Fiditious Name with the Missouri Secretory of Staie in order to allow me to use such name in 

connection with my business. as provided bySecli<m 417.200, RSMo. et seq.), do hereby submit this bid and agree to be 

bound unto the State of Missouri as herein provided (if a general partnership, all partners must sign below). 

Signature:--------------

Signature:------------- Signature;---------------

FQR LIMITED LIABILITY COMPANIES ONLY: 

_________________ today's date ___ State(s) of organization; _____ _ 

Manager's (or Managing Member's) Name (printed) 

1, , being the Manager (or Managing Member) of(full lega! name oflimited 

liability company from Articles of Organization) and being duly 

authorized to act as herein provided on behalf of said limited liability company, do hereby submit this bid on behalf of 

said limited liability company and agree that said limited liability company shall be bound unto the State of Missouri as 

herein provided. 
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NOTE: ALL PAGES OF THIS BID FORM (004113) MUST BB COMPLETED AND 
SUBMITTED OR THE BID MAY BE REJECTED FOR BEING NON-RESPONSIVE. 

FOR LIMITED PARTNERSHIPS/LIMITED LJABILITY P ARTNERSHIPS/LIMlTED LIABILITY LIMITED 
PARTNERSHlPS ONLY: 

______________ today's date: ____ State(s) of organization: _______ _ 
General/Managing Partner's Name (printed) 

l, ___________ ,, being the General Partner/Managing Partner of (full legal name oflimited 

partnership/limited liability partnership/limited liability limited partnership from partnership agreement or Certificate of 

Limited Partnership} , and being duly authorized to act as herein provided on 

behalf of said limited partnership/limited liability partnership/limited liability limited partnership, do hereby submit this 

bid on behalf of said limited partnership/limited liability parmershipnimited liability limited partnership and agree that 

said limited partnership/limited liability partnership/limited liabilify limited partnership shall be bound unto the State of 

Missouri as herein provided. 

Signature: ___________ _ 

FOR CORPORATIONS ONLY: 

President's Name (printed) Secretaiy's Name (printed) Today's date 

State(s) of incorporation:-----------------

I,-----------~ being the (officer or title) __________ of(full legal name of 

corporation, from Articles of Incorporation) ---------------' and being duly 
authorized by the Board of Directors of said corporation to act as herein provided on behalf of said corporation, do 

hereby submit th.is bid on behalf of said corporation and agree that said corporation shall be bourn:I unto the State of 

Missouri as herein provided. 

Signature:--------------
President Corporate Secretary 

The Pxesident should sign 113111c bidder. ff the signator is other lhllll the corporate presidenl, lhc bidder must provido satilfliictoJY evidence 
that the signator has the legal authority to bind the corporation. 

FOR ASSOCIATIONS/JOINT VENTURES: If multiple business entities/individuals are bidding collectively as an 
association or joint venture, each business entity/individual bidding as part of the association or joint venture shall sign 
this bid in the above sections relevant to the form that such business entity or individual does business, and the bidder 
shall duplicate the necessary number of signature pages so that all members of the association or joint venture shall sign 
this bid. If a name is adopted for use by the association or joint venture, the association or joint venture shall file a 
Registration of Fictitious Name with the Missouri Secretary of State in order to use such name in connection with the 
associati.on or joint venture, as provided by Section 417 .200, RSMo, et seq. 

SECTION 004 IJ 3 - B1D FORM 
IJ/13 
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... 

SECTION 004322 - UNIT PRICES 
"@@@@@-@@") 

PROJECT NUMBER ( {Projects.Number} 

1.0 Description 

A. For changing specified quantities of work from those indicated by the contract drawings and specifications. 
upon written instructions of Owner, the following unit prices shall prevail. The unit prices include an labor, 
overhead and profit, materials, equipment, appliances, bailing, shoring. shoring removal, etc., to cover the 
finished work of the several kinds of work called for. Only a single unit price shall be given and it shall 
apply for either MORE or LESS work th1111 that shown on the drawings and called for in the specifications or 
included in the Base Bid. In the event of more or less units than so indicated or included during construction 
the total contract price shall be decreased as appropriate or increased by contract change in accordance with 
General Conditions Article 4.1. 

2.0 U11it Prices: 

A. Unit Price: 

B. Unit Price: 

SECTION 004322 - UNIT PRJCES 
02/12 

Example: $ __________ per square yard 

Example; $ _________ per cubic yard 
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SECTION 004323- SUPPLEMENT A- COST BREAKDOWN 
PROJECT NUMBER: 

I.O THE BIDDER HEREBY PRO JI/DES A COST BREAKDOW!fFOR THE FOLJt,OWIN(i: 

A. ltem 1 : Description 

B. Item 2: Description 

C ltem 3: Balance of Work 

Base Bid Total: 

SECTION 004323 • SUPPLEMENT A - COST BREAKDOWN 
2114 

$ ____ _ 

$ ____ _ 

$ ____ _ 

$ ____ _ 

Pagel of I 
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SECTION 004337 - MBE/WBE/SDVE COMPLIANCE EVALUATION FORM 

Project N8lllC: 
"@@@@@-@@") 

Project No.: ({Projects.Number} 

This form is to be completed by bidders lllld submitted to the State of Missouri, Division of facilities Management, Design and 
Construction with the second bid submittal. Submit one form per MBE/WBE/SDVE firm involved with the project. This includes any 
MBE/WBE/SDVE general co11tractor,joint venture, subcontractor or supplier, regardless of how many tier levels of sub-contracts. 

A condition for remaining in competition for award is the satisfactocy completion of this form for each minority/woman/service disabled 
veteran-owne<I ftnn that will perform a commercially useful fi.Ulction on the contract The undersigned submits the following data with 
respect to the following finn's assurance to meet the Off"~ of Administration's goal for MBE/WBE/SDVE participation. 

t. Name of General Contractor: 

2. MBEJWBEJSDVEFinn: __________________________ _ 

(Nllme) 

Type of Business: 

Officer Name & Title: 

{Address) 

(Phone Number) 

--------------

(City, State, Zip Code) 

(Fax Number) 

Type of Firm: 0 MBE O WBE tJ SDVE 

3. Describe the subcontract actual work to be perfonned (List BASE BID work and 1111y AL TERN ATE work separately): 

BASE BID: 

ALTERNATE (S): (identify separately) 

4. Indicate the dollar($) amount of contract to be subcontracted to the MBEIWBE/SDVE Finn: 

BAS.EBID; $ --------------------

ALTER.NA TE (S): (identify separately) 

$ -------------------------
$ ______________________ _ 

$ ______________________ _ 

5. ls the proposed subcontractor listed in the Minority/Women Business Ente;prise Directory maintained by the Office of Equal 
Opportunity (OEO) or the Division of Purchasing and Materials Management SDVE directoty? YES D NO 0 

6. Is the proposed subcontractor certified ns a MBE'JWBE finn by another Sta.le of Missouri public entity? YES O NO O 
If yQs, please provide the name and address of such enlity below. Also provide a copy of the subcontractor's certificate or 
certification letter from such entity for verification. 

Name & address of Missouri: certifying public entity: 

Name of General Contractor Signee (Print). ____________________ _ 

Signature: 

Title: _____________________ Date: _____ _ 

SECTION 004337 • MBE/WBE/SDVE COMPLIANCE EVALUATION FORM 
l l/13 
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FMDC FAST TRACK REQUIREMENTS 

If you are not certified by Office of Equal Opportunity (OEO} as a MBE or WBE, but are certified by 
another approved certifying entity, this form must be completed and a copy of your current certificate 
provided with the bid you are submitting. The OEO "Fast Track" certification process will allow your 
firm to receive designation as a minority and/or woman business enterprise (MBEIWBE) with the State 
of Missouri. This designation witl last through the duration of the project, or the expiration date on your 
current M/WBE certification. 

Company Name-------------------------

Owners Name --------------------------

Mailing Address ------------------------­

Street Address if different from Mailing------------------

City _____________ State ______ Zip _______ _ 

E-Mail Address ________________________ _ 

FEIN Number __________ _ 

Indicate which ethnicity category applies to your business: 

0 African American Male-MO 
0 Asian American-M1 
0 Hispanic Male-M2 
0 Native American Male-M3 
0 Other Male-M4 
0 African American Female-MS 
0 Asian American Female-MS 
0 Hispanic Female-M7 
0 Native American Female-MS 
0 Other Female-M9 
0 Female-WO 

Date Company was Established--------

Number of employees: 
Full Time Part Time Total Employees: 

Commodity/Service Description:------------------

Bonding Limit (If applicable)------------­
Project Limit (If applicable)--------------

SECTION 004337A - SUPPLEMENT TO MBE/WBE COMPLIANCE EVALUATION FORM 
l I/13 



THIS PAGE INTENTIONALLY LEFT BLANK 



SECTION 004338 - MBE/WBE/SDVE ELIGIBILITY DETERMINATION FORM FOR JOINT 
VENTURES 

Project Name: Project No.: ( {Projects.Number} "@@@@@-@@") 
If bidder is a joint venture, this fonn ~hall be completed and submitted with the second bid submittaJ to the Missouri State Division of 
Facilities Management, Design and Construction. 

1. Joint Venture Firm: 
(Name) 

(Address) (City, State, Zip Code) 

(Phone Number) (fax Number) 

2. In order to be counted toward project MBE/WBEISDVE goals, the MBE/WBE/SDVE partner(s) must be cllfTently certified by 11. 

State of Missouri public entity or have proof of SDVE eligibility. ldentify the firms which comprise:: the joint venture and include 
a copy of the certification of each MBEJWBE/SDVB finn included in the joint venture. 

(a) Describe the role of each MBE, WBE, or SDVE firm in the joint venture: 

(b) Briefly describe the experience and business qualifications of each non-MBE/WBE/SDVE co-vCJlturer. 

3. What is tbe claimed percentage of MBE/WBE/SDVE 0"11ersbip in the joint venture? 

4. Ownership of joint venture. Attach a copy of thll )eint venture agreement. (The following need not be fiJled in if 
described in the joint venture agreement) 

(a) Description of profit and loss sharing: 

SECTION 004338 • MBE/WBE/SDVE EUGIBIUTY DETERMINATION FORM FOR JOJNT VENTURES 
I J/13 Page I of3 



(b) Description of capital contn'butions, including equipment: 

(c) Description of other applicable ownership interests: 

6. Control of, and participation in, this contract. Identify by name, race, sex, and "firm" those individuals (and their 

titles) who are responsible for day-to-day management and policy decision making including, but not limited to, 

those with prime responsibility for: 

~ Financial Decisions 

a Hiring ( of management) 

" Management Decisions 

"Firing (of mllllagement) 

o Estimating • Marketing 0 Sales 

"PurchMe of major items or supplies 

Name Rate Sex Firm & Title Resuonsibilitv Manaizemeut Decisions 

NOTE: If after filing this information and before the completion of the joint venture's work on the conll'act covered by this 
regulation, there ls any significant change in the infonnation submitted, the joint venture must infonn the Commissioner, 
either directly or if the joint venture is a subcontractor through the prime contractor. 

AFFIDAVIT 

"The Wldersigned swear that the foregoing statements are correct and include all material and information necessary 
to identify and explain the terms and operation of our joint venture and the intended participation by each joint 
venturer in the undertaking. Further, the undersigned covenant and agree to provide the Commissioner, Office 
of Administration, current, complete and accurate information regarding actual joint venture work and the 
payment therefore and any proposed changes in any of the joint venture arrangements and to pennit the audit 
and examination of tlle books, records, and files of the joint venture, or those of each joint venturer relevant to 
the joint venture, by authorized representatives of the Commissioner ofthe Office of Administration. Any 
material misrepresentation win be grounds for terminating any contract which may be awarded and for 
initiating action under Federal or State laws concerning false statements." · 

Name offinn: -------------­
Signature; 

Nwne ofFinn: ______________ _ 

Signature: 

Name: Name: 

Title: Title: 

Date: Date: 

SECTION 004338 - MBE/WBE/SDVE ELIGIBILITY DETERMINATJON FORM FOR JOINT VENTURES 
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Date: 

Slate of: 

County of: 

On this _____________ day of ___________ _, 20 __ , before me appeared 

(name) to me personally known, who, being duly sworn, did execute the foregoing 

affidavi~ and did state that he or she was properly authorized by (name offinn) ______________ _ 

to execute the affidavit and did so as his or her own free act and deed. 

Date: 

State of: 

Notary Public: ----------------­

My commission expires: ---------------

County of: 

(seal) 

On this ____________ day of ___________ ~ 20__, before me appeared 

(name) to me personally known, who, being duly swom, did execute the foregoing 

affidavit, and did state that he or slle was properly authorized by (name of finn) ---------------­

to execute the affidavit and did so as his or her own free act and deed. 

Notaty Public: ------------------ (seal) 

My commission expires: --------------

SECTION 004338 - MBE/WBE ELIGIBILITY DETERMINATION FORM FOR JOINT VENTURES 
J 1/13 Page 3 of3 
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MBE/WBEISDVE GOOD FAITH EFFORT (GFE) DETERMINATION - FORM NO. 004339 
Bidders must request a GFE detennination for EACH category goal not achieved: 

REQUEST FOR MBE GOAL WAIVER 
REQUEST FOR WBE GOAL WAJVER 
REQUEST FOR SDVE GOAL WAJVER 

D 
D 
D 

PROJECT NO. {{Projectl.Nu111ber} "@@@@@-@@") PROJECT TmE SUBMITIED BY Prime Bidder 
Pkase eomplete the following Wormation. Scoru will be. based on lhe comparison of effort 111ade by the bidders on tlua. projett and the completeness of the informaJioll. Maximum points possible is irnlicoJed in 
parenthesi$ ( ) for each type of informatiQfl l'l!(Jue.tted. Bidders not attaining the project MB&'WBWISDVE goal, mull secu,e new.rsary credil In each category through a combma,iqn o.f participalion (lll&'or effort In 
order to he co11Stdered re$fJOnsm 10 the project gQQ/s. 

INSTRUC1'lONS FOR PA.RT A and B- Prime Bidder has the oplton of completing all lines (1-6) of Part.A or al/ lines (7-12) of Part Bora combination of A and B with a maximum of six (6) line.s total/or A and Fl 
such as (!, 2. J, 6. 7 &8} or (I, :2, 6, 7, 8 &JJ ). Credit wihies possible Jot each lin£ are equal. 

,,_, __ ....... -·-·· ....................... _ ............... -...................................... ,. .................. _ .......... _ .... ., ....... _ ..................... .,....., __ ~_ .. ,,. _____ .. , .. _ ... ,. ....... _.,,._, _______ __, ...... _" __ .................................. _ ..................... _ .. _.. ........ _ ..................... , ........ --,, ............ -......... ___ , ___ , .. ,, ............ , ............... _, 
,o.,, ••. -. ••~- •,,.~_,_,._,.,_ • ..,,,,,.,_.,,,~.,_.,_,,....,u,___ ,. ___ ,_.,,0~,·-~""""'~•··''~A •"'-"'-"'"- .,.,..,,,,, n .. ,,_,..,,,~-~·~~·a·, •y,••.,.;-,~,--'-'•- ,<"'-"""·"'""-•• "• --.o.cc,,,,,., .. ..,, ___ ,, .. ._ ""'"-·''" .• ,. ·•• • ·-••••••-•- .· 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8, 

9. 

10. 

11. 

12. 

a. Name ofFirm: 
MBE (S) or WBE (S) ~t SOVE (S); 111d Principle 
of Pinn {S) Tlull. Prime Biddtr Met Wilb 

MBE 
WBE 
SOVE 
MBE 
WBE 
SDVE 
MBE 
WBE 
SOVE 
MBE 
WBE 
SOVE 
MBE 
WBE 
~VE 
Ml3E 
WBE 
SDVE 

a, Name offinn: MBE (5) W13E ($) SD\l'B (5) 

MBE 
WBE 
SOVE 
MBE 
WBE 
SDVE 
MBE 
WBE 
SOVE 
MBE 
WBE 
SDVl! 
MBII 
WBE 
SUVE 
MBE 
WBE 
SDVE 

b. Tolephonc 
Nu111ber{2) 

C. Dateof 
Meeting{Z) 

d. Yl'aliin 
Busineias (4) 

1• l'rojCill 

b. Name of Proje~ (SJ c. Su.bcon1ract Valua (S) 

"· l'illllllberof 
Employees (4) 

f. Numbcrof 
Li=i .. d 
Tradesme" (3) 

2-Project 

g Bonding 
L111lit(5) 

d .Name Dfl'toject(S) e. S11bcontraet Value (S) 

SECTION 004339 - MBE/WBE/SDVE GOOD FAITH EFFORT (GFE) DETERMINATION rev 11113 

h. LimitofOeneral 
Liabili1y Insurance 
(3} 

i. Typical Projec:fSi>ae 
(2) 

l"' Project 

fNameoiProj~(5) g, Subcouttact Voluc {5} 
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Part C. How did prime Bidder provide access to full sets of plans and spetifications and specific sections for this projeet to subcontraetors and suppliers? 
Chi!ck boxes for all methods used. 
1. Directed to local plan room at--=----------
2. Made available at Prime Bidder's Office 
3. Directed to website at ____________ _ 

(I) 
(2) 
(1) 

4. 
5. 
6. 

Faxed spc:,:ific sections to subcontractors ®dlor suppliers (attach copy) 
Mailed or emailed specific se~ions to subcontractors and/or suppliers (attach copy) 
Hand cerried directly to subcontractors and/or suppliers 

(3) 
(3) 
(5) 

Part D. How were subcontractors and suppliers (specifically for this project) initially tontacted and Informed of Prime Bidder's interest in receiving a proposal 
from them? 
Explain and attach copies of emails, telephone logs, m tnlllsmit1als and logs, scopes of work for specific categories of work. Please. cross-reference documentation for Parts E, F, O & H. (20} 

INSTRUCTrONS FOR PARTS E, F, G, & H- Provide the Information Requested for MBEIWBFJSDVE Firms for each of the "Categories of Work" and "Supplier" that you solicited 
participation. 

Psn K. Clltcaory or Categori .. of Work: Speellkad•'O{s) .Divi..,n(•): ------- S.ction(s): ------

l. 

2. 

3. 

4. 

5. 

6, 

.. 

Name of Flt'tn & Person Canw:kd 

•.,-,. 

M 
B 
E 
(S) 
,J 

w s Telephone No. 
B D 
E V 
(S) E 
,J (S) 

,J 

a. Date cflnitial b. Follow-up date c. Amount of Bid 
Contact (S pts for 3 and assi$1aDce Received (15) 
wetks prior to bid given to sub-
date; 3 pts !i,r 2 contrai:tar prior 1D 
weeks prior; and I pt bid. Attach doc· 
for 1 week bric,-.) utttentlltiou. (101 

,,, . .. 
,3<:~~'·i& }~·.(.~··. "·~· ~ 

d.Bid~ 
(S) 

.. 
, 

Name(s) of Selected Finn(s) for This Category or Categories ___________________ _ Bid{$) Accepte<l s _____ _ 

Part F. Cak!!()I)' or Categories of Work: Spedfieation(•) Dlvillen(ll: _____ _ Section(&):-----

,. 
2. 

3. 

4, 

5, 

6. 

Ne.me of Firm & Pmon Cotlfa.:tcd 

I· .1;: ·, 

M 
B 
E 
(5) 
4 

w s 
B D 
E V 
{5) E 
,J (S) 

.J 

Telephone N<:>. a. Date of Initial b. Follow-up date c. Amount ofBid 
Contact (5 pl$ for 3 and assuitance Received (15) 
weeka prior to bid gmnto sub· 
date; 3 pl# for 2 contnctet prior lo 
weeks prior; and l pt bid Attaelt dee-
for I week prior.) umentaliott. (JOI 

i .,. . .. .. ' 
.4~~;-.:-i. ".;,o,,do,'6 -

d. Bid Aa:q,ted 
(5) 

Name(s) of Selected firm(•) for This Category orCalegorie, ________________________ _ Bid{s) Accepted$ ______ _ 

SECTrON 004339- MBEIWBEISDVE GOOD FAITH EFFORT (GFE) DETERM1NATI0N rev l l/13 

e. If Applicable:, 
R<!a!Oll fot 

Rejeclion of Bid 
Fallurt to promd• 
lnformltlon (-5) 

i.;: •• :~~,.-.,, 

e. If Applicable, 
Reason for 
Rej«tion ofl3id 
Failll?'t to provide 
information (-S) 
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l'art G. Catcgol'l' or Categories nfWorlc. _______________ _ 

L 

2. 

3. 

4. 

;, 

6. 

.,, ' ; -

Name of Firm&: l'fflon Contaetod 

·" .. ; 

M w s 
B B D 
E E V 
(5) (5) 15 
,J " (5) 

..J 
'"=.'..:<!' 

Specification(•) D!wion(•): ------- Stttion(5): -----

Telephone No. a. Date ofinitial b. Follow-up dale c. A,nount of Bid d. Sid Accq,tcd 
Contact(5 pts for 3 and assistance Received (15) (5) 
weeks prior to bid gi'ffll tu sub-
date; 3 pis fpr 2 contractor prior to 
weeks prim; arul I JJ1 t>id. Altach doc-
for I week prier.) umenlation. (ID) 

,, .. 
. a Ji.;~k~~:l',1'1~J~1·~~ tF<:~:/~-~~~:•}.:P.t\ ~ - ' ' .. . , . 

Namt(•) of ScJKt:cd Firm(s) for This Category or Cllleaorics, ________________________ _ Rid(s) Aeupt11d S -------

I. 

2. 

3. 

4. 

5. 

6. 

Part ll, S11QDllm; 

Name of Firm, Person, and cype of Supplier Contect,,d M w s T elep!wn,: No. a. Date oflnirial b. Material or c. Amount of d. Quote Accepted 
B B D O,ntact (5 pts for 3 E4aipment QooteRecei~~ (5) 
E E V weeks prior to bid Quoted (S) {10) 
(S) (5) E d~; 3 pts for 2 

"' " (5) weeks prior; and I 
.J ptfor I woek 

mior.) 

Name(s)ofSelectmFirm(s) forThioCatcgoey llt Cat~c~e--------------------- Bid(•) Ac,:ept!!d S ------

NAME INFORMATION WILL BE VERJFJED AS NECESSARY, JNVALJD INFORMATION WILL RECEIVE NO SCORE. 

SECTION 004339- MBE/WBB/SDVE GOOD FAITH EFFORT (GFE) DETERMTNA TION rev 11/13 

e. If Appli~\1,. 
ReaSOII for 
R•jeclion of Bld 
Falhtre to provide 
information (•5) 

-.,,<·• ,,.,,,. 
' 

e. If Applicable, 
Reaton fer 
R~e<:tion of 9id 
Fllilun, 1o provkle 
blformatloo ( -~ 
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INSTRUCTIONS FOR COMPLETING 
FORM NO. 004339 - MBE/WBE/SDVE 

GOOD FAITH EFFORT (GFE) DETERMINATION 

General Information 

1. This form is to be used by the three apparent low bidders if they were not able to meet any or all of the stated MBE, WBE, or SDVE goal(s) 
for the project. 

2. This form is to be part of the Seconcl Bid Submlttal as explained in the "Instructions to Bidders." 
3. This form is designed for submittal of information to determine whether the bidder made a Good Faith Effort to obtain the MBE1W8E/SDVE 

goals established for the project. 
4. If a bidder achieves a participation goal, the bidder will be awarded full credit for that category. This score plus the GOOD FAlTH EFFORT 

credit for the other categories not achieved for participation will determine if the bid is responsive to attaining the MBE, WBE and SOVE 
goals. 

5. This form shall be completed by the Prime Bidder. 

Completlng Form No. 004339 

Step I 
Step2 
Step 3 
Step4 

Step 5 

Step6 

Indicate by checking the box if the waiVer is requested for the MBE, WBE or SDVE Goal(s). 
Provide the Project Number, Project Title and Company Name of Prime Bidder where indicated. 
Review the entire form well in advance of bid submittal to be familiar with the required information. 
Complete all of Part A, all of Part B, or a combinatior'I of Part A & Part B, such that a maximum of lines are completed. Only 6 of lines 1 
through 12 in Parts A & B will be considered. For fines 1 through 6, provide the name of the MBE. WBE or SOVE firm, name of the 
principal owner of the finn met with, their phone number, the date of the meeting and the other specific information requested related to 
that firm. For lines 7 through 12, provide the name of MBE/WBE/SDVE firm contracted with, the names of the projects they were used 
on, and the dollar values of their subcontracts. 
Complete Part C by checking the boxes for alt methods that were used, being sure to provide for: 1. The plan room address; and 3. 
website address. Attach copies as requested. 
Complete Part D. Explain in this section how MBEJWBE/SDVE subcontractors were initially contacted and provide tne contact name, 
date and time of contact, whether by phone or fax, and provide a copy of the scope of work they were asked to bid. 

INSTRUCTIONS FOR COMPLETING FORM NO. 004339 - MBE/WBE 
11/13 
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Instructions for Completing 
Form No. 004339 - MBE/WBE/SDVE 
Page Two 

Step7 

Steps 

Complete Parts E, F, and G. Indicate the category of work, specification division and section(s), for which MBEIWBE/SOVE participation 
is sought. Provide: the name of the MBE/VVBE/SOVE firm; person contacted; telephone number: date of initial contact; and attach 
documentation to verify that a followwup contact was made, such as date of follow-up and an explanation of what was discussed. 
Indicate on the form the amount of their bid, whether or not it was accepted, reason for rejection (If applicable) and name of selected 
firm andtheir bid amount. 
Complete Part H. Indicate the finn names of the contacted suppliers and person contacted, phone number, date of contact. type of 
material or equipment quoted amount of quote received, whether or not it was accepted, reason for rejection (if applicable), name of 
selected firm and their quote amount. 

Wm 

1. Information must be placed on the form where requested and attached documentation must indicate the PART, line and column on 
the form that itre!ates to, such as, "PART F-- Line 2 -- Column a.a 

2. Information will verified by calling the firms listed, as necessary. Information that cannot be verified will not be considered in 
determining whether a good faith effort was made. 

3. Bidders are encouraged to provide information neatly organized and to provide a summary cover letter. 

1NSTRUCTI0NS FOR COMPLETING FORM NO. 004339 - MBE/WBE 
11/13 
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MISSOURI SERVICE-DISABLED VETERAN BUSINESS FORM 

Pursuant to Section 34.074, RSMo, the Office of Administration, Division of Facilities Management. Design and 
Construction has a goal of awarding three (3) percent of all contracts for the performance of any job or service to 
service-disabled veteran businesses (see below for definitions inc1uded in Section 34.074, RSMo) either doing 
business as Missouri firms, corporations, or individuals; or which maintain Missouri offices or places of 
business, when the quality of perfonnance promised is equal or better and the price quoted is the same or less or 
whenever competing bids, in their entirety, are comparable. 

Definitions (as provided by Section 34.074, RSMo): 

Service-Disabled Veteran is defined as any individual who is disabled as certified by the appropriate 
federal agency responsible for the administration of veterans' affairs. 

Service~Disabled Veteran Business is defined as a business concern: 

a. not less than fifty-one (Sl) percent of which is owned by one or more service~disabled veterans or, 
in the case ofany publicly owned business, not 1ess than fifty-one ( 5 l) percent of the stock of which 
is owned by one or more service-disabled veterans; and 

b. the management and daily business operations of which are controlJed by one or more service-
disabled veterans. 

If a bidder meets the definitions of a service-disabled veteran and a service-disabled veteran business as defined 
in Section 34.074, RSMo and is either doing business as a Missouri firm, corporation, or individual; or maintains 
a Missouri office or place of business, the bidder!!!!!!! provide the following ( unless they are registered with 
Division of Purchasing and Materials Management http://content.oa.rno.gov/purchasing-materials-management/) with 
the bid in order to receive the Missouri service-disabled veteran business preference over a non-Missouri 
service-disabled veteran business when the quality of performance promised is equal or better and the price 
quoted is the same or less or whenever competing bids, in their entirety, are comparable: 

a. a copy of a letter from the Department of Veterans Affairs (VA), or a copy of the bidder's discharge 
paper(DD Form 214, Certificate of Release or Discharge from Active Duty); and 

h. a completed copy of this form. 

(NOTE: For ease of evaluation, please attach copy of the above-referenced letter from the VA or a copy of the 
bidder's discharge paper to this Fonn.) 

By signing below, I certify that I meet the definitions of a service-disabled veteran and a service-disabled veteran 
business as defined in Section 34.074, RSMo, and that 1 am either doing business as a Missouri firm, 
corporation, or individual; or maintain Missouri offices or places of business at the location(s) listed below. 

Service-Disabled Veteran's Name 
(Please Print) 

Service-Disabled Veteran's Signature 

SECTION 004340 - SDVE BUSINESS FORM 
Rev I I/13 

Service-Disabled Veteran Business Name 

Missouri Address of Service-Disabled Veteran 
Business 
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SECTION 004541 - AFFIDAVl'f OF WORK AUTHORIZATION 
STATE OF .) 

) 
COUNTY OF ) 

On this -~---- day of ----------- 20 ___ ~ before me appeared 

-------~ personally known to me or proved to me on the basis of satisfactory evidence to be a 

person whose name is subscribed to this affidavit, who being by me duly sworn, deposed as follows: 

My name is , and I am of sound mind, capable of making this 

affidavit, and personally certify the facts herein stated, as required by Section 285.530, RSMo. to enter into any contract 

agreement with the state to perform any job, task, employment, labor, personal services, or any other activity for which 

compensation is provided, expected, or due. including but not limited to an activities conducted by business entities: 

I am the of and I am duly authorized, 
title business name 

directed, and/or empowered to act officially and properly on behalf of this business entity. 

l hereby affmn and warrant that the aforementioned business entity is enrolled in a federal work authorization 

program operated by the United States Department of Homeland Security to verify infonnation of newly hired employees, 

and the aforementioned business entity shall participate in said program with respect to all employees working in connection 

with the contracted services related to with the Office of Administration, Division of Facilities 
l'roFNumber 

Management, Design and Construction (FMDC). J have attached documentation to this affidavit to evidence 

enrollment/participation by the aforementioned business entity in a federal work authorization program, as required by 

Section 285.530, RSMo. 

In addition, I hereby affinn and warrant that the aforementioned business entity does not and shall not knowingly 

employ, in connection to work under the within state contract agreement with FMDC, an alien who does not have the legal 

right or authorization under federal Jaw to work in the United States, as defined in 8 U.S.C. § 1324a(h)(3). 

I am aware and recognize that, unless certain contract and affidavit conditions are satisfied pursuant to Section 

285.530, RSMo, the aforementioned business entity may be held liable under Section 285.525 through 285.559, RSMo, for 

subcontractors that knowingly employ or continue to employ any unauthorized alien to work within the state of Missouri. 

l acknowJedge that l am signing this affidavit as a free act and deed of the aforementioned business entity and not 

under duress. 

Affidavit Signature 

Subscribed and sworn to before me this ___ day of ________ , 20 __ . 

Notary Public 
My commission expires: 

SECTION 004541 -AFFIDAVIT OF WORK AUTHORIZATION 
02/12 
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State of Missouri 
Construction Contract 

THIS AGREEMENT, made (DATE) by and between: 

Contractor Name and Address 

hereinafter called the "Contractor, 11 

and the State of Missouri, hereinafter called the "Owner", represented by the Office of Administration, Division 
of Facilities Management. Design and Construction, on behalf of the Department of {Projects.Udf_ Department}. 

WITNESSETH, that the Contractor and the Owner, for the consideration stated herein agree as follows: 

ARTICLE I. STATEMENT OF WORK 

The Contractor shall furnish all labor and materials and perform all work required for furnishing and installing all 
labor, materials, equipment and transportation and everything necessarily inferred from the general nature and 
tendency of the plans and specifications for the proper execution of the work fur: 

Project Name: {BidPackages.Notes} 

Projed Number: ({Projects.Number} "@@@@@-@@") 

in strict accordance with the Contract Documents as enumerated in Article 7, all of which are made a part hereof. 

ARTICLE l. TIME OF COMPLETION 

The contract performance time is XXX working days from the transmittal date of this agreement. The contract 
completion date is MONTH, DAY, YEAR. This time includes twelve (12) working days for the Contractor to 
receive, sign and return the contract fonn along with required bonding arid insurance certiflca.tes. Failure of the 
Contractor to provide correct bonding and insurance within the twelve (12) working days shaU not be growids for a 
time extension. Receipt of proper bonding and insurance is a condition precedent to the formation of the contract 
and if not timely received. may result in forfeiture of the Contractor's bid security. Work may not commence until 
the Owner issues a written Notice to Proceed and must commence within seven (7) working days thereafter. 

ARTICLE 3. LIQUIDATED DAMAGES 

Whenever time is mentioned in this contract, time sha1l be and is of the essence of this contract. The Owner would 
suffer a loss should the Contractor tail to have the work embraced in this contract fuJly completed on or before the 
time above specified. THEREFORE, the parties hereto realize in order to adjust satisfactorily the damages on 
account of such failure that it might be impossible to compute accurately or estimate the amount of such loss or 
damages which the Owner would sustain by reason of failure to complete fully said work within the time required 
by this contract. The Contractor hereby covenants and agrees to pay the Owner, as and for liquidated damages, 
the sum of $X,XXX per day for each and every day, Sunday and legal holidays excepted, during which the work 
remains incomplete and unfinished. Any sum which may be due the Owner for such damages sball be deducted 
and retained by the Owner from any balance which may be due the Contractor when said work shall have been 
finished and accepted. But such provisions shall not release the Bond of the Contractor ftom liability according to 
its terms. In case of failure to complete, the Owner will be under no obligation to show or prove any acfual or 
specific loss or damage. 

SECTION 005213 - CONSTRUCTION CONTRACT 
02/12 
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ARTICLE 4. CONTRACT SUM 

The Owner shall pay the Contractor for the prompt, faithful and efficient perfonnance of the conditions and 
undertakings of this contract, subject to additions, and deductions as provided herein, in current funds the sum of: 

Base Bid: $ 

The Owner accepts the following Alternate Bids: 

Alternate One: $ 

TOTAL CONTRACT AMOUNT: ($CONTRACT AMOUNT) 

UNIT PRICES: The Owner accepts the following Unit Prices: 

For changing specified quantities of work from those indicated by the contract drawings ll11d specifications, upon 
written instructions of Owner, the following unit prices shall prevail. The unit prices include all labor, overhead 
and profit, materials, equipment, appliances, bailing, shoring, shoring removal, etc., to cover the finished work of 
the several kinds of work called for. Only a single unit price shaU be given and it shall apply for either MORE or 
LESS work than that shown on the drawings and called fur in the specifications or included in the Base Bid. In the 
event of more or less units than so indicated or included, change orders may be issued for the increased or 
decreased amowtt. 

ARTICLE 5. PREVAILING WAGE RATE 

It is understood and agreed by and between the parties that not less than the prevailing hourly rate of wages shall be 
paid for work of a similar character in the locality in which the work is perfonned, and not less than the prevailing 
hourly rate of wages for legal hoUday and ove.rtime work in the locality in which the work is performed, both as 
determined by the Department of Labor and Industrial Relations or as determined by the court on appeal, to all 
workmen employed by or on behalf of the Contractor or any subcontractor, exclusive of maintenance work. Only 
such workmen as are directly employed by the Contract<:lr or his subcontractors, in actual construction work on the 
site shall be deemed to be employed. 

When the hauling of materials or equipment includes some phase of the construction other than the mere 
transportation to the site of the construction, workmen engaged in this dual capacity shall be deemed to be 
employed directly on the project and entitled to the prevailing wage. 

ARTICLE 6. MINORITY/WOMEN/SERVICE DJSABLED VETERAN BUSINESS ENTERPRISE 
PARTICJPATION 

The Contractor has been granted a waiver of the 10% MBE and 5% WBE and 3% SDVE participation goals. 
The Contractor agrees to secure the MBE/WBE/SDVE participation amounts for this project as follows: (OR) 

The Contractor has met the MBE/WBE/SDVE participation goals and agrees to secure the MBE/WBE/SDVE 

participation amounts for thfa project as follows: 

MBFJWBE/SDVE Firm: 
MBE/WBE/SDVE Firm: 
MBE/WBE/SDVE Finn: 

Subcontract Amt:$ 
Subcontract Amt:$ 
Subcontract Amt:$ 

SECTION 005213 - CONSTRUCTION CONTRACT 
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Total $ 

MBE/WBE/SDVE assignments identified above shal1 not be changed without a Contract Change signed by the 
OWner. 

The Director of the Division of Facilities Management, Design and Construction or his Designee shal1 be the 
final authority to resolve disputes and disagreements between the Contractor and the MBE/WBE/SDVE finns 
listed above when such disputes impact the subcontract amounts shown above. 

ARTICLE 7. CONTRACT DOCUMENTS 

Contract documents shall consist of the following component parts: 

l, Division 0, with executed forms 
2. Division I 
3. Executed Construction Contract Forrn 
4. The Drawings 
5. The Technical Specifications 
6. Addenda 
7. Contractor's Proposal as accepted by the Owner 

By signature below, the parties hereby execute this contract document 

APl'ROVED: 

Charlie Bmichalski, AlA 
Deputy Director of Planning & Design 
Division of Facilities Management, 
Desir and ConslJ'Uction 

SECTION 005213 - CONSTRUCTION CONTRACT 
02112 

Contractor's Authorized Signature 

I, Corporate Secretary, certify that 1 am Secretary of the 
corporation named above and that (CONTRACTOR 
NAME), who signed said contract on behalf of the 
corporation, was then (TITLE) of said corporation and that 
said contract was duly signed for and in behalf of the 
corporation by authority of its governing body, and is 
within the scope of its corporate powers. 

Corporate Secretary 
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STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION 
AFFIDAVIT FOR AFFIRMATIVE ACTION 

PROJECT NUMBER 

First being duly sworn on oath states: that 

he/she is the O sole proprietor O partner or D officer of 

HI\ME 

a D sole proprietorship D partnership 

or O corporation, and as such, said proprietor, partner, or officer is duly authorized to mal<e this 

affidavit on behalf of said sole proprietorship, partnership. or corporation; that under the contract known as 

PROJECT TITLE 

Less that 50 persons in the aggregate will be employed and therefore, the applicable Affirmative Action 

requirements as set forth in Article 1. 4 of tne General Conditions of the State of Missouri have been met 

PRINT NAME & SI NATURE OATf 

OAYOF YEAR 
NOTARY PUBLIC SIGNATURE 1/N COMMISSIOH EXPIRES 

NOTARY PUl!LlC NAME (TYPED OR PRIHTEOJ 

MO 300-1401 (O!i/12) 

SECTION 005414- AFFIDAVIT FOR AFFIRMA TlVB ACTION Pagel of I 
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SECTION 0061!3 - PERFORMANCE AND PAYMENT BOND FORM 

KNOW ALL MEN BY THESE PRESENTS, THAT we _________________ _ 

as principal, and------------------------------------
------------------------as Surety, are held and firmly bound unto the 

STATE OF MISSOURI. in the sum of _____________ Dollars($ ) 

for payment whereof the Principal and Surety bind themselves, their heirs, executors, administrators and successors.jointly 

and severally, firmly by these presents. 

WHEREAS, the PrincipaJ has, by means of a written a~eement dated the---------------­

day of , 20 enter into a contract with the State of Missouri for 

(Insert Project Title and Number) 

NOW, THEREFORE, if the Principal shall faithfully perform and fulfill all the undcrlakings, covenants, terms, conditions and agreements of said 

contract during the original term of said contra.ct and any extensions thereof that may be granted by the State of Missouri, with. or without notice to 

the Surety and during the life of any guaranty required under the contsact; and shall also faithfully perform and fulfill a.II undertakings, covenants, 

tenns, conditions llJld agreements of any and all duly authorized modifications of said contract that may hereafter be made with or without notice to 

the Surety; and shall also promptly make payment for materials incorporated, oonsumed or used in connection with the work set forth in the contract 

referred to above, and all insurance premiums, both compensation and all other kinds of insurance, on said work. and for all labor performed on such 

work, whether by subcontractor or otherwise., at not less than the prevailing hourly rate of wages for work of a similar character (exclusive of 

maintenance work) in the locality in which the work is perfonned and not less than the prevailing hourly rate of wages for legal holiday and overtime 

work (exclusive ofrnaintemmce work) in the locality in which the work is performed both as determined by lbe Department of Labor and Industrial 

Relations or dctennined by the Court of Appeal, as provided for in said conuact and in any and all duly authorized modifications of said comra<:t that 

may be hereafter made, with or without notice to the Surety, then, this obligation shall be void and ofno effect, but it is expressly understood that if 

the Principal should make default in or should fail to strictly, faithfully and efficiently do, perform a11d comply with any or more of the oovemmts, 

agreements. stipulations. conditions, requirements or undertakings, as specified in or by the terms of said contract, and with the time therein named. 

then this obligation shall be valid and binding upon each of the parties hereto and this bond ShoU remain in full force and effect; and the same may be 

sued on at the instance of any material man. laborer, mechanic, subcontractor, individual, or otherwise 1o whom such payment is due, in the name of 

tile State of Missouri, to the use of any such poo.on. 

Section 006113 - PERFORMANCE AND PAYMENT BOND 
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AND, IT IS FURTIIBR specifically provided that any modifications which may hereinafter be made in the terms of the contract or in the work.to be 

done under it or the giving by the Owner of any extension of the time for the performance of the contract or any other forbearance on the part of 

either the Owner or the Principal to the other, shall not in any way release the Principal and the Surety, or either or any of them, their heirs, executors, 

administrators and successors, from their liability hereunder, notice to the Surety of any such extension, modifications or forbearance being hereby 

waived. 

IN WITNESS WHEREOF, the l.lbove bounden parties have executed the within instrument this 

----------~ 20_. 

AS APPLICABLE: 

AN INDIVIDUAL 

Name: 

Signature:-----------------

A PARTNERSHIP 

Name of Partner: 

Signature of Partner: 

Name of Partner: 

Signature of Partner: 

CORPORATION 

Firm Name: 

Signature of President: 

SURETY 
Surety Name; 

Attorney-in-Fact: 

Address of Attomey-in-Fact; ----------------

Telephone Number of Attorney-in-Fact:. _______________ _ 

Signature Attorney-in-Fact: _______________ _ 

NOTE: Surety shall attach Power of Attorney 

Section 006113- PERFORMANCE AND PAYMENT BOND 
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,.w.-.,. STATE OF MISSOURI --·? .. ·+•, 
OFFICE OF ADMINISTRATION I '~~--·/s:li~if'j;;;,-,.,,.,,_,.•;c / DIVISION OF FACILITIES MANAGEMENT, DESIGN ANO CONSTRUCTION 
PRODUCT SUBSTITUTION REQUEST 

PR ru; AND LOCATION. 

CHECKAPPROFRIATE BOX 

D SUBSTITUTION PRIOR TO BIO OPENING 
(Minimum of (5) working days prior to receipt of Bids as per Article 4 - Instructions to Bidders) 

D SUBSTITUTION FOLLOWING AWARD 
(Maximum of (20) working days from Notice to Proceed as per Article 3 - General Conditions) 

FROM: fllOOERICONTRACTOR (PRINT COMPANY NAME) 

TO: ARCHITECT/ENGINEER (PRINTCOMPANYNAME) 

Bidder/Contractor hereby requests acceptance of tile following product or systems as a substitution in accordance with 
provisions of Division One of the Bidding Documents: 
SPECIFIED PRODUCT OR SYSTEM 

SPECIFICATION SEt,rtON 00. 

SUPPORTING DATA 

0 Product data for proposed substitution is attached Qnclude description of product, standards, perfonnance, and test data) 

n Sample D Sample will be sent, if requested 

QUALITY COMPARISON 
SPECIFIED PRODUCT 

NAME, BRAND 

CATALOG NO. 

MANUFACTURER 
VENDOR 

PREVIOUS INSTALLATIONS 
PROJECT ARCHITECT/fNGINfER 

~OCATION 

SIGNIFICANT VARIATIONS FROM SPECIFIED PRODUCT 

SECTION 006325 - SUBSTITUTION REQUEST 

Revised 09/ l 2 

SUBSTITUTION REQUEST 

I DATE INSTALLED 

Page I of2 



REASON FOR SUBSTITUTION 

DOES PROPOSED SUBSTITUTION AFFECT OTHER PARTS Or WORK? 

0 YES D NO 

IF YES, EXPLAIN 

SUBSTITUTION REQUIRES DIMENSIONAL REVISION OR REDESIGN OF STRUCTURE OR A/E WORK 

D YES D NO 

BIDDER'S/CONTRACTOR'S STATEMENT OF CONFORMANCE OF PROPOSED SUBSTITUTION TO CONTRACT 
REQUIREMENT: 

We have investigated the proposed substitution. We believe ttiat it is equal or superior in all respects to specified produc;t, 
except as stated above; that it will provide the same Warranty as specified product; that we have included complete 
implications of the substitution; that we witl pay redesign and other costs caused by the substitution which subsequently 
become apparent; and that we will pay costs to modify other parts of the Work: as may be needed, to rnake all parts of the 
Work complete and functioning as a result of the substitution. 

81DDERICQITTRACTOR 

REVIEW AND ACTJON 

D Resubmit Substitution Request with the following additional information: 

0 Substitution is accepted. 

D Substitution is accepted with the following comments: 

D Substitution is not accepted. 
ARCl'IITECT/1:NGINEER 

SECTION 00632S - SUBSTITUTION REQUEST 

Revised 09/12 

I DATE 

I DATE 
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STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF FACILITIES MANAGEMENT, DESIGN ANO CONSTRUCTION 
FINAL RECEIPT OF PAYMENT ANO RELEASE 

PROJECT NUMBER 

KNOW ALL MEN BY THESE PRESENT THAT: hereinafter caned "Subcontractor" who heretofore entered into an 

agreement with hereinafter called "Contractor", for the performance of work and/or furnishing of material for the 

construction of the project entitled 

(PRO,,!EC1 TITLE, PROJECT 1' A11011, MD PROJECl H\JMBER) 

at 

(AOORESS OF PROJl:CT) 

for the State of Missouri (Owner) which said subcontract is by this reference incorporatoo herein, in consideration of such 

final payment by Contractor. 

DOES HEREBY: 

1. ACKNOWLEDGE that they have been PAtD IN FULL all sums due for work and materials contracted or done by 

their Subcontractors, Material Vendors, Equipment and Fixture Suppliers, Agents and Employees, or otherwise in 

the performance of the Work called for by the aforesaid Contract and all modifications or extras or additions 

thereto, for the construction of said project or otherwise. 

2. RELEASE and fully, finally, and forever discharge the Owner from any and all suits, actions, claims, and demands 

for payment for work performed or materials supplied by Subcontractor in accordance with the requirements of 

the above referenced Contract. 

3. REPRESENT that all of their Employees, Subcontractors, Material Vendors, Equipment and Fixture Suppliers, 

and everyone efse has been paid In full all sums due them, or any of them, in connection with performance of 

said Work, or anything done or omitted by them. or any of them in connection with the construction of said 

improvements, or otherwise. 

DATED this day of I 20 

NMIE OF SUBCONTRACTOR 

BY (NPED OR PRINTfO NAME) 

Sl~ATURE 

mLE 

Revfsed 09/12 ORIGINAL: FlLE/Closeout Documents 

SECTION 006519.16- FINAL RECEIPT OF PAYMENT AND RELEASE FORM Page 1 of 1 
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STATE OF MISSOURI IMVOICENO. PROJEC, Nllf.lBER 
~ ,,t ........... ~ ....... ~.~ .... OFFICE OF ADMINISTRATION 
,, .. 

DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION 
MBE/WBE/SDVE PROGRESS REPORT CHoCKIFFmAL DATE 
SUBMrT WITH Ab!, INVOICES: {PLEASE CHECK APPROPRIATE BOX BELOW) OFINAL ncoNSUL TANT ncoNSTRUCTION 

PROJECT TITLE 

PROJECT LOCATION 

FIRM 

TOTAL CONTRACT AMOUNT 

$ 

THE PERCENTAGE AND DOLLAR AMOUNT OF THIS PROJECT THAT ARE TO BE 
MBEIWBE/SDVE AS INDICATED IN THE ORIGINAL CONTRACT: % and$ . 
CHECK ITEM TOTAL $AMOUNT& CONSUL TANT/SUBCONSUL TANT OR 

MBE 
WBE OF AMOUNT OF o/o COMPLETE CONTRACTOR/SUBCONTRACTOR/SUPPLIER 

SOVE 
WORK SUBCONTRACT (PAID-TO-DATE) NAME, ADDRESS, CONTACT, AND PHONE NUMBER 

MBE D $ $ 
WBE D 
SDVEO % - -

MBE D $ $ 

WBE D 
SDVEO % - -

MBE D $ $ 
WBE D 
SOVEO % - -

MBE D $ $ 
WBE D 
SDVEO % - -

MBE 0 $ $ 
WBE D 
SDVEO % - -

Revised09/12 ORIGINAL: Attach to ALL Progress and Final Payments 

SECTION 006519.18- MBE/WBE{SDVE Progress Report Page I of I 
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STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 

PROJECT NUMBER 

DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION 
AFFIDAVff - COMPLIANCE WITH PREVAILING WAGE LAW 

Before me, the undersigned Notal)I Public, in and for the County of 

State of personally came and appeared 

(NAME) 

of the 

(POSlT/ONJ (NAME OF' THE COMPJ\NV) 

(a corporation) (a partnership) (a proprietorship) and after being duly sworn did depose and say tnat all provisions 

and requirements set out in Chapter 290, Sections 290.210 through and including 290.340, Missouri Revised 

Statutes, pertaining to the payment of wages to workmen employed on public works project have been fully satisfied 

and there has been no exception to the full and completed compliance with said provisions and requirements 

and wlth Wage Determination No: 

Department of Labor and lndustria( Relations, State of Missouri on the 

in carrying out the contract and working in connection with 

Located at 

(NAME OF PROJECT) 

in 

(NAME OF THf INSTITUTION) 

Missouri, and completed on the day of 

SIGHATURE 

Revised 09/12 

SUBSCRlBEO ANO SWORN BEFORE ME, THIS 

OAYOF 'fl:AR 
NOTARY PUBLIC SIGNATURE MY COMMISSION 

EXPIRES 

NOTARY PUBLIC NAME (TYPED OR PRINTED) 

FILE: Closeout Documents 

SECTlON 006519.21 "Affidavit of Compliance with Prevailing Wage Law 

20 

issued by the 

day of 20 

County 

USE RUBBER STAMP IN CLEAR AREA BELOW 
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SECTION 007300 - SUPPLEMENT ARY CONDITIONS 
1.0 GENERAL: 

A. These Supplementary General Conditions clarify, add; delete, or otherwise modify standard terms and 
conditions of DIVISION 0, BIDDING AND CONTRACT1NG REQUIREMENTS. 

B. Anpthing in this dPCument to ihe contra,r notflllthstandlllg. tpherever In this document the terms 
"Director" or "Director or his Deslgnee" or "FactJi!les Managem,nt, Design and Construction" are 
used, they shqll mean the Construction & FacilJties M(IJ1agement Of/leer. O(fke o(tlle Adjutant 
(ienerql. Department of Public Safety, Stale ofMJ.rsouri. Furlber. wherever U.e term 
.. Conynlssloner". "DMsign", or "Owner" qre used thev sht1ll meqn the Offke of the ,1tllutant 
Genqgl. Department of Pllbllc Safetv, State pf Missouri. 

2.0 CONTACl'S: 
Designer: 

Construction Representative: 

Project Manager: 

Contract SpeciaJist: 

{Contacts.Display Name} 
{Company.Name} 
{ Addresses.Display Address} 
Telephone: {Contacts.Tel} 
Fax: {Contacts.Fax} 
Bmail: 
{Projects.Region} 
Division of Facilities Management, Design and Construction 
{Bid.Packages.Udf_ ConstrAdminAddr} 
Telephone: {BidPackages.Udf_ CAPhoneNum} 
Fax: {BidPackages.Udf_ CAFaxNum} 
Email: 
{Projects.Territory} 
Division of Facilities Management, Design and Construction 
301 West High Street,. Room 730 
PO Box 809 
Jefferson City, Missouri 65102 
Telephone: { BidPackages.BidLocationTel} 
Fax: 573-751-7277 
Email; 
{ Proje<:ts. Country} 
Division of Facilities Management, Design and Construction 
Telephone: 573-522-XXX.X 
Fax: 573-751-7277 
Email: 

3.0 FURNISHING CONSTRUCTION DOCUMENTS: 
A. The Owner will furnish the Conttactor with approximately {.BidPackages.Udf_NumDrawings} 

complete sets of drawings and specifications at no charge. 
B. The Owner will furnish the Contractor with approximately {BidPackages.Udf_NwnDrawings} 

sets of explanatory or change drawings at no charge. 
C. The Contractor may make copies of the documents as needed with no additional cost to the 

Owner. 
4.0 ILLEGAL JMMIGRATION REFORM AND IMMIGRANT RESPONSlBILITY ACT 

The Contractor understands and agrees that by signing a contract for this project. they certify the 
following: 
A. The Contractor shall only utilize personnel authorized to work in the United States in accordance 

with applicable federal and state laws. This includes but is not limited to the Ulegal Immigration 
Reform and Immigrant Responsibility Act (IIRIRA) and CNA Section 274A. 

B. If the Contractor is found to be in violation of this requirement or the applicable h\ws of the state, 
federal and local Jaws and regulations, and if the State of Missouri h~ reasonable cause to believe 
that the C.Ontractor has knowingly employed individuals who are not eligible to work in the United 
States, the state shall have the right to cancel the contract immediately without penalty or recourse 
and suspend or debar the contractor from doing business with the state. 

SECTION 007300 - SUPPLEMENT ARY CONDITIONS 
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C. The Contractor agrees to fully cooperate with any audit or investigation from federal, state <>r local 
law enforcement agencies. 

5.0 SAFETY REQUIREMENTS 

Contractor and subcontractors at any tier shall comply with RSMo 292.675 and Article 1.3, E, <>f Section 
007213, General Conditions.. 

6,0 INSURANCE REQUIREMENTS: 
From SECTION 007213 - GENERAL CONDITIONS, Article 6.2, delete "Builders Risk or Jnsta!lation floater" 

insurance r]uirement. I I I I I II I II 

7.0 ENVIRONMENTAL MANAGEMENT SYSTEM (eMS): 

The Missouri National Guard (MONG) is required by Presidential Executive Order 13423 to establish an 
environmental management system (eMS). One of the key components of the eMS is the establishment 
of an Environmental Policy that must be communicated to an perwns working for or on behalf of the 
organization including alt suppliers and contractors. The policy stresses commitment to complying with 
accepted environmental requirements, legal and otherwise. The policy also dictates continued 
minimization of waste production and po1lution while focusing on management of personnel, processes, 
real property, and materials in a manner to reduce environmental impacts. The entirety of this poUcy is 
available upon request to all parties by contacting the MOARNG Environmental Management Office. 

8.0 OFF-SITE BORROW & SPOIL DEPOSIT SITES FOR FEDERALLY FUNDED PROJECTS: 

A.AJI Federally funded projects which involve off-site borrow and/or off-site spoil deposit sites will require 
written certification that the site(s) are in compliance with the National Environmental Protection Act 
and all related applicable Federal and State laws and regulations, lf the need for off-site borrow and/or 
spoil sites is stipulated in the Contract Documents, the following applies: 

B. The Contractor is required to use only the designated site descnbed in the Contract Documents. If another 
off-site area is proposed by the Contractor, the Contractor must provide written certification to the 
Division of Facilities Management, Desjgn and Construction Project Representative that the proposed 
borrow or spoil site has been cleared of environmental concerns in accordance with all applicable Federal 
and State Jaws and regulations. These include but are not limited to the following: Clean Water Act; the 
Endangered Species Act; the National Historic Preservation Act (NHPA) (The site must have Section 
l06 Clearance); the Farmland Protection Act; Resource Conservation and Recovery Act; Comprehensive 
EnvironmentaJ Response; Compensation and Liability Act; and RSMo Chapter 194, Section 194.400. 
Unmazked Human Burial Sites. Certifications shall include clearance letters and other evidence of 
coordination with the appropriate regulatory agencies. The Missouri Historic Preservation Office, PO 
Box 176 Jefferson City, MO 65102, may be contacted to provide assistance with the NHPA and tultural 
resource issues pertaining to the borrow and spoil site regulations. The Missouri State Historic 
Preservation Office can provide a list of qualified and certified archaeologists to assist in borrow and 
spoil site investigation.'I. 

C. If project conditions require off-site borrow or off-site deposit of spoils, the Contractor will be required 
to provide written certification to the Division of Facilities Management; Design and Construction 
Project Representative that the proposed borrow or spoil site has been cleared of environmental concerns 
in accordance with all applicable Federal and State laws and regulations. These include but are not 
limited to the following: Clean Water Act; the Endangered Species Act; the National Historic 
Preservation Act (NHPA) (The site must have Section 106 Clearance); the Farmland Protection Act; 
Resource Conservation and Recovery A.ct; Comprehensive Environmental Response; Compensation and 
Liability Act; and RSMo Chapter I94, Section 194.400, Unmarked Human Burial Sites. Certifications 
shall include clearance letters and other evidence of coordination with the appropriate regulatory 
agencies. The Missouri Historic Preservation Office, PO Box 176 Jefferson City, MO 65102, may be 
contacted to provide assistance with the NHP A and cuJtura1 resource issues pertaining to the borrow and 

SECTJON 007300 - SUPPLEMENTARY CONDITIONS 
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spoil site regulations. The Missouri State Historic Preservation Office can provide a list of qualified and 
certified archaeologists to assist in borrow and spoil site investigations. 

D. The Owner recognizes that additional time (beyond what is allowed in the Construction Contract) may be 
required in order to secure the aforementioned certifications and approvals. Should more time be 
required, the Owner will consider approval of a no-cost time extension contract change. The Contractor 
will be required to provide documentation that substantiates the need for the time extension. 

9.0 PROPERTY OWNER ADDITIONAL INSURED 
From SECTION 0072 l 3 - GENERAL CONDITIONS, Article 6.2, the property owner shall also be named as 
additionally insured. They are; (NAME PROVIDED BY PROJECT MANAGER) 

- LEAD AND ASBESTOS CERTIFICATJON REQUIREMENTS: 
From SECtlON 007213 - GENERAL CONDITIONS, Article 5.4.H.2, ADD receipt of Certification from 
Contractor meeting the requirements set forth in SECTION 013513.16-SJTE SECURlTY AND HEALTH 
REQUIREMENTS, 3.4., NO ASBESTOS AND NO LEAD CERTlFlCA TION. 

SECTlON 007300- SUPPLEMENTARY CONDITIONS 
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STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF PURCHASING (PURCHASING) 
REQUEST FOR PROPOSAL (RFP) 

ADDENDUM NO.: 01 
SOLICIT ATION/OPPORTVNITY (OPP) NO.: RFPS30034901600585 
TITLE: Document Management Services 
ISSUE DATE: July 12, 2016 

REQ NO.: NR 300 22006000069 
BUYER: Jessica Andres 
PHONE NO.: (573) 751-1567 
E-MAIL: Jessica.Andres-@oa.mo.gov 

RETURN PROPOSAL NO LATER THAN: July 20, 2016 AT 2:00 PM CENTRAL TIME (END DATE) 

VENDORS ARE ENCOURAGED TO RESPOND ELECTRONICALLY THROUGH 
HTTPS://MISSOURlBUYS.MO.GOV BUT MAY RESPOND BY HARD COPY (See Mailing Instructions Below) 

MAILING INSTRUCTIONS: Print or type Solicitation/OPP Number and End Date on the lower left hand corner of 
the envelope or package. Delivered sealed proposals must be in the Purchasing office 
(30 I W High Street, Room 630) by the return date and time. 

RETURN PROPOSAL AND ADDENDUM(S) TO: 
(U.S. Mail) (Courier Service) 

PURCHASING PURCHASING or 
POB0X809 
JEFFERSON CITY MO 65102..0809 

301 WEST HIGH STREET, ROOM 630 
JEFFERSON CITY MO 65101-1517 

CONTRACT PERIOD: Effective Date of Contract through One (l) Year 

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS: 

Office of Administration 
Division of Facilities Management, Design & Construction 

301 West High Street, Room 730 
Jefferson City, MO 65101 

The vendor hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices 
quoted, in accordance with all terms and conditions, requirements, and specifications of the original RFP as modified by this and any 
previously issued RFP addendums. The vendor should, as a matter of clarity and assurance, also sign and return all previously issued RFP 
addendum(s) and the original RFP document. The vendor agrees that the language of the original RFP as modified by this and any 
previously issued RFP addendums shall govern in the event of a conflict with his/her proposal. The vendor further agrees that upon receipt 
of an authorized purchase order from the Division of Purchasing or when a Notice of Award is signed and issued l:iy an authorized official 
of the State of Missouri, a binding contract shall exist between the vendor and the State of Missouri. The vendor shall understand and 
agree that in order for their proposal to be considered for evaluation, they must be registered in MissouriBUYS. If not registered at time of 
proposal opening, the vendor must register in MissouriBUYS upon request by the state immediately after proposal opening. 

SIGNATURE REQUIRED 
VENDOR NAME I M:i,,ouriBUYS SYSTEM ID (SEE VENDOR PROl'll,E - MAIJ'/ INFORMATION SCREEN) 

MAILING ADD1t£SS 

CITY, STATE.ZlP CODE 

CONTACT PERSON EMAIL ADDRESS 

PHONE NUMBER FAX NUll!BER 

VENDOR TAX FILING TYPE WITH !RS (CHECK ONE) 

_ Corporation - lndividual - State/Local Government _ Paitnership _ Sole Proprietor _IRS Tax-Exempt 

AUTHORIZED SIGNATURE DAT£ 

PRINTED NAME TffU: 



ADDENDUM #01 to RFPS30034901600585 

TITLE: Document Management Services 

CONTRACT PERIOD: Effective Date of Contract through One (1) Year 

PROSPECTIVE VENDORS ARE HEREBY NOTIFIED OF THE FOLLOWING CHANGES AND 
CLARIFICATIONS: 

l. The return proposal date has been revised from July 15, 2016 to July 20, 2016 at 2:00 p.m. Central time. 

2. The following in RFPS30034901600587 contain changes: 

Paragraph 2.2.1 
Paragraph 2.2.1 d. 
Paragraph 3.4.2 table 
Pricing Page 
Exhibit D Paragraph 1. b. 

For vendors responding electronically to this solicitation, line item 34 has been added to the solicitation. 

Vendors may review the revision( s) to the MissouriBUYS electronic solicitation at 
https://MissouriBUYS.mo.gov. Please follow these steps to conduct a comparison to review the electronic 
solicitation revision(s): 

l. Log into MissouriBUYS. 
2. Select the Solicitations tab. 
3. Select View Current Solicitations. 
4. Select My List (if you have previously reviewed/responded to this solicitation); Select Other Active 

Opportunities (if you have not previously reviewed/responded to this solicitation). 
5. Select the correct Opportunity Number (Opportunity No); the Overview page will display. 
6. From the Overview page, under Solicitation History infonnation, select Previous Version from the 

dropdown box. 
7. Choose the solicitation version you desire to compare to the addendum. 
8. Click Show Version Comparison (revisions will be in yellow highlight). 



STATE OF MISSOURI 
OFFICE OF ADMINISTRATION 
DIVISION OF PURCHASING (PURCHASING) 
REQUEST FOR PROPOSAL (RFP) 

SOLICITATION/OPPORTUNITY (OPP) NO.: RFPS30034901600S85 
TITLE: Document Management Services 
ISSUE DATE: June 17, 2016 

REQ NO.: NR 300 22006000069 
BUYER: Jessica Andres 
PHONE NO.: (573) 751-1567 
E-MAIL: Jessica.Andres .oa.mo. ov 

fi-l'J.{Q~~-Q.W~E~t~f~~M1Q1:]'J2~:r!:f:::~~~~;~;3~~V;;~~:.-.:J~,.)~:,i~ 
RETURN PROPOSAL NO LATER THAN: July 20, 2016 AT 2:00 PM CENTRAL TIME (END DATE} 

VENDORS ARE ENCOURAGED TO RESPOND ELECTRONICALLY THROUGH 
HTTPS://MlSSOURIBUYS.MO.GOV BUT MAY RESPOND BY HARD COPY (See Mailing Instructions Below) 

MAILING INSTRUCTIONS: Print or type Solicitation/OPP Number and End Date on the lower left hand comer of 
the envelope or package. Delivered sealed proposals must be in the Purchasing office 
(301 W High Street, Room 630) by the return date and time. 

(U.S. Mail) 
RETURN PROPOSAL TO: PURCHASING or 

(Courier Service) 
PURCHASING 

POBOX809 
JEFFERSON CITY MO 65102-0809 

301 WEST HIGH STREET, RM 630 
JEFFERSON CITY MO 65101-1517 

CONTRACT PERIOD: Effective Date of Contract through One (1) Year 

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS: 

Office of Administration 
Division of Facilities Management, Design & Construction 

301 West High Street, Room 730 
Jefferson City, MO 65101 

The vendor hereby declares understanding, agreement and certification of compliance to provide the items and/or services, at the prices 
quoted, in accordance with al! requirements and specifications contained herein and the Terms and Conditions Request for Proposal 
(Revised t0/19/15). The vendor further agrees that the language of this RFP shall govern in the event of a conflict with his/her proposal. 
The vendor further agrees that upon receipt of an authorized purchase order from the Division of Purchasing or when a Notice of Award is 
signed and issued by an authorized official of the State of Missouri, a binding contract shall exist between the vendor and the State of 
Missouri. The vendor shall understand and agree that in order for their proposal to be considered for evaluation, they must be registered in 
MissouriBUYS. If not registered at time of proposal opening, the vendor must register in MissouriBUYS upon request by the state 
immediately after proposal opening. 

SIGNATURE REQUIRED 
VENDO!l NAl\fE 1 M;,..,uriBUYS SYSU:M ID (SEE VEN])()R PROFILE· MAIN INFORMA TlON SCREEN) 

MAILING ADDRESS 

CITY, STATE, ZIP CODE 

CONTACT PERSON EMAIL ADDRESS 

PHONE NUMBER FAX NUMBER 

VENDOR TAX Fl.LING TYPE WJTll IRS (CHECK ONE) 

~ Corporation - Individual - State/Local Government _ Partnership _ Sole Proprietor _IRS Tax-Exempt 

AUTHORJZtD SIGNATURE DATE 

PRINTED NAME TITLE 
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Instructions for Submitting a Solicitation 
Response 

Page 2 

The Division of Purchasing is now posting all of its bid solicitation documents on the new MissouriBUYS Bid 
Board (https://www.missouribuys.mo.gov). MissouriBUYS is the State of Missouri's web-based statewide 
eProcurement system which is powered by WebProcure, through our partner, Perfect Commerce. 

For all bid solicitations, vendors now have the option of submitting their solicitation response either as an 
electronic response or as a hard copy response. As a means to save vendors the expense of submitting a hard copy 
response and to provide vendors both the ease and the timeliness of responding from a computer, vendors are 
encouraged to submit an electronic response. Both methods of submission are explained briefly below and in 
more detail in the step-by-step instructions provided at 
https://missouril:>uys.mo.gov/pdfs/how to respond to a solicitation.pdf. (This document is also on the Bid Board 
referenced above.) 

• ELECTRONIC RESPONSES: To respond electronically to a solicitation, the vendor must first register 
with MissouriBUYS by going to the MissouriBUYS Home Page (https://missouribuys.mo.gov), clicking 
the "Register'' button at the top of the page, and completing the Vendor Registration. Once registered the 
vendor accesses their account by clicking the "Login" button at the top of the MissouriBUYS Home Page. 
After locating the desired solicitation on the Bid Board, at a minimum, the vendor must read and accept 
the Original Solicitation Documents and complete pricing and any other identified requirements. In 
addition, the vendor should download and save all of the Original Solicitation Documents on their 
computer so that they can prepare their response to these documents. Vendors should upload their 
completed response to these downloaded documents (including exhibits, forms, and other information 
concerning the solicitation) as an attachment to the electronic solicitation response. Step-by-step 
instructions for how a registered vendor responds to a solicitation electronically are available on the 
MissouriBUYS system at: https://missouribuys.mo.gov/pdfs/how to respond to a_solicitation.pdf. Any 
such electronic submissions must be received prior to the specified end date and time. 

o Vendors are encouraged to submit their entire proposal electronically; however in lieu of 
attaching exhibits, forms, pricing, etc. to the electronic solicitation response, a vendor may submit 
the exhibits, forms, pricing, etc. through mail or courier service. However, any such submission 
must be received prior to the solicitation's specified end date and time. Be sure to include the 
solicitation/opportunity (OPP) number, company name, and a contact name on any hard copy 
solicitation response documents submitted through mail or courier service. 

o In the event a registered vendor electronically submits a solicitation response and also mails hard 
copy documents that are not identical, the vendor should explain which response is valid for the 
state's consideration. In the absence of such explanation, the state reserves the right to evaluate 
and award the response which serves its best interest. 

• HARD COPY RESPONSES: When responding with a hard copy response, any such submission must 
be received prior to the specified end date and time. Be sure to include the solicitation/opportunity (OPP) 
number, company name, and a contact name on any hard copy solicitation response documents. 

End of Instructions for Submitting Solicitation Response 
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1. INTRODUCTION AND GENERAL INFORMATION 

1.1 Introduction: 

1.1.1 This document constitutes a request for competitive, sealed proposals for the provision of document 
management services as set forth herein. 

1.1.2 Organization - This document, referred to as a Request for Proposal (RFP), is divided into the following 
parts: 

l) Introduction and General Information 
2) Contractual Requirements 
3) Proposal Submission Infonnation 
4) Pricing Page(s) 
S) Exhibits A - H 
6) Terms and Conditions 
7) Attachment 1: The vendor is advised that an attachment exists to this document which 

provides additional information and instruction. This attachment is a separate link that must 
be downloaded from the MissouriBUYS Statewide eProcurement System at: 
https://missouribuys.mo.gov/bidboard.html. It shall be the sole responsibility of the vendor 
to obtain the attachment. The vendor shall not be relieved of any responsibility for 
performance under the contract due to the failure of the vendor to obtain a copy of the 
attachment. 

1.1.3 Sample - The vendor is advised that a set of drawings and specifications are available as a sample of the 
state agency's bid documents. The sample is available by contacting the buyer of record as indicated on 
the cover page of this document. It shall be the sole responsibility of the vendor to request the sample bid 
document. The vendor shall not be relieved of any responsibility for performance under the contract due 
to the failure of the vendor to obtain a copy of the sample bid document. The sample is for fonnat use 
only. The vendor should print and submit one (l) copy of the bid document from the sample bid 
document. Refer to Exhibit D of this document for additional information. 

1.2 Background Information: 

1.2. l The Division of Facilities Management, Design and Construction manages real estate, leasing, and 
building ownership portfolios for over 32,000,000 square feet of state owned, state leased, or state 
operated buildings and facilities statewide. Within this capacity, the Division of Facilities Management, 
Design and Construction handles the execution of over three hundred (300) Capital Improvement Projects 
per year. These Capital Improvement Projects consist of construction, renovation, or maintenance/repair 
projects that replace, expand, add to the value of, or prolong the life of the property, facility, or 
equipment. 

1.2.2 The current contract for document management services expires August 31, 2016. The contract number 
is: C3 l 1091001 

a. Viewing the Contract - A copy of the contract can be viewed and printed from the Division of 
Purchasing's Awarded Bid & Contract Document Search System located on the Internet at: 
http://oa.mo.gov/purchasing . In addition, all proposal and evaluation documentation leading to the 
award of that contract may also be viewed and printed from the Division of Purchasing's Awarded 
Bid & Contract Document Search System. Please reference the Bid number B3Zll091 or the 
contract number shown above when searching for these documents. 

b. State Expenditures - The Missouri Accountability Portal (MAP) located on the internet at: 
http://mapyourtaxes.mo.gov/MAP/Expenditures/ provides financial data related to the purchase of 
the services under the contract. Be sure to read the information provided in the Jinks to "Site 
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Information" and "Disclaimer". Then search by the contract number shown above when searching 
for the financial information. 

1.2.3 Although an attempt has been made to provide accurate and up-to~date infonnation, the State of Missouri 
does not warrant or represent that the background information provided herein reflects all relationships or 
existing conditions related to this Request for Proposal. 
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2. CONTRACTUAL REQUIREMENTS 

2.1 General Requirements: 

2.1. l The contractor shall provide document management services including, but not limited to, bid document 
printing and distribution/delivery, in addition to bid document deposit collection and return services for 
the Office of Administration, Division of Facilities Management, Design & Construction (hereinafter 
referred to as "state agency"), in accordance with the provisions and requirements stated herein and to the 
sole satisfaction of the state agency. 

2.1.2 Within five (5) business days from the date the state agency authorizes the contractor to proceed with 
services, the contractor shall: 

a. Contact the state agency in order to obtain the name, address, email address, and telephone number 
of the designated state agency contact. 

b. Provide the state agency with the name, address, email address, and telephone number of the 
contractor's representative who will service the contract. 

2.1.3 Due to the time-sensitive nature of the state agency's bid documents, the contractor must have an office 
with full printing capabilities located within a forty (40) mile radius of Jefferson City. The contractor 
must respond to the state agency within the timeframe specified by the state agency, sometimes as quickly 
as one (1) hour. 

2.1.4 The contractor must be able to begin providing services within thirty (30) calendar days after contract 
award. 

2.1.5 Unless otherwise specified herein or unless specific days or times are approved by the state agency, the 
contractor shall be available to provide services fifty-two (52) calendar weeks per year, Monday through 
Friday, during the hours of 8:00 a.m. and 5:00 p.m., excluding state holidays, and shall accommodate 
tum-around times stated by the state agency regardless of the day of the week the request is received. 

a. A listing of state holidays is available at: http://oa.mo.gov/commissioner/state-holidays. 

2.1.6 Unless other.vise specified herein, the contractor shall furnish all material, labor, facilities, equipment, 
and supplies necessary to perform the services required herein. 

At the state agency's discretion, the state agency will provide the contractor the bid documents for 
construction projects in hard copy or electronic format or the contractor shall col1ect hard copy bid 
documents for construction projects from the state agency at 30 l West High Street, Room 730, Jefferson 
City, Missouri. 

a. The contractor shall agree and understand that the state agency bid documents may include, but are 
not limited to, specifications, drawings, photographs, and addenda. 

b. The state agency will provide instructions to the contractor regarding the printing, scanning, and 
binding of the state agency bid documents. The state agency will also provide instructions regarding 
the quantity of sets of state agency bid documents anticipated. 

c. The state agency will provide a list of the plan rooms and other locations to which the contractor 
shall deliver a set of state agency bid documents. 
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d. The contractor shall provide a secure web-based portal for receiving large sized electronic files of the 
bid documents in PDF fonnat from the state agency. The contractor will receive electronic bid 
documents for construction projects in PDF format from the state agency via email or through the 
secure web-based portal. 

2.2.2 The contractor shall print, scan, and bind the state agency bid document in accordance with the following 
and pursuant to the state agency's instructions: 

a. Print single-sided large fonnat bid documents of twelve inches by eighteen inches (12" x 18") 
through thirty-six inches by forty-eight inches (36" x 48") in black and white, grayscale, and four ( 4) 
color. 

b. Print single-sided and double-sided small format bid documents of eight and a half inches by eleven 
inches (8 1/2" x 11") in black and white, grayscale, and four (4) color. 

c. Print single-sided small format bid documents of eleven inches by seventeen inches ( 11" x 17") in 
black and white, grayscale, and four (4) color. 

d. Paper stock for black and white and grayscale bid documents must be no less than twenty pound 
(20#) bond. The paper stock for color bid documents must be no less than twenty-four pound (24#) 
bond. 

e. Provide digital printing of specifications at three hundred (300) dpi. 

f. Provide digital printing of drawings between four hundred (400) and six hundred (600) dpi. 

g. Print fult and half size drawings in the following sizes: eighteen inches by twenty-four inches ( l 8" x 
24"), twenty~four inches by thirty-six inches (24" x 36"), thirty inches by forty-two inches (30" x 
42"), and thirty-six inches by forty-eight inches (36" x 48"). 

h. Provide color and graphical printing of drawings. 

1. Provide color and graphical printing of specifications. 

J. Provide color printing of photographs on photo quality paper. The quality of paper must be Xerox 
one hundred pound ( l 00#) gloss text or equivalent. 

k. Mount and laminate large format prints on three-sixteenths (3/16) Gatorboard® or equivalent foam 
board. 

l. Scan drawings, specifications, and other documents in full and half sizes, including the following 
sizes: eighteen inches by twenty-four inches (l 8" x 24"), twenty-four inches by thirty-six inches 
(24" x 36"), thirty inches by forty-two inches (30" x 42"), and thirty-six inches by forty-eight inches 
(36" X 48"). 

m. Bum bid documents onto a CD-ROM for distribution/delivery or storage. 

n. Bind drawings by stapling and by applying a binding strip. 

o. Bind the specifications into a book with a printed card stock cover and plastic binding combs or coil 
binding. Card stock must be no less than sixty-five pound (65#) and available in a variety of colors 
including, but not limited to: light blue, medium blue, ivory, green, red, yeUow, tan, orange, and 
white. 
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1) The contractor shall individually package a specification book, drawings, prints, and 
photographs as a bid document set for distribution/delivery. 

2.3 Bid Document Distribution/Delivery Requirements: 

2.3.l The contractor shall receive requests from potential vendors for a copy of bid documents. Prior to 
providing a bid document to a potential vendor, the contractor shall collect a bid document deposit from 
each potential vendor for each set of bid documents requested. 

a. The contractor shall ensure the bid document deposits are made by check, payable to the contractor. 

b. The state agency will determine the bid document deposit amount and will communicate the bid 
document deposit amount information to the contractor upon issuance of the bid. 

c. As determined by the state agency, the bid document deposit for larger construction projects may 
only be fifty percent (50%) refundable. In the event of such, the contractor shall be responsib]e for 
the collection of two (2) checks from the potential vendor: one (I) refundable and one (I) non­
refundable. 

2.3 .2 Following the receipt of the bid document deposit, the contractor shall distribute/deliver the bid 
documents in accordance with the following: 

a. The contractor shall hand-deliver bid documents and other requested reproduction to potential 
vendors within a forty ( 40) mile radius of Jefferson City. Unless otherwise specified by the potential 
vendor, the contractor shall distribute the bid documents to all other potential vendors via the United 
States Postal Service (USPS). 

b. Upon request by a potential vendor, the contractor shall distribute the bid document via Federal 
Express, United Parcel Service (UPS), or a similar delivery service. The potential vendor shall be 
responsible for all costs associated with such delivery service. 

c. Upon request by a potential vendor, the contractor shall provide the bid document on a CD-ROM. 

d. For the initial twenty-five (25) sets of bid documents requested from potential vendors, the 
contractor shall distribute/deliver the bid documents to potential vendors within twenty-four (24) 
hours of receipt of the bid document deposit from potential vendors. 

e. For additional sets of bid documents beyond the initial twenty-five (25) sets requested from potential 
vendors, the contractor shall distribute/deliver the bid documents to potential vendors within forty­
eight ( 48) hours of receipt of the bid document deposit from potential vendors. 

2.3.3 The contractor shall provide the potential vendors with either full or partial sets of the bid documents, as 
requested by potential vendors. 

2.3.4 The contractor shalt provide each potential vendor with a printed, self-adhesive bid envelope label for 
each set of bid documents distributed/delivered. The bid envelope label should be in a fonnat similar to 
what is provided as Attachment 1. The contractor shall obtain the state agency's approval for any 
variation of the bid envelope label fonnat from what is shown on Attachment l . 

2.3.5 The contractor must provide adequate security for all documents connected to sensitive construction 
projects, as determined by the state agency. 

2.3.6 Within twenty-four (24) hours of the contractor's receipt from the state agency of an addendum to a bid 
document, the contractor shall distribute/deliver the addendum to all plan holders who received the bid 
document, including potential vendors, plan rooms, and other locations. 
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a. The contractor shall send an addendum with drawings by next day delivery using Federal Express, 
UPS, or a similar delivery service. The contractor shall require signature verification in order to 
confirm receipt of the addendum. 

b. The contractor shall send an addendum without drawings to plan holders via electronic mail. Upon 
request by the state agency, the contractor shall send a report verifying the date and time of the 
receipt of the addendum. 

I) The contractor shall send an addendum to plan holders that cannot be reached via electronic 
mail using a method identified as appropriate by the state agency, such as next day delivery 
service. The contractor shall require signature verification in order to confirm receipt of the 
addendum. 

2.3.7 The contractor shall distribute/deliver sets of bid documents to plan rooms identified by the state agency 
upon creation of the bid documents. The contractor shall hand deliver bid documents and other requested 
reproduction to plan rooms within a forty ( 40) mile radius of Jefferson City. The contractor shall 
distribute the bid documents to plan rooms outside the forty ( 40) mile radius of Jefferson City with next 
day delivery service. 

2.3.8 If the contractor has facilities in locations in addition to the Jefferson City area, the contractor may 
distribute bid documents from such location and/or potential vendors may pick up the bid documents 
from such location. 

2.3 .9 By no later than 10:00 a.m. on the day of a construction project bid opening as indicated on the bid 
documents, the contractor shall provide the state agency with one (I) set of self-adhesive labels printed 
with the plan holders' names and addresses. 

2.4 Construction Project Database and Website Requirements: 

2.4. I The contractor must host a website specific to the state agency's construction projects. A visitor to the 
state agency's website must be able to link directly to the contractor's website. The contractor's website 
must be in a format that is easily opened and swiftly downloaded by any visitor to the state agency's 
website, including those using dial-up internet services. 

2.4.2 The contractor shall post all bid documents on the contractor's website. The contractor's website shall: 

a. Be available twenty-four (24) hours a day, seven (7) days a week. 

b. Allow for the viewing of the bid documents. 

c. Not allow for the printing of the bid documents. 

2.4.3 For each construction project, the contractor shall track the distribution/delivery of bid document sets to 
plan holders and shall maintain an online plan holders list, including company contact person and 
information, and if the company will be bidding as a general contractor, subcontractor, or supplier. 

a. The contractor's website shall allow for the viewing and printing of the plan holders list. 

b. Upon request by any individual who does not have access to the website or cannot download the plan 
holders list, the contractor must immediately fax the most current plan holders list for a particular 
construction project. 
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2.4.4 The contractor shall provide project distribution/delivery information on the contractor's website. The 
project distribution/delivery information shall provide potential vendors with information on how to 
obtain bid documents. 

2.4.5 The contractor must also maintain a construction project database on the contractor's website which shall 
include pertinent information about all current and past construction projects including the construction 
project name and number, the bid opening date, the construction project status, the addendum issued and 
date(s) issued, the plan holder's name(s), address(es), phone number(s), and facsimile number(s), the type 
of document (e.g. plans, specifications, addendum, and CD-ROM) and the number of bid document sets 
distributed/delivered, the date the bid documents were returned to the contractor, and the bid status of the 
plan holder in relation to the construction project. 

a. The contractor shall maintain the construction project database throughout the term of the contract. 

b. Upon expiration of the contract, the contractor shall tum over the database in PDF fonnat to the state 
agency. 

2.4.6 The contractor shall store all bid documents in an archive system. 

a. Upon request by the state agency, the contractor shall print or copy to a CD-ROM any bid 
documents that have been archived. 

b. The contractor shall maintain the archive system throughout the term of the contract. 

c. The contractor shall turn over all files maintained in the archive system to the state agency upon 
expiration, termination, or cancellation of the contract, as requested by the state agency. 

2.4.7 The contractor shall provide a file transfer protocol and secure file transfer site from a link on the state 
agency's website. The contractor's file transfer protocol and secure file transfer site will provide for the 
communication and transferring of large document files between the state agency and the state agency's 
design consultants. 

2.4.8 Accessibility Compliance: Section 191.863 of the Revised Statutes of Missouri (RSMo) requires state 
agencies to make information technologies accessible to individuals with disabilities. The State of 
Missouri's Information Technology (IT) Accessibility Standards (https://oa.mo.gov/itsd/it­
governance/enterprise-architecture/it-accessibility-standards) provide direction for complying with RSMo 
191.863. All systems/applications developed and/or customized by the contractor shall comply with the 
applicable accessibility requirements of the Missouri IT Accessibility Standards. 

a. The contractor sha!J promptly respond to any complaint brought to the contractor's attention 
regarding accessibility of the systems/applications developed and/or customized by the contractor and 
shall resolve such complaints by bringing the systems/applications into compliance with the 
applicable Missouri IT Accessibility Standards at no additional cost to the State. The contractor shall 
indemnify and hold harmless the State of Missouri and any Missouri government entity purchasing 
the systems/applications developed and/or customized by the contractor from any claim arising out of 
the contractor's failure to comply with the aforementioned requirements. 

2.5 Bid Document Deposit Return Requirements: 

2.5.1 The contractor shall require potential vendors who received the bid documents to return the bid 
documents to the contractor within fifteen ( 15) business days of the construction project bid opening. 

a. Upon the contractor's receipt of the bid documents in an undamaged condition, as detennined by the 
contractor, the contractor shall return the bid document deposit to the potential vendor via direct 
deposit or check. 
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b. For larger construction projects in which the bid document deposit was submitted as two (2) checks 
from the potential vendor, the contractor shall return fifty percent (50%) of the total bid document 
deposit if the bid document was returned in an undamaged condition, as detennined by the 
contractor, via direct deposit or check. 

c. If the bid documents are not returned or are returned damaged, as determined by the contractor, the 
contractor shall not return the bid document deposit. The contractor's decision shall be final and 
without recourse. 

2.5.2 On a monthly basis, the contractor shall provide the state agency with a bid document deposit summary 
report that includes the fo1lowing infonnation: 

a. Company's name, address, telephone number, and facsimile number. 

b. Number and type of bid documents received. 

c. Bid document deposit check number(s). 

d. Bid document deposit amount collected. 

e. Number of bid documents that were not returned after fifteen (15) business days of the construction 
project bid opening date. 

f. Number of bid documents returned after fifteen (15) business days of the project bid opening date 
and the number of bid documents returned damaged. 

2.5.3 The contractor shall give the returned bid documents to the vendor awarded the construction project, as 
identified by the state agency. The contractor shall recycle or destroy any bid documents that the winning 
vendor does not want. 

2.6 Additional Requirements: 

2.6.1 The contractor must maintain financial and accounting records and evidence pertaining to the contract in 
accordance with generally accepted accounting principles and other procedures specified by the state 
agency. 

a. The contractor shall make all such records, books, and other documents relevant to the contract 
available to the state agency and its designees and the Missouri State Auditor in a format acceptable 
to the state agency at all reasonable times during the tenn of the contract. 

b. The contractor shall retain all such records according to the state agency's retention period or the 
completion of an independent audit, whichever is later. If any litigation, claim, negotiation, audit, 
investigation, or other actions involving the records has been started before the expiration of the 
retention period, the contractor shall retain such records until completion of such action and 
resolution of all issues that arise from it. 

c. The contractor shall pennit the state agency, governmental auditors and authorized representatives of 
the State of Missouri to audit or examine, copy, or investigate any of the contractor's records, 
procedures, books, documents, papers, and records recording receipts and disbursements of any of 
the funds paid to the contractor. Failure to retain adequate documentation for any service billed may 
result in recovery of payments for services not adequately documented. Any audit exception noted 
by governmental auditors shall not be paid by the state agency and shall be the sole responsibility of 
the contractor. However, the contractor may contest any such exception by any legal procedure the 
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contractor deems appropriate. The state agency will pay the contractor all amounts which the 
contractor may ultimately be held entitled to receive as a result of any such legal action. 

2.7 Invoicing and Payment Requirements: 

2.7.l Prior to any payments becoming due under the contract, the contractor must update their vendor 
registration with their ACH-EFT payment information at https://MissouriBUYS.mo.gov. 

a. The contractor understands and agrees that the State of Missouri reserves the right to make contract 
payments through electronic funds transfer (EFT). 

b. The contractor must submit invoices on the contractor's original descriptive business invoice form 
and must use a unique invoice number with each invoice submitted. The unique invoice number wiU 
be listed on the State of Missouri's EFT addendum record to enable the contractor to properly apply 
the state agency's payment to the invoice submitted. The contractor may obtain detailed information 
for payments issued for the past 24 months from the State of Missouri's central accounting system 
(SAM II) on the Vendor Services Portal at: 

https://www.vendorservices.mo.gov/vendorserv ices/Portal/Default.aspx 

2. 7 .2 Invoicing - Within thirty (30) business days after the state agency's issuance of the Project Intent to 
Award, the contractor shall submit an itemized invoice to the state agency for the specific construction 
project. The contractor's invoice shall include the following: 

a. The number of bid documents distributed/delivered. 

b. A page breakdown of the bid document, indicating the number of pages of each format size and the 
number of pages of each such format size that are black and white, grayscale, and color, and further 
itemized by the number of pages that are single-sided and the number of pages that are double-sided. 

c. Indicate if the bid document was identified by tne state agency as a sensitive construction project. 

d. Identify the binding, card stock cover, and mounting and laminated, if any, of the bid document. 

e. Identify the number of bid documents distributed/delivered on a CD-ROM. 

f. Identify any costs for next day delivery services incurred as a result of the state agency's specific 
request for such service. The contractor shall attach a copy of the receipts for such costs to the 
invoice. The contractor shall be reimbursed for such costs. 

g. Reflect a credit equal to the total amount of the bid document deposits retained as a result of bid 
documents not returned within fifteen (15) business days after the project bid opening date and the 
bid documents returned damaged. 

2.7.3 The contractor shall attach document request fonns, work orders for original printing, and reprint orders 
to the invoice. 

2.7.4 If the contractor printed or copied to a CD-ROM any bid documents that have been archived, the 
contractor shall provide a separate monthly invoice to the state agency detailing such services. 

2.7.5 Payments - Upon the state agency's approval of the services and invoices submitted by the contractor, the 
state agency shall pay the contractor in accordance with the prices stated on the Pricing Page. 

2. 7 .6 Other than the payments and reimbursements specified above, no other payments or reimbursements shall 
be made to the contractor for any reason whatsoever including, but not limited to taxes, shipping charges, 
insurance, interest, penalties, termination payments, attorney fees, etc. 
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2.8 Other Contractual Requirements: 

2.8. l Contract - A binding contract shall consist of: (1) the RFP, addendums thereto, and any Best and Final 
Offer (BAFO) request(s) with RFP changes/additions, (2) the contractor's proposal including any 
contractor BAFO response(s), (3) clarification of the proposal, if any, and (4) the Division of 
Purchasing' s acceptance of the proposal by "notice of award". All Exhibits and Attachments included in 
the RFP shall be incorporated into the contract by reference. 

a. A notice of award issued by the State of Missouri does not constitute an authorization for shipment 
of equipment or supplies or a directive to proceed with services. Before providing equipment, 
supplies, and/or services for the State of Missouri, the contractor must receive a properly authorized 
purchase order or other fonn of authorization given to the contractor at the discretion of the state 
agency. 

b. The contract expresses the complete agreement of the parties and perfonnance shall be governed 
solely by the specifications and requirements contained therein. 

c. Any change to the contract, whether by modification and/or supplementation, must be accomplished 
by a formal contract amendment signed and approved by and between the duly authorized 
representative of the contractor and the Division of Purchasing prior to the effective date of such 
modification. The contractor expressly and explicitly understands and agrees that no other method 
and/or no other document, including correspondence, acts, and oral communications by or from any 
person, shall be used or construed as an amendment or modification to the contract. 

2.8.2 Contract Period - The original contract period shall be as stated on the Notice of Award. The contract 
shall not bind, nor purport to bind, the state for any contractual commitment in excess of the original 
contract period. The Division of Purchasing shall have the right, at its sole option, to renew the contract 
for four (4) additional one-year periods, or any portion thereof. In the event the Division of Purchasing 
exercises such right, all tenns and conditions, requirements and specifications of the contract shall remain 
the same and apply during the renewal period, pursuant to applicable option clauses of this document. 

a. In addition, the Division of Purchasing shall have the right, at its sole option, to extend the contract 
as necessary to allow for the completion of document management services that are scheduled for 
completion beyond the expiration of the contract. Such document management services must have 
been assigned to the contractor (1) prior to the expiration of the contract, and (2) prior to the award 
of any succeeding contract. In the event the Division of Purchasing exercises such right, all other 
tenns and conditions, requirements and specifications of the contract, including prices, applicable to 
document management services shall remain the same and shall apply during the extension period. 

2.8.3 Renewal Periods - If the option for renewal is exercised by the Division of Purchasing, the contractor 
shall agree that the prices for the renewal period shall not exceed the maximum price for the applicable 
renewal period stated on the Pricing Page of the contract. 

a. lfrenewal prices are not provided, then prices during renewal periods shall be the same as during the 
original contract period. 

b. In addition, the contractor shall understand and agree that renewal period price increases specified in 
the contract are not automatic. At the time of contract renewal, if the state detennines funding does 
not pennit the specified renewal pricing increase or even a portion thereof, the renewal pricing shall 
remain the same as during the previous contract period. If such action is rejected by the contractor, 
the contract may be terminated, and a new procurement process may be conducted. The contractor 
shall also understand and agree the state may determine funding limitations necessitate a decrease in 
the contractor's pricing for the renewal period(s). If such action is necessary and the contractor 
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rejects the decrease, the contract may be terminated, and a new procurement process may be 
conducted. 

2.8.4 Tennination ~ The Division of Purchasing reserves the right to terminate the contract at any time, for the 
convenience of the State of Missouri, without penalty or recourse, by giving written notice to the 
contractor at least thirty (30) calendar days prior to the effective date of such tennination. In the event of 
termination pursuant to this paragraph, all documents, data, reports, supplies, equipment, and 
accomplishments prepared, furnished or completed by the contractor pursuant to the terms of the contract 
shall, at the option of the Division of Purchasing, become the property of the State of Missouri. The 
contractor shall be entitled to receive compensation for services and/or supplies delivered to and accepted 
by the State of Missouri pursuant to the contract prior to the effective date of termination. 

2.8.5 Transition: 

a. The contractor shall work with the state agency and any other organizations designated by the state 
agency to ensure an orderly transition of services and responsibilities under the contract and to 
ensure the continuity of those services required by the state agency. 

b. Upon expiration, termination, or cancellation of the contract, the contractor shall assist the state 
agency to ensure an orderly and smooth transfer of responsibility and continuity of those services 
required under the terms of the contract to an organization designated by the state agency. If 
requested by the state agency, the contractor shall provide and/or perfonn any or all of the fa JI owing 
responsibilities: 

1) The contractor shall deliver, FOB destination, all records, documentation, reports, data, 
recommendations, or printing elements, etc., which were required to be produced under the 
tenns of the contract to the state agency and/or to the state agency's designee within seven (7) 
days after receipt of the written request in a format and condition that are acceptable to the state 
agency. 

2) The contractor shall discontinue providing service or accepting new assignments under the 
tenns of the contract, on the date specified by the state agency, in order to ensure the 
completion of such service prior to the expiration of the contract. 

2.8.6 Contractor Liability - The contractor shall be responsible for any and all personal injury (including death) 
or property damage as a result of the contractor's negligence involving any equipment or service provided 
under the terms and conditions, requirements and specifications of the contract. In addition, the 
contractor assumes the obligation to save the State of Missouri, including its agencies, employees, and 
assignees, from every expense, liability, or payment arising out of such negligent act. 

a. The contractor also agrees to hold the State of Missouri, including its agencies, employees, and 
assignees, hannless for any negligent act or omission committed by any subcontractor or other 
person employed by or under the supervision of the contractor under the terms of the contract. 

b. The contractor shall not be responsible for any injury or damage occurring as a result of any 
negligent act or omission committed by the State of Missouri, including its agencies, employees, and 
assignees. 

c. Under no circumstances shall the contractor be liable for any of the following: (1) third party claims 
against the state for losses or damages (other than those listed above); or (2) economic consequential 
damages (including lost profits or savings) or incidental damages, even if the contractor is informed 
of their possibility. 

2.8.7 Insurance - The contractor shall understand and agree that the State of Missouri cannot save and hold 
harmless and/or indemnify the contractor or employees against any liability incurred or arising as a result 
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of any activity of the contractor or any activity of the contractor's employees related to the contractor's 
performance under the contract. Therefore, the contractor must acquire and maintain adequate liability 
insurance in the form(s) and amount(s) sufficient to protect the State of Missouri, its agencies, its 
employees, its clients, and the general public against any such loss, damage and/or expense related to 
his/her performance under the contract. General and other non-professional liability insurance shall 
include an endorsement that adds the State of Missouri as an additional insured. Self-insurance coverage 
or another alternative risk financing mechanism may be utilized provided that such coverage is verifiable 
and irrevocably reliable and the State of Missouri is protected as an additional insured. 

a. In the event any insurance coverage is canceled, the state agency must be notified at least thirty (30) 
calendar days prior to such cancellation. 

2.8,8 Subcontractors - Any subcontracts for the products/services described herein must include appropriate 
provisions and contractual obligations to ensure the successful fulfillment of all contractual obligations 
agreed to by the contractor and the State of Missouri and to ensure that the State of Missouri is 
indemnified, saved, and held harmless from and against any and all claims of damage, loss, and cost 
(including attorney fees) of any kind related to a subcontract in those matters described in the contract 
between the State of Missouri and the contractor. 

a. The contractor shall expressly understand and agree that he/she shall assume and be solely 
responsible for aH legal and financial responsibilities related to the execution of a subcontract. 

b. The contractor shall agree and understand that utilization of a subcontractor to provide any of the 
products/services in the contract shall in no way relieve the contractor of the responsibility for 
providing the products/services as described and set forth herein. 

c. The contractor must obtain the approval of the State of Missouri prior to establishing any new 
subcontracting arrangements and before changing any subcontractors. The approval shall not be 
arbitrarily withheld. 

d. Pursuant to subsection 1 of section 285.530, RSMo, no contractor or subcontractor shall knowingly 
employ, hire for employment, or continue to employ an unauthorized a1ien to perform work within 
the state of Missouri. In accordance with sections 285.525 to 285.550, RSMo, a general contractor 
or subcontractor of any tier shatl not be liable when such contractor or subcontractor contracts with 
its direct subcontractor who violates subsection l of section 285.530, RSMo, if the contract binding 
the contractor and subcontractor affirmatively states that: 

l) The direct subcontractor is not knowingly in violation of subsection l of section 285.530, 
RSMo, and shall not henceforth be in such violation. 

2) The contractor or subcontractor receives a sworn affidavit under the penalty of perjury attesting 
to the fact that the direct subcontractor's employees are lawfully present in the United States. 

2.8.9 Participation by Other Organizations - The contractor must comply with any Organization for the 
Blind/Sheltered Workshop, Service-Disabled Veteran Business Enterprise (SDVE), and/or Minority 
Business Enterprise/Women Business Enterprise (MBE/WBE) participation levels committed to in the 
contractor's awarded proposal. 

a. The contractor shall prepare and submit to the Division of Purchasing a report detailing all payments 
made by the contractor to Organizations for the Blind/Sheltered Workshops, SDVEs, and/or 
MBE/WBEs participating in the contract for the reporting period. The contractor must submit the 
report on a monthly basis, unless otherwise determined by the Division of Purchasing. 

b. The Division of Purchasing will monitor the contractor's compliance in meeting the Organizations 
for the Blind/Sheltered Workshop and SDVE participation levels committed to in the contractor's 
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awarded proposal. The Division of Purchasing in conjunction with the Office of Equal Opportunity 
(OEO) will monitor the contractor's compliance in meeting the MBE/WBE participation levels 
committed to in the contractor's awarded proposal. If the contractor's payments to the participating 
entities are less than the amount committed, the state may cancel the contract and/or suspend or 
debar the contractor from participating in future state procurements, or retain payments to the 
contractor in an amount equal to the value of the participation commitment less actual payments 
made by the contractor to the participating entity. If the Division of Purchasing determines that the 
contractor becomes compliant with the commitment, any funds retained as stated above, will be 
released. 

c. If a participating entity fails to retain the required certification or is unable to satisfactorily perform, 
the contractor must obtain other certified MBE/WBEs or other organizations for the blind/sheltered 
workshops or other SDVEs to fulfill the participation requirements committed to in the contractor's 
awarded proposal. 

1) The contractor must obtain the written approval of the Division of Purchasing for any new 
entities. This approval shall not be arbitrarily withheld. 

2) If the contractor cannot obtain a replacement entity, the contractor must submit documentation 
to the Division of Purchasing detailing all efforts made to secure a replacement. The Division 
of Purchasing shall have sole discretion in determining if the actions taken by the contractor 
constitute a good faith effort to secure the required participation and whether the contract will 
be amended to change the contractor's participation commitment. 

d. No later than thirty (30) calendar days after the effective date of the first renewal period, the 
contractor must submit an affidavit to the Division of Purchasing. The affidavit must be signed by 
the director or manager of the participating Organizations for the Blind/Sheltered Workshop 
verifying provision of products and/or services and compliance of all contractor payments made to 
the Organizations for the Blind/Sheltered Workshops. The contractor may use the affidavit available 
on the Division of Purchasing's website at http://oa.mo.g:ov/sites/default/files/bswaffidavit.doc or 
another affidavit providing the same information. 

2.8.10 Substitution of Personnel - The contractor agrees and understands that the State of Missouri's agreement 
to the contract is predicated in part on the utilization of the specific key individual(s) and/or personnel 
qualifications identified in the proposal. Therefore, the contractor agrees and understands that any 
substitution of the specific key individual(s) and/or personnel qualifications identified in the proposal 
must be with individual(s) of equal or better qualifications than originally proposed. 

2.8.11 Authorized Personnel: 

a. The contractor shall only employ personnel authorized to work in the United States in accordance 
with applicable federal and state laws. This includes but is not limited to the Illegal Immigration 
Refonn and Immigrant Responsibility Act (IIRIRA) and INA Section 274A. 

b. If the contractor is found to be in violation of this requirement or the applicable state, federal and 
local laws and regulations, and if the State of Missouri has reasonable cause to believe that the 
contractor has knowingly employed individuals who are not eligible to work in the United States, the 
state shall have the right to cance1 the contract immediately without penalty or recourse and suspend 
or debar the contractor from doing business with the state. The state may also withhold up to 
twenty-five percent (25%) of the total amount due to the contractor. 

c. The contractor shall agree to fully cooperate with any audit or investigation from federal, state, or 
local law enforcement agencies. 
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d. If the contractor meets the definition of a business entity as defined in section 285.525, RSMo, 
pertaining to section 285.530, RSMo, the contractor shall maintain enrollment and participation in 
the E-Verify federal work authorization program with respect to the employees hired after 
enrollment in the program who are proposed to work in connection with the contracted services 
included herein. If the contractor's business status changes during the life of the contract to become 
a business entity as defined in section 285.525, RSMo, pertaining to section 285.530, RSMo, then 
the contractor shall, prior to the performance of any services as a business entity under the contract: 

I) Enroll and participate in the E-V erify federal work authorization program with respect to the 
employees hired after enrollment in the program who are proposed to work in connection with 
the services required herein; AND 

2) Provide to the Division of Purchasing the documentation required in the exhibit titled, 
Business Entity Certification, EnrolJment Documentation, and Affidavit of Work Authorization 
affirming said company's/individual's enrotlment and participation in the E-Verify federal 
work authorization program; AND 

3) Submit to the Division of Purchasing a completed, notarized Affidavit of Work Authorization 
provided in the exhibit titled, Business Entity Certification, Enrollment Documentation, and 
Affidavit of Work Authorization. 

e. In accordance with subsection 2 of section 285 .530, RSMo, the contractor should renew their 
Affidavit of Work Authorization annually. A valid Affidavit of Work Authorization is necessary to 
award any new contracts. 

2.8. 12 Contractor Status - The contractor is an independent contractor and shall not represent the contractor or 
the contractor's employees to be employees of the State of Missouri or an agency of the State of Missouri. 
The contractor shall assume all legal and financial responsibility for salaries, taxes, FICA, empJoyee 
fringe benefits, workers compensation, employee insurance, minimum wage requirements, overtime, etc., 
and agrees to indemnify, save, and hold the State of Missouri, its officers, agents, and employees, 
harmless from and against, any and all loss; cost (including attorney fees); and damage of any kind related 
to such matters. 

2.8.13 Coordination - The contractor shall fully coordinate all contract activities with those activities of the state 
agency. As the work of the contractor progresses, advice and information on matters covered by the 
contract shall be made available by the contractor to the state agency or the Division of Purchasing 
throughout the effective period of the contract. 

2.8.l 4 Property of State - All documents, data, reports, supplies, equipment, and accomplishments prepared, 
furnished, or completed by the contractor pursuant to the terms of the contract shall become the property 
of the State of Missouri. Upon expiration, termination, or cancellation of the contract, said items shall 
become the property of the State of Missouri. 

2.8.15 Confidentiality: 

a. The contractor shall agree and understand that all discussions with the contractor and all information 
gained by the contractor as a result of the contractor's performance under the contract shall be 
confidential and that no reports, documentation, or material prepared as required by the contract 
shall be released to the public without the prior written consent of the state agency. 

b. If required by the state agency, the contractor and any required contractor personnel must sign 
specific documents regarding confidentiality, security, or other similar documents upon request. 
Failure of the contractor and any required personnel to sign such documents shall be considered a 
breach of contract and subject to the cancellation provisions of this document. 
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3. PROPOSAL SUBMISSION INFORMATION 

3.1 Submission of Proposals: 

3. l. l On-line Proposal - If a registered vendor is responding electronically through the Missouri BUYS System 
website, in addition to completing the on-line pricing, the registered vendor should submit completed 
exhibits, forms, and other information concerning the proposal as an attachment to the electronic 
proposal. The registered vendor is instructed to review the RFP submission provisions carefully to ensure 
they are providing all required pricing, including applicable renewal pricing. Instructions on how a 
registered vendor responds to a bid on-line are available on the MissouriBUYS System website at: 
https://missouribuys.mo. gov /bid board. html. 

a. The exhibits, fonns, and Pricing Pages provided herein can be saved into a word processing 
document, completed by a registered vendor, and then sent as an attachment to the electronic 
submission. Other information requested or required may be sent as an attachment. Additional 
instructions for submitting electronic attachments are on the MissouriBUYS System website. Be 
sure to include the solicitation/opportunity (OPP) number, company name, and a contact name on 
any electronic attachments. 

b. In addition, a registered vendor may submit the exhibits, forms, Pricing Pages, etc., through mail or 
courier service. However, any such submission must be received prior to the specified end date and 
time. 

c. If a registered vendor submits an electronic and hard copy proposal response and if such responses 
are not identical, the vendor should explain which response is valid. In the absence of an 
explanation, the State of Missouri shall consider the response which serves its best interest 

3.1.2 Hard Copy Proposal - If the vendor is submitting a proposal via the mail or a courier service or is hand 
delivering the proposal, the vendor should include completed exhibits, forms, and other information 
concerning the proposal (including completed Pricing Page(s) with the proposal. The vendor is instructed 
to review the RFP submission provisions carefully to ensure they are providing all required pricing, 
including applicable renewal pricing. 

a. Recycled Products - The State of Missouri recognizes the limited nature of our resources and the 
leadership role of government agencies in regard to the environment. Accordingly, the vendor is 
requested to print the proposal double-sided using recycled paper, if possible, and minimize or 
eliminate the use of non-recyclable materials such as plastic report covers, plastic dividers, vinyl 
sleeves, and binding. Lengthy proposals may be submitted in a notebook or binder. 

b. The vendor should include one (1) additional copy along with their original proposal. The front 
cover of the original proposal should be labeled "original" and the front cover of the copy should be 
labeled "copy". In case of a discrepancy between the original proposal and the copies, the original 
proposal shall govern. 

3.1.3 Open Records - Pursuant to section 610.021, RSMo, the vendor's proposal shall be considered an open 
record after a contract is executed or all proposals are rejected. At that time, all proposals are scanned 
into the Division of Purchasing imaging system. 

a. The scanned information will be available for viewing through the Internet from the Division of 
Purchasing Awarded Bid & Contract Document Search system. Therefore, the vendor is advised not 
to include any information in the proposal that the vendor does not want to be viewed by the public, 
inc)uding personal identifying information such as social security numbers. 
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b. In preparing a proposal, the vendor should be mindful of document preparation efforts for imaging 
purposes and storage capacity that will be required to image the proposals and should limit proposal 
content to items that provide substance, quality of content, and clarity of infonnation. 

3 .1.4 To facilitate the evaluation process, the vendor is encouraged to organize their proposal into sections that 
correspond with the individual evaluation categories described herein. The vendor is cautioned that it is 
the vendor's sole responsibility to submit information related to the evaluation categories and that the 
State of Missouri is under no obligation to solicit such information if it is not included with the proposal. 
The vendor's failure to submit such information may cause an adverse impact on the evaluation of the 
proposal. 

a. The proposal should be page numbered. 

b. The signed page one from the original RFP and all signed addendums should be placed at the 
beginning of the proposal. 

c. Each section should be titled with each individual evaluation category and all material related to that 
category should be included therein. 

J.1.5 Questions Regarding the RFP - Except as may be otherwise stated herein, the vendor and the vendor's 
agents (including subcontractors, employees, consultants, or anyone else acting on their behalf) must 
direct all of their questions or comments regarding the RFP, the solicitation process, the evaluation, etc., 
to the buyer of record indicated on the first page of this RFP. Inappropriate contacts to other personnel 
are grounds for suspension and/or exc1usion from specific procurements. Vendors and their agents who 
have questions regarding this matter should contact the buyer. 

a. The buyer may be contacted via e-mail or phone as shown on the first page, or via facsimile to 573-
526-9816. 

b. Only those questions which necessitate a change to the RFP will be addressed via an addendum to 
the RFP. Written records of the questions and answers will not be maintained. Vendors are advised 
that any questions received less than ten ( 10) calendar days prior to the RFP opening date may not be 
addressed. 

c. The vendor may contact the Office of Equal Opportunity (OEO) regarding MBE/WBE certification 
or subcontracting with MBE/WBE companies. 

3.2 Competitive Negotiation of Proposals - The vendor is advised that under the provisions of this Request 
for Proposal, the Division of Purchasing reserves the right to conduct negotiations of the proposals 
received or to award a contract without negotiations. If such negotiations are conducted, the following 
conditions shall apply: 

3 .2.1 Negotiations may be conducted in person, in writing, or by telephone. 

3.2.2 Negotiations will only be conducted with potentially acceptable proposals. The Division of Purchasing 
reserves the right to limit negotiations to those proposals which received the highest rankings during the 
initial evaluation phase. All vendors involved in the negotiation process will be invited to submit a best 
and final offer. 

3.2.3 Terms, conditions, prices, methodology, or other features of the vendor's proposal may be subject to 
negotiation and subsequent revision. As part of the negotiations, the vendor may be required to submit 
supporting financial, pricing and other data in order to allow a detailed evaluation of the feasibility, 
reasonableness, and acceptability of the proposal. 



RFPS3003490l600585 Page 19 

3 .2.4 The mandatory requirements of the Request for Proposal shall not be negotiable and shall remain 
unchanged unless the Division of Purchasing determines that a change in such requirements is in the best 
interest of the State of Missouri. 

3.3 Evaluation and Award Process: 

3 .3 .1 After determining that a proposal satisfies the mandatory requirements stated in the Request for Proposal, 
the evaluator(s) shall use both objective analysis and subjective judgment in conducting a comparative 
assessment of the proposal in accordance with the evaluation criteria stated below. The contract shall be 
awarded to the lowest and best proposal. 

Vendor's Ex erience and Reliabili 
Method of Performance 
MBE/WBE Partici ation 
TOTAL 

3.3.2 After an initial screening process, a question and answer conference or interview may be conducted with 
the vendor, if deemed necessary by the Division of Purchasing. In addition, the vendor may be asked to 
make an oral presentation of their proposal during the conference. Attendance cost at the conference shall 
be at the vendor's expense. All arrangements and scheduling shall be coordinated by the Division of 
Purchasing. 

3.4 Evaluation of Cost: 

3 .4.1 Pricing - The vendor must provide pricing for all line items as required on the Pricing Page. 

3 .4.2 Objective Evaluation of Cost - The cost evaluation shall be based on a total cost determined using the 
annual uantities rovided below and the rices stated on the Pricin Pa es. 

Lar e F onnat, Gra scale 
Lar e Format, Four ( 4) Color 
Small Format & 1/2" x 11" Sin le-Sided, Black and White 
Small Format 8 1/2" x 11" Sin le-Sided, Grayscale 
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Bind S ecifications- Plastic Coil Bindin 
Printed Card Stock Cover, 8 1/2" x 11" 
Mountin on 3/16" Foam Board 
Three (3) Mil Laminatin on Foam Board 60 s uare feet 

>-!f)l¢F~ri~~tltu'tJ0f:rfiit.ixC'.(!'tj'·,!"'··:u·"Jtoni;;A.'l'.t.tn.if,{~~:·•.t¥ma!t£·'.i:'~"~:::T?"!iu::tf'· 
File Retrieval and Co to CD-ROM t 50 each 

a. The evaluation of cost will include the original contract period and any potential renewal periods. 

b. Cost evaluation points shall be determined from the result of the calculation stated above using the 
following formula: 

Lowest Responsive Vendor's Price 

Compared Vendor's Price 

Maximum Cost 
X Evaluation == 

points ( 100) 

Assigned Cost 
Points 

c. The vendor shall agree and understand that the quantities used in the evaluation of cost are provided 
solely to document how cost will be evaluated. The State of Missouri makes no guarantee regarding 
the accuracy of the quantities stated nor does the State of Missouri intend to imply that the figures 
used for the cost evaluation in any way reflect either actual or anticipated usage. 

3.5 Evaluation of Vendor's Experience, Reliability, and Expertise of Personnel: 

3.5.l Experience and reliability of the vendor's organization will be considered subjectively in the evaluation 
process. Therefore, the vendor is advised to submit information concerning the vendor's organization and 
infonnation documenting the vendor's experience in past performances, especially those perfonnances 
related to the requirements of this RFP. If the vendor is proposing an entity other than the vendor to 
perfonn the required services, the vendor should also submit the information requested for such proposed 
subcontractor. 

3.5.2 Vendor Information - The vendor should provide information about the vendor's organization on 
Exhibit A. 

3.5.3 Experience - The vendor should provide infonnation related to previous and current services/contracts of 
the vendor or any proposed subcontractor where performance was similar to the required services of this 
RFP. The information may be shown on Exhibit B or in a similar manner. 
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a. As part of the evaluation process, the State of Missouri may contact the vendor's references, 
including references not listed or identified within the vendor's proposal but who have current or 
previous experiences with the vendor. 

b. The vendor shall agree and understand that the State of Missouri is not obligated to contact the 
vendor's references. 

3.5.4 Personnel Expertise - The vendor should provide the information requested on Exhibit C for each key 
person proposed to provide the services required herein. 

a. The information provided should be structured to emphasize relevant qualifications and experience 
of the personnel in completing contracts/performing services of a similar size and scope to the 
requirements of this RFP. 

b. The information submitted should clearly identify previous experience of the person in performing 
similar services and should include beginning and ending dates, a description of the role of the 
person in such performances, results of the services performed, and whether the person is proposed 
for the same services for the State of Missouri. 

3.5.5 Personnel Qualifications - If personnel are not yet hired, the vendor should provide detailed descriptions 
of the required employment qualifications; and detailed job descriptions of the position to be filled, 
including the type of person proposed to be hired. 

3.6 Evaluation of Method of Performance: 

3.6.l Proposals will be subjectively evaluated based on the vendor's plan for performing the requirements of 
the RFP. Therefore, the vendor should present infonnation which demonstrates the method or manner in 
which the vendor proposes to satisfy these requirements and which confinns the vendor's ability to satisfy 
the requirements. The language of the narrative should be straightforward and limited to facts, solutions 
to problems, and plans of action. 

3.6.2 Description of Proposed Services - Exhibit D is provided for the vendor's use in providing information 
about the proposed method of performance. In addition, each paragraph within the Contractual 
Requirements should be addressed by providing a description of h9w the vendor proposes to perform or 
comply with the requirement and otherwise detailing the vendor's understanding and ability to 
successfully perform the requirement. When responding to the appropriate provisions in the Contractual 
Requirements, the vendor should identify the paragraph or subparagraph number and then provide the 
additional elaboration describing the vendor's plans for performing or meeting the requirement. 

3.7 Evaluation of Vendorts Minority Business Enterprise (MBE)/ Women Business Enterprise (WBE) 
Participation: 

3. 7. I In order for the Division of Purchasing (Purchasing), to meet the provisions of Executive Order 05-3 0, the 
vendor should secure participation of certified MBEs and WBEs in providing the products/services 
required in this RFP. The targets of participation recommended by the State of Missouri are l 0% MBE 
and 5% WBE of the total dollar value of the contract. 

a. These targets can be met by a qualified MBE/WBE vendor themselves and/or through the use of 
qualified subcontractors, suppliers, joint ventures, or other arrangements that afford meaningful 
opportunities for MBE/WBE participation. 

b. The services performed or the products provided by MBE/WBEs must provide a commercially 
useful function related to the delivery of the contractually-required service/product in a manner that 
will constitute an added value to the contract and shall be performed/provided exclusive to the 
performance of the contract. Therefore, if the services performed or the products provided by 
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MBE/WBEs is utilized, to any extent, in the vendor's obligations outside of the contract, it shall not 
be considered a valid added value to the contract and shall not qualify as participation in accordance 
with this clause. 

c. In order to be considered as meeting these targets, the MBE/WBEs must be "qualified" by the 
proposal opening date ( date the proposal is due). (See below for a definition of a qualified 
MBE/WBE.) 

3.7.2 The vendor's proposed participation of MBE/WBE firms in meeting the targets of the RFP will be 
considered in the evaluation process as specified below: 

a. If Participation Meets Target: Vendors proposing MBE and WBE participation percentages that 
meet the State of Missouri's target participation percentage of 10% for MBE and 5% for WBE shall 
be assigned the maximum stated MBE/WBE Participation evaluation points. 

b. If Participation Exceeds Target: Vendors proposing MBE and WBE participation percentages that 
exceed the State of Missouri's target participation shall be assigned the same MBE/WBE 
Participation evaluation points as those meeting the State of Missouri's target participation 
percentages stated above. 

c. If Participation Below Target: Vendors proposing MBE and WBE participation percentages that are 
lower than the State of Missouri's target participation percentages of 10% for MBE and 5% for 
WBE shall be assigned a proportionately lower number of the MBE/WBE Participation evaluation 
points than the maximum MBE/WBE Participation evaluation points. 

d. If No Participation: Vendors failing to propose any commercially useful MBE/WBE participation 
shall be assigned a score of O in this evaluation category-. 

3.7.3 MBE/WBE Participation evaluation points shall be assigned using the fol1owing fonnula: 

State's Target MBE % (10) + WBE % (5) 
X 

Vendor's Proposed MB£% .S 10% + WBE % < 5% 

Maximum 
MBE/WBE 

Participation 
Evaluation 
points (10) 

== 

Assigned 
MBE/WBE 
Participation 

points 

3. 7.4 If the vendor is proposing MBE/WBE participation, in order to receive evaluation consideration for 
MBE/WBE participation, the vendor must provide the following information with the proposal. 

a. Participation Commitment - If the vendor is proposing MBE/WBE participation, the vendor must 
complete Exhibit E, Participation Commitment, by listing each proposed MBE and WBE, the 
committed percentage of participation for each MBE and WBE, and the commercially useful 
products/services to be provided by the listed MBE and WBE. If the vendor submitting the proposal 
is a qualified MBE and/or WBE, the vendor must include the vendor in the appropriate table on the 
Participation Commitment Form. 

b. Documentation of Intent to Participate - The vendor must either provide a properly completed 
Exhibit F, Documentation of Intent to Participate Form, signed and dated no earlier than the RFP 
issuance date by each MBE and WBE proposed or must provide a letter of intent signed and dated 
no earlier than the RFP issuance date by each MBE and WBE proposed which: ( 1) must describe the 
products/services the MBE/WBE will provide and (2) should include evidence that the MBE/WBE 
is qualified, as defined herein (i.e., the MBE/WBE Certification Number or a copy of MBE/WBE 
certificate issued by the Missouri OEO). If the vendor submitting the proposal is a qualified MBE 
and/or WBE, the vendor is not required to complete Exhibit F, Documentation of Intent to 
Participate Fonn or provide a recently dated letter of intent. 
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3.7.5 Commitment - If the vendor's proposal is awarded, the percentage level of MBE/WBE participation 
committed to by the vendor on Exhibit E, Participation Commitment,. shall be interpreted as a contractual 
requirement. 

3.7.6 Definition -- Qualified MBE/WBE: 

a. In order to be considered a qualified MBE or WBE for purposes of this RFP, the MBE/WBE must 
be certified by the State of Missouri, Office of Administration, Office of Equal Opportunity (OEO) 
by the proposal opening date. 

b. MBE or WBE means a business that is a sole proprietorship, partnership, joint venture, or 
corporation in which at least fifty-one percent (51 % ) of the ownership interest is held by minorities 
or women and the management and daily business operations of which are controlled by one or more 
minorities or women who own it. 

c. Minority is defined as belonging to one of the following racial minority groups: African Americans, 
Native Americans, Hispanjc Americans, Asian Americans, American Indians, Eskimos, Aleuts, and 
other groups that may be recognized by the Office of Advocacy, United States Small Business 
Administration, Washington, D.C. 

3.7.7 Resources - A listing of several resources that are available to assist vendors in their efforts to identify 
and secure the participation of qualified MBEs and WBEs is available at the website shown below or by 
contacting the Office of Equal Opportunity (OEO) at: 

Office of Administration, Office of Equal Opportunity (OEO) 
Harry S Truman Bldg., Room 630, P.O. Box 809, Jefferson City, MO 65102-0809 

Phone: (877) 259-2963 or (573) 751-8130 
Fax: (573) 522-8078 

Web site: http://oeo.mo.gov 

3.8 Miscellaneous Submittal Information: 

3.8.l Organizations for the Blind and Sheltered Workshop Preference - Pursuant to section 34.165, RSMo, and 
1 CSR 40-1.050, a ten (10) bonus point preference shall be granted to vendors including products and/or 
services manufactured, produced or assembled by a qualified nonprofit organization for the blind 
established pursuant to 41 U.S.C. sections 46 to 48c or a sheltered workshop holding a certificate of 
approval from the Department of Elementary and Secondary Education pursuant to section 178.920, 
RSMo. 

a. In order to qualify for the ten bonus points, the following conditions must be met and the following 
evidence must be provided: 

1) The vendor must either be an organization for the blind or sheltered workshop or must be 
proposing to utilize an organization for the blind/sheltered workshop as a subcontractor and/or 
supplier in an amount that must equal the greater of $5,000 or 2% of the total dollar value of the 
contract for purchases not exceeding $10 million. 

2) The services performed or the products provided by the organization for the blind or sheltered 
workshop must provide a commercially useful function related to the delivery of the 
contractually-required service/product in a manner that will constitute an added value to the 
contract and shall be perfonned/provided exclusive to the performance of the contract. 
Therefore, if the services performed or the products provided by the organization for the blind 
or sheltered workshop is utilized, to any extent, in the vendor's obligations outside of the 
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contract, it shall not be considered a valid added value to the contract and shall not qualify as 
participation in accordance with this clause. 

3) If the vendor is proposing participation by an organization for the blind or sheltered workshop, 
in order to receive evaluation consideration for participation by the organization for the blind or 
sheltered workshop, the vendor must provide the following infonnation with the proposal: 

• Participation Commitment - The vendor must complete Exhibit E, Participation 
Commitment, by identifying the organization for the blind or sheltered workshop and the 
commercially useful products/services to be provided by the listed organization for the 
blind or sheltered workshop. If the vendor submitting the proposal is an organization for 
the blind or sheltered workshop, the vendor must be listed in the appropriate table on the 
Participation Commitment Fonn. 

• Documentation of Intent to Participate - The vendor must either provide a properly 
completed Exhibit F, Documentation of Intent to Participate Form, signed and dated no 
earlier than the RFP issuance date by the organization for the blind or sheltered workshop 
proposed or must provide a recently dated letter of intent signed and dated no earlier than 
the RFP issuance date by the organization for the blind or sheltered workshop which: (1) 
must describe the products/services the organization for the blind/sheltered workshop will 
provide and (2) should include evidence of the organization for the blind/sheltered 
workshop qualifications (e.g. copy of certificate or Certificate Number for Missouri 
Sheltered Workshop). 

NOTE: If the vendor submitting the proposal is an organization for the blind or sheltered 
workshop, the vendor is not required to complete Exhibit F, Documentation of [ntent to 
Participate Form or provide a recently dated letter of intent. 

b. A list of Missouri sheltered workshops can be found at the following Internet address: 
http://dese.mo.gov/special-education/sheltered-workshogs/directories 

c. The websites for the Missouri Lighthouse for the Blind and the Alphapointe Association for the 
Blind can be found at the fo11owing Internet addresses: 

http://www.lhbindustries.com 

http://www.alphapointe.org 

d. Commitment - If the vendor's proposal is awarded, the organization for the blind or sheltered 
workshop participation committed to by the vendor on Exhibit E, Participation Commitment, shall 
be interpreted as a contractual requirement. 

3.8.2 Service-Disabled Veteran Business Enterprises (SDVEs)- Pursuant to section 34.074, RSMo, and l CSR 
40-1.050, the Division of Purchasing (Purchasing) has a goal of awarding three (3) percent of all contracts 
for the perfonnance of any job or service to qualified service-disabled veteran business enterprises 
(SDVEs). A three (3) point bonus preference shall be granted to vendors including products and/or 
services manufactured, produced or assembled by a qualified SDVE. 

a. In order to qualify for the three bonus points, the following conditions must be met and the following 
evidence must be provided: 

l) The vendor must either be an SDVE or must be proposing to utilize an SDVE as a 
subcontractor and/or supplier that provides at least three percent (3%) of the total contract 
value. 

2) The services performed or the products provided by the SDVE must provide a commercially 
useful function related to the delivery of the contractually-required service/product in a manner 
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that will constitute an added value to the contract and shall be performed(provided exclusive to 
the perfonnance of the contract. Therefore, if the services performed or the products provided 
by the SDVE are utilized, to any extent, in the vendor's obligations outside of the contract, it 
shall not be considered a valid added value to the contract and shall not qualify as participation 
in accordance with this clause. 

3) In order to receive evaluation consideration for participation by an SDVE, the vendor must 
provide the following infonnation with the proposal: 

• Participation Commitment - The vendor must complete Exhibit E, Participation 
Commitment, by identifying each proposed SDVE, the committed percentage of 
participation for each SDVE, and the commercially useful products/services to be provided 
by the listed SDVE. If the vendor submitting the proposal is a qualified SDVE, the vendor 
must be listed in the appropriate table on the Participation Commitment Form. 

• Documentation of Intent to Participate - The vendor must either provide a properly 
completed Exhibit F, Documentation of Intent to Participate Form, signed and dated no 
earlier than the RFP issuance date by the SDVE or a recently dated letter of intent signed 
and dated no earlier than the RFP issuance date by the SDVE which: ( 1) must describe the 
products/services the SDVE will provide and (2) must include the SDV Documents 
described below as evidence that the SDVE is qualified, as defined herein. 

• Service-Disabled Veteran (SDV) Documents - If a participating organization is an SDVE, 
unless previously submitted within the past five (5) years to the Purchasing, the vendor 
must provide the following Service-Disabled Veteran (SDV) documents: 

../ a copy of the SDV's award letter from the Department of Veterans Affairs or a copy of 
the SDV's discharge paper (DD Form 214, Certificate of Release or Discharge from 
Active Duty); and 

../ a copy of the SDV's documentation certifying disability by the appropriate federal 
agency responsible for the administration of veterans' affairs. 

NOTE: 
a) If the vendor submitting the proposal is a qualified SDVE, the vendor must include 

the SDV Documents as evidence that the vendor qualifies as an SDVE. However, 
the vendor is not required to complete Exhibit F, Documentation of Intent to 
Participate Form or provide a recently dated letter of intent. 

b) If the SDVE and SDV are listed on the following Internet address, the vendor is not 
required to provide the SDV Documents listed above. 

http://oa.mo.gov/sites/default/files/sdvelisting.pdf 

b. Commitment - If awarded a contract, the SDVE participation committed to by the vendor on Exhibit 
E, Participation Commitment, shall be interpreted as a contractual requirement. 

c. Definition ~ Qua1ified SDVE: 

l) SDVE is doing business as a Missouri firm, corporation, or individual or maintaining a 
Missouri office or place of business, not including an office of a registered agent; 

2) SDVE has not less than fifty~one percent (51%) of the business owned by one (1) or more 
service-disabled veterans (SDVs) or, in the case of any publicly-owned business, not less than 
fifty-one percent (51 %) of the stock of which is owned by one (l) or more SD Vs; 

3) SDVE has the management and daily business operations controHed by one (1) or more SDVs; 
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4) SDVE has a copy of the SDV's award letter from the Department of Veterans Affairs or a copy 
of the SDV's discharge paper (DD Form 214, Certificate of Release or Discharge from Active 
Duty), and a copy of the SDV's documentation certifying disability by the appropriate federal 
agency responsible for the administration of veterans' affairs; and 

5) SDVE possesses the power to make day-to-day as well as major decisions on matters of 
management, policy, and operation. 

3.8.3 Affidavit of Work Authorization and Documentation - Pursuant to section 285.530, RSMo, if the vendor 
meets the section 285.525, RSMo, defmition of a "business entity" 
(http://www.moga.mo.gov/statutes/C200-299/2850000525.HTM), the vendor must affirm the vendor's 
enrollment and participation in the E~ Verify federal work authorization program with respect to the 
employees hired after enrollment in the program who are proposed to work in connection with the 
services requested herein. The vendor shou1d complete applicable portions of Exhibit G, Business Entity 
Certification, Enrollment Documentation, and Affidavit of Work Authorization. The applicable portions 
of Exhibit G must be submitted prior to an award of a contract. 

3 .8.4 The vendor should complete and submit Exhibit H. Miscellaneous Information. 

3.8.5 Business Compliance - The vendor must be in compliance with the laws regarding conducting business in 
the State of Missouri. The vendor certifies by signing the signature page of this original document and 
any addendum signature page(s) that the vendor and any proposed subcontractors either are presently in 
compliance with such laws or shall be in compliance with such laws prior to any resulting contract award. 
The vendor shall provide documentation of compliance upon request by the Division of Purchasing. The 
compliance to conduct business in the state shall include, but not necessarily be limited to: 

a. Registration of business name (if applicable) with the Secretary of State at 
http://sos.mo.gov/business/startBusiness.asp 

b. Certificate of authority to transact business/certificate of good standing (if applicable) 
c. Taxes (e.g., city/county/state/federal) 
d. State and local certifications (e.g., professions/occupations/activities) 
e. Licenses and pennits (e.g., city/county license, sales permits) 
f. Insurance (e.g., worker's compensation/unemployment compensation) 

The vendor should refer to the Missouri Business Portal at http://business.mo.gov for additional 
information. 
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4. PRICING PAGE 

4.1 Document Management Services - The vendor shall provide a price for each of the following for 
providing the services required herein in accordance with the provisions and requirements of this RFP. 
The vendor shall provide firm, fixed prices for the original contract period and maximum prices for each 
renewal period. AJl costs associated with providing the required services, excluding next day delivery 
fees, shall be included in the stated prices. (UNSPSC Code: 82121503) 

Single-Sided, Black and 
$ $ 

l Per Square Per Square Per Square Per Square Per Square 
White 

Foot Foot Foot Foot Foot 
$ $ $ $ $ 

2 Single-Sided, Grayscale Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 

$ $ $ $ $ ---
3 Single-Sided, Four (4) Color Per Square Per Square Per Square Per Square Per Square 

Foot Foot Foot Foot Foot 

Printin o Small Format Bid Documents: 8 112 "x 11" 

4 
Single-Sided, Black and $ $ $ $ $ 
White Per Pa e Per Pa e PerPa e Per Pae PerPa e 

5 Single-Sided, Grayscale 
$ $ $ $ $ 

Per Pa e Per Pa e PerPa e PerPa e Per Pa e 

6 Single-Sided, Four ( 4) Color 
$ $ $ $ $ 

Per Pae Per Paoe PerPa e PerPa e Per Pae 

7 
Double-Sided, Black and $ $ $ $ $ 
White Per Pa e Per Pa e Per Pa e Per Pa e PerPa e 

8 Double-Sided, Grayscale 
$ $ $ $ ____ $ 

Per Pa e Per Pa e Per Pae Per Paoe Per Pa e 

9 
Double-Sided, Four (4) $ $ $ $ $ 
Color Per Pa e Per Pa e PerPaae Per Pae Per Pa e 

Printin o Small Format Bid Documents: 11" x 17" 

10 
Single-Sided, Black and $ $ $ $ $ 
White Per Pa e Per Pa e PerPa e Per Pae Per Pa e 

11 Single-Sided, Grayscale 
$ $ $ $ $ 
Per Pae Per Pa e PerPa e Per Pa e Per Pa e 

12 Single-Sided, Four (4) Color 
$ --- $ $ $ $ 

Per Pa e Per Pa e Per Pa e Per Pa e PerPa e 

Printin o Secure Documents 

Large Format, Black and 
$ $ $ $ $ 

13 Per Square Per Square Per Square Per Square Per Square 
White 

Foot Foot Foot Foot Foot 
$ $ $ $ $ 

14 Large Fonnat, Grayscale Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 

$ $ $ $ $ 
15 Large Format, Four (4) Color Per Square Per Square Per Square Per Square Per Square 

Foot Foot Foot Foot Foot 
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Small Format 8 1/2" x 11" 
$ $ $ $ $ 

16 Single-Sided, Black and Per Page Per Page Per Page Per Page Per Page 
White 

17 
Small Format 8 1/2" x 11" $ $ $ $ $ 
Sin le-Sided, Gra scale PerPa e Per Pae Per Pa e PerPa e Per Pa e 

18 
Small Fonnat 8 l /2" x 11" $ $ $ $ $ 
Sin le-Sided, Four ( 4) Color Per Page PerPa e Per Pae Per Pa e Per Pa e 
Small Format 8 1/2 '' x 11" 

$ $ $ $ $ 19 Double-Sided, Black and 
Per Page Per Page Per Page Per Page Per Page 

White 

20 Small Format 8 1/2" x 11" $ $ $ $ $ 
Double-Sided, Gra scale Per Pa e Per Pa e Per Pa e Per Pa e Per Pae 
Small Format 8 1/2" x 11" 

$ $ $ $ $ 
21 Double-Sided, Four ( 4) 

Per Page Per Page Per Page Per Page Per Page 
Color 
Small F onnat 11" x 17" 

$ $ $ $ $ 22 Single-Sided, Black and 
Per Page Per Page Per Page Per Page Per Page 

White 

23 Small Format 11" x 17" $ $ $ $ $ 
Sin le-Sided, Gra scale Per Pa e Per Pa e Per Pa e Per Pae Per Pae 

24 
Small Format 11" x 17" $ $ $ $ $ 
Sin le-Sided, Four ( 4) Color Per Page Per Page Per Pa e Per Page Per Pa e 

Bindin 

25 Bind Drawings 
$ $ $ $ $ 
PerBindin Per Bindin Per Bindin Per Bindin PerBindin 

26 
Bid Specifications - Plastic $ $ $ $ $ 
Bind Comb Each Each Each Each Each 

27 Bind Specifications - Plastic $ $ $ $ $ 
Coil Bindin Each Each Each Each Each 

28 Printed Card Stock Cover, 8 $ $ $ $ ---- $ 
1/2" X 11" Per Pa e Per Pae Per Pa e Per Pa e Per Pa e 

Mounting on 3/16" Foam 
$ ---- $ $ $ $ 

29 
Board 

Per Square Per Square Per Square Per Square Per Square 
Foot Foot Foot Foot Foot 

Three (3) Mil Laminating on 
$ $ $ $ $ 

30 Per Square Per Square Per Square Per Square Per Square 
Foam Board 

Foot Foot Foot Foot Foot 
File Retrieval and Printin /Co in rom Archive S stem 

31 
File Retrieval and Copy to $ $ $ $ $ 
CD-ROM Each Each Each Each Each 

32 File Retrieval and Printing $ $ $ $ $ 
Drawin Sheet) Per Sheet Per Sheet 

33 File Retrieval and Printing $ $ 
(Document Pa es) 

34 
$ $ $ $ 

Each Each Each Each Each 
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EXHIBIT A 

VENDOR INFORMATION 

J The vendor should provide the following infonnation about the vendor's organization: 

Page 29 

a. Provide a brief company history, including the founding date and number of years in business as currently 
constituted. 

b. Describe the nature of the vendor's business, type of services performed, etc. Identify the vendor's website 
address, if any. 

c. Describe experiences serving as a contractor providing bid document printing and distribution/delivery, 
including deposit collection and management. 

d. Provide a list and short summary of information regarding the vendor's current contracts. 

e. List, identify, and provide reasons for each contract gained or lost in the past two (2) years. 

f. Describe the structure of the organization including any board of directors, partners, top departmental 
management, corporate organization, corporate trade affiliations, any parent/subsidiary affiliations with other 
firms, etc. 
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EXHIBITB 

CURRENT/PRIOR EXPERIENCE 

Page 30 

The vendor should copy and complete this form documenting the vendor and any subcontractor's current/prior 
experience considered relevant to the services required herein. In addition, the vendor is advised that if the 
contact person listed for verification of services is unable to be reached during the evaluation, the listed 
experience may not be considered. 

I Vendor Name or Subcontractor Name: ------------------------

Name of Reference 
Company: 

Address of Reference 
Company 
,/ Street Address 
,/ City, State, Zip 
Reference Contact Person 
fnformation: 
./ Name 
./ Phone# 
./ E-mail Address 

Dates of Services: 

If service/contract has 
terminated, specify reason: 

Dollar Value of Services 

Description of Services 
Perfonned, such as: 

v' Document printing, 
scanning, and 
distribution/delivery 

../ Document pick-ups 
v' Bid document deposit 

collections and tracking 
,/ Document tracking , 

database management, 
web site maintenance 

./ Document security 
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EXHIBITC 

EXPERTISE OF PERSONNEL 

Page 31 

(Complete this Exhibit for personnel proposed. R(;lsumes for key personnel may also be provided) 

Personnel Backt!round and Expertise of Personnel and Planned Duties 

1. 
(Name) 

(Title) 

(Proposed Role/Function) 

2. 
(Name) 

(Title) 

(Proposed Role/Function) 

3. 
(Name) 

(Title) 

(Proposed Role/Function) 

4. 
(Name) 

(Title) 

(Proposed Role/Function) 

5. 
(Name) 

(Title) 

(Proposed Role/Function) 
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EXUIBITD 

METHOD OF PERFORMANCE 

Page 32 

The vendor should use this Exhibit, or any format desired, to present a written plan for performing the 
requirements specified in this Request for Proposal. 

l. The vendor should obtain the set of drawings and specifications, as referenced in the Introduction and 
General Information section of the RFP, available as a sample of the state agency's bid documents. The 
vendor should print and submit, with the vendor's proposal, one (l) copy of the bid document from the 
state agency's sample bid document to demonstrate the vendor's printing abilities and capabilities. 

a. The vendor's printing sample should be produced on the equipment proposed for the service of 
the contract. On the back side of the vendor's printing samples, the vendor should attach a label 
that clearly identifies the equipment used to produce the sample. Additionally, the vendor should 
identi the vendor's name or rovide the vendor's lo o on the back side of the rintin sam le. 

b. The vendor should print the set of drawings and specifications on twenty pound (20#) paper stock 
without color, as a sample of the vendor's printing quality. Drawings should be printed as both 
full size (24" x 36") and half size (12" x 18"). Among other consideration, the vendor's sample 
will be evaluated for overall clarity of printing of halftones, variations of grayscale, and paper 
stock. 

c. The vendor should scan the sample bid document and produce a CD-ROM as an example of the 
vendor's scan quality. The vendor's sample CD-ROM will be evaluated for quality. 

2. The vendor should describe their method of ensuring the security of bid documents connected to sensitive 
construction projects. Specifically, the vendor should explain and show how the vendor will identify each 
secure project during the following phases: review, bid, construction, and as built or record sets. 

3. The vendor should explain and show how the vendor will identify and track all document types through 
multiple phases. The document types will include: plans, specifications, addenda, and CD-ROMs. 

4. The vendor should describe the method proposed for receipt, tracking, and return of the bid document 
deposits. Additionally, the vendor should describe and/or provide an example of the summary report 
proposed for notifying the state agency of returned bid documents and non-returned documents. 

5. The vendor should provide a listing of the vendor's state-of-the-art equipment in place to support 
requirements for digital, color, and graphical printing, and CD-ROM reproduction. Listings should 
include the name of the equipment manufacturer, model numbers, and equipment purchase dates. 
Preference will be given to the vendor with the fullest line of up-to-date equipment in place. 

6. The vendor should provide information demonstrating how the vendor's capabilities and techniques meet 
the requirements of the distribution/delivery as stated herein. 

7. The vendor should identify the location(s) of the vendor's proposed printing facilities. The vendor should 
also address the vendor's ability to respond to the state agency within the timeframe specified by the state 
agency. 
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EXHIBIT D, continued 

8. The vendor should provide information on quality control procedures to ensure that pnntmg and 
distribution/delivery of bid documents and the vendor's tracking procedures are performed efficiently and 
are of the highest level of quality and accuracy. 

9. The vendor should describe the vendor's proposed method for the storage of bid documents in an archive 
system. The vendor should also identify the format in which the bid documents will be turned over to the 
state agency at the expiration/termination/cancellation of the contract. 

l 0. Organizational Chart - The vendor should provide an organizational chart showing the staffing and lines 
of authority for the key personnel to be used. The organizational chart should include (1) The relationship 
of service personnel to management and support personnel, (2) The names of the personnel and the 
working titles of each, and (3) Any proposed subcontractors including management, supervisory, and 
other key personnel. 

• The organizational chart should outline the team proposed for this project and the relationship of 
those team members to each other and to the management structure of the vendor's organization. 

11. Economic Impact to Missouri - the vendor should describe the economic advantages that will be realized 
as a result of the vendor performing the required services. The vendor should respond to the following: 

• Provide a description of the proposed services that will be performed and/or the proposed products 
that will be provided by Missourians and/or Missouri products. 

• Provide a description of the economic impact returned to the State of Missouri through tax revenue 
obligations. 

• Provide a description of the company's economic presence within the State of Missouri (e.g., type of 
facilities: sales offices; sales outlets; divisions; manufacturing; warehouse; other), including Missouri 
employee statistics. 
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EXHIBITE 

PARTICIPATION COMMITMENT 

Minority Business Enterprise/Women Business Enterprise (MBE/WBE) and/or Organization for the 
Blind/Sheltered Workshop and/or Service-Disabled Veteran Business Enterprise {SDVE) Participation 
Commitment - If the vendor is committing to participation by or if the vendor is a qualified MBE/WBE and/or 
organization for the blind/sheltered workshop and/or a qualified SDVE, the vendor must provide the required 
infonnation in the appropriate table(s) below for the organization proposed and must submit the completed exhibit 
with the vendor's proposal. 

For Minority Business Enterprise (MBE) and/or Woman Business Enterprise (WBE) Participation, if proposing 
an entity certified as both MBE and WBE, the vendor must either (1) enter the participation percentage under 
MBE or WBE, Q! must (2) divide the participation between both MBE and WBE. If dividing the participation, do 
not state the total participation on both the MBE and WBE Participation Commitment tables below. Instead, 
divide the total participation as proportionately appropriate between the tables below. 

MBE Participation Commitment Table 
(The services perfonned or the products provided by the listed MBE must provide a commercially useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be erformed/ rovided exclusive to the performance of the contract.) 

Name of Each Qualified Minority 
Business Enterprise (MBE) 

Proposed 

l. 

2. 

3. 

4. 

Total MBE Percentage: 

Committed Description of Products/Services to be Provided by 
Percentage of 
Participation 

forEachMBE 
(% of the Actual 
Total Contract 

Value) 

Listed MBE 
The vendor should also include the paragraph 
number(s) from the RFP which requires the 

product/service the MEE is proposed to perform and 
describe how the proposed product/service constitutes 

added value and will be exclusive to the contract. 
Product/Service( s) proposed: 

% . --- ·-·--- ·--··- ---- --- --· ---· -··-. ·--·----- ··- -- ··-- --- ---·-·-· 
RFP Paragraph References: 

Product/Service(s) proposed: 

% --.. --- --- -.... -. ·-·- ---------·-- -·. -- .. -. --- -- -.. -·-. -- . ·-. -· --
RFP Paragraph References: 

Product/Service(s) proposed: 

o/o . --- . -- --·. ·- ·- -·. -- . -- --· .•.. -- . ·-· -· -.. --- . ·- ..• -·-. ·- -... ·- -• 
RFP Paragraph References: 

Product/Service(s) proposed: 

% -.... -·-- ·-- -- . ·-. -· -·· ·-· -··. -·- ·- .. -- ·- ..... -- . -- . -.- -· -----·. 
RFP Paragraph References: 

I - - -~~-~- - -- ----------- -

% 
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EXHIBIT E, continued 

WBE Participation Commitment Table 
(The services performed or the products provided by the listed WBE must provide a commercially useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be perfonned/ rovided exclusive to the erfonnance of the contract.) 

Name of Each Qualified Women 
Business Enterprise (WBE) 

proposed 

1. 

2. 

3. 

4. 

Total WBE Percentage: 

Committed Description of Products/Services to be Provided by 
Percentage of 
Participation 

for Each WBE 
(% of the Actual 
Total Contract 

Value) 

Listed WBE 
The vendor should also include the paragraph 
number(s) from the RFP which requires the 

product/service the WBE is proposed to peiform and 
describe how the proposed product/service constitutes 

added value and will be exclusive to the contract. 
Product/Service( s) proposed: 

% --- -- ------ --- --- --- --- --- --- ---- -- ---- --- --- ---- ------ -- --- --- -
RFP Paragraph References: 

Product/Service( s) proposed: 

% RFP Paragraph References: 

Product/Service(s) proposed: 

% ---- --- --- -- -- -- --- --- --- ---- --- --- --- ---- -- ---- ----- --- --- --- --
RFP Paragraph References: 

Product/Service(s) proposed: 

o/o ---- --• --- ---- -- --- ---- -- ---- --- --- --- ---- -- --- --- --- --- --- --- --
RFP Paragraph References: 

-------------------------
% 

Organization fo1· the Blind/Sheltered \Vorkshop Commitment Table 
B} completing lhis table. the vendor commits to the use of the organization at the greater of $5.000 or'..:% of the 

a-:tual total dollar value of contract. 
(The services performed or the products provided by the listed Organization for the Blind/Sheltered Workshop must provide 

a commercially useful function related to the delivery of the contractually-required service/product in a manner that will 
constitute an added value to the contract and shall be perfonned/provided exclusive to the perfonnance of the contract.) 

Name of Organization for the Blind or Sheltered 
Workshop Proposed 

1. 

2. 

Description of Products/Services to be Provided by 
Listed Organization for the Blind/Sheltered Workshop 
The vendor should also include the paragraph numher(s) 

from the RFP which requires the product/service the 
organization for the blind/sheltered workshop is proposed 
to perform and describe how the proposed product/service 

constitutes added value and will be exclusive to the 
contract. 

Product/Service(s) proposed: 

RFP Paragraph References: 

Product/Service(s) proposed: 

RFP Paragraph References: 
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EXHIBIT E, continued 

SDVE Participation Commitment Table 
(The services perfonned or the products provided by the listed SDVE must provide a comroercia!Iy useful function related to 
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and 

shall be erfonned/ rovided exclusive to the erformance of the contract.) 

Name of Each Qualified Service­
Disabled Veteran Business 

Enterprise (SDVE) Proposed 

Committed Description of Products/Services to be Provided by 
Percentage of Listed SDVE 
Participation The vendor should also include the paragraph 

for Each SDVE number(s) from the RFP which requires the 
(% of the Actual product/service the SD VE is proposed to perform and 
Total Contract describe how the proposed product/service constitutes 

Value) added value and will be exclusive to the contract. 
1. Product/Service(s) proposed: 

% 
RFP Paragraph References: 

2. Product/Service(s) proposed: 

% 
RFP Paragraph References: 

Total SDVE Percentage: % 



RFPS3003490160058S 

EXHIBITF 

DOCUMENTATION OF INTENT TO PARTICIPATE 
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If the vendor is proposing to include the participation of a Minority Business Enterprise/Women Business 
Enterprise (MBE/WBE) and/or Organization for the Blind/Sheltered Workshop and/or qualified Service-Disabled 
Veteran Business Enterprise (SDVE) in the provision of the products/services required in the RFP, the vendor 
must either provide a letter of intent, signed and dated no earlier than the RFP issuance date, from each 
organization documenting the following information, or complete and provide this Exhibit with the vendor's 
proposal. 

- Copy This Form For Each Organization Proposed -

Vendor Name: 

This Section To Be Com 1leted b-v Partici mting Or"anization: 

By completing and sig11ing this form, tire undersigned hereby confirms the inte11t of tlie named participating orgllllization to provide the products/services 
identified herein for the vendor ide11tified abaue. 

Indicate appropriate business classification(s): 
MBE WBE Organization for the Blind Sheltered Workshop SDVE 

Name of Organization: 

(Name ofMBE, WBE, Organization for the Blind, Sheltered Workshop, or SDVE) 

Contact Name: Email: 

Address (If SDVE, provide Phone #: 
MO Address): 

City: Fax.#: ---------------
State/Zip: Ce rt i fi cation # --------------- ------------
SDVE's Website 
Address: 

Service~ Disabled 
Veteran's (SDV) Name: 
(Please Print) ---------------

Ce rt i fi cation 
Expiration 
Date: 

SDV's 
Signature: 

( or attach copy of certification) 

PRODUCTS/SERVICES PARTICIPATING ORGANIZATION AGREED TO PROVIDE 

Describe the products/services you (as the participating organization) have agreed to provide: 

Authorized Sig11ature: 

Authorized Signature of Participating Organization 
(MB£, WBE, Organization for the Blind, Sheltered Workshop, or 

SDVE) 

Date 
(Dated no earlier than 
the RFP issuance date) 
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EXHIBIT F, continued 

DOCUMENTATION OF INTENT TO PARTICIPATE 

SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE (SDVE) 

If a participating organization is an SDVE, unless the Service-Disabled Veteran (SDV) documents were 
previously submitted within the past five (5) years to the Division of Purchasing (Purchasing), the vendor!!!!!!! 
provide the following SDV documents: 

• a copy of the SDV's award letter from the Department of Veterans Affairs or a copy of the SDV's 
discharge paper (DD Fonn 214, Certificate of Release or Discharge from Active Duty), AND 

• a copy of the SDV's documentation certifying disability by the appropriate federal agency 
responsible for the administration of veterans' affairs. 

(NOTE: The SDV's award letter, the SDV's discharge paper, and the SDV's documentation certifying 
disability shall be considered confidential pursuant to subsection 14 of section 610.021, RSMo.) 

The vendor should check the appropriate statement below and, if applicable, provide the requested 
infonnation. 

0 No, I have not previously submitted the SDV documents specified above to the Purchasing and therefore 
have enclosed the SDV documents. 

Cl Yes, I previously submitted the SDV documents specified above within the past five (5) years to the 
Purchasing. 

Date SDV Documents were Submitted: ----------

Previous ProposaJ/Contract Number for Which the SDV Documents were Submitted: 

(if applicable and known) 

(NOTE: If the proposed SDVE and SDV are listed on the Purchasing SDVE database located at 
http://oa.mo.gov/sites/default/tiles/sdvelisting.pdf, then the SDV documents have been submitted to the 
Purchasing within the past five (5] years. However, if it has been determined that an SDVE at any time no longer 
meets the requirements stated above, the Purchasing will remove the SDVE and associated SDV from the 
database.) 

FOR STA TE USE ONLY 

SDV Documents - Verification Completed By: 

Buyer Date 
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EXHIBITG 

BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION, 
AND AFFIDAVIT OF WORK AUTHORIZATION 

BUSINESS ENTITY CERTIFICATION: 
The vendor must certify their current business status by completing either Box A or Box B or Box C on this 
Exhibit. 

BOXA: 
BOXB: 

BOXC; 

To be completed by a non-business entity as defined below. 
To be completed by a business entity who has not yet completed and submitted documentation 
pertaining to the federal work authorization program as described at http://www.uscis.gov/e-verify. 
To be completed by a business entity who has current work authorization documentation on file with 
a Missouri state a enc includin Division of Purchasin . 

Business entity, as defined in section 285.525, RSMo, pertaining to section 285.530, RSMo, is any person or group of persons perfonning 
or engaging in any activity, enterprise, profession, or occupation for. gain, benefit, advantage, or livelihood. The tenn "business entity" 
shall include but not be limited to self-employed individuals, parttterships, corporations, contractors, and subcontractors. The term 
"business entity" shall include any business entity that possesses a business permit, license, or tax certificate issued by the state, any 
business entity that is exempt by law from obtaining such a business pennit, and any business entity that is operating unlawfully without 
such a business pennlt. The term "business entity" shall not include a self-employed individual with no employees or entities utilizing the 
services of direct sellers as defined in subdivision (17) of subsection 12 of section 288.034, RSMo. 

Note: Regarding governmental entities, business entity includes Missouri schools, Missouri universities { other than stated in Box C), 011t of 
state agencies, out of state schools, out of state universities, and political subdivisions. A business entity does not include Missouri state 
agencies and federal government entities. 

BOX A-CURRENTLY NOT A BUSINESS Ei'iTITY 

I certify that (Company/Individual Name) DOES NOT CURRENTLY MEET 
the definition of a business entity, as defined in section 285.525, RSMo pertaining to section 285.530, RSMo 
as stated above, because: (check the applicable business status that applies below) 

0 - I am a self-employed individual with no employees; OR 

D -The company that I represent employs the services of direct sellers as defined in subdivision 
(17) of subsection 12 of section 288.034, RSMo. 

l certify that I am not an alien unlawfully present in the United States and if ---------­
(Company/Individual Name) is awarded a contract for the services requested herein under 
(RFP Number) and if the business status changes during the life of the contract to become a business entity as 
defined in section 285.525, RSMo pertaining to section 285.530, RSMo then, prior to the perfonnance of any 
services as a business entity, (Company/Individual Name) agrees to complete Box 
B, comply with the requirements stated in Box B and provide the Division of Purchasing with all 
documentation required in Box B of this exhibit. 

Authorized Representative's Name (Please Print) Authorized Representative's Signature 

Com any Name (if ap 1icable) Date 
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EXHIBIT G, continued 

BOX B - CURRENT BCSINESS ENTITY STATUS 

I certify that (Business Entity Name) MEETS the definition of a business entity as 
defined in section 285.525, RSMo pertaining to section 285.530. · 

Authorized Business Entity Representative's 
Name (Please Print) 

Business Entity Name 

E-Mail Address 

Authorized Business Entity 
Representative 's Signature 

Date 

As a business entity, the vendor must perform/provide each of the following. The vendor should check each to 
verify completion/submission of all of the following: 

D- Enroll and participate in the £-Verify federal work authorization program (Website: 
http://www.uscis.gov/e-verify; Phone: 888-464-4218; Email: e-verify@dhs.gov) with respect to the 
employees hired after enrollment in the program who are proposed to work in connection with the 
services required herein; 

AND 

0- Provide documentation afI"rrming said company's/individual's enrollment and participation in the E­
Verify federal work authorization program. Documentation shall include EITHER the E-Verify 
Employment Eligibility Verification page listing the vendor's name and company ID OR a page from 
the E-Verify Memorandum of Understanding (MOU) listing the vendor's name and the MOU 
signature page completed and signed, at minimum, by the vendor and the Department of Homeland 
Security- Verification Division. If the signature page of the MOU lists the vendor's name and 
company ID, then no additional pages of the MOU must be submitted; 

AND 
D - Submit a completed, notarized Affidavit of Work Authorization provided on the next page of this 

Exhibit. 
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EXHIBIT G, continued 

AFFIDAVIT OF WORK AUTHORIZATION: 
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The vendor who meets the section 285.525, RSMo, definition of a business entity must complete and return the 
following Affidavit of Work Authorization. 

Comes now (Name of Business Entity Authorized Representative) as 
--------- (Position/Title) first being duly sworn on my oath, affinn --------­
(Business Entity Name) is enrolled and will continue to participate in the E-Verify federal work authorization 
program with respect to employees hired after enrollment in the program who are proposed to work in connection 
with the services related to contract(s) with the State of Missouri for the duration of the contract(s), if awarded in 
accordance with subsection 2 of section 285.530, RSMo. I also affirm that (Business 
Entity Name) does not and will not knowingly employ a person who is an unauthorized alien in connection with 
the contracted services provided under the contract(s) for the duration of the contract(s), if awarded. 

In Affirmation thereof, the/ acts stated above are true and correct. (The undersigned understands that false 
statements made in this filing are subject to the penalties provided under section 575.040, RSMo.) 

Authorized Representative's Signature Printed Name 

Title Date 

E-Mail Address E-Verify Company ID Number 

Subscribed and sworn to before me this of . I am 
---=(D~A-Y)- ----(M~o=N=m=,~YE-AR~J -

commissioned as a notary public within the County of , State of --~(N~AME~~o=F~co=DN=ryi 

----,"'""",.,......s..-...,..,.,.~--' and my commission expires on---~---
(NAME OF SIA IE) {DA1'E) 

Signature of Notary Date 
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EXHIBIT G, continued 

BOX C - AFFIDAVIT ON FILE - CURRENT BUSINESS ENTITY STATUS 

I certify that (Business Entity Name) MEETS the definition of a business entity as 
defined in section 285.525, RSMo pertaining to section 285.530, RSMo and have enrolled and currently 
participates in the E-Verify federal work authorization program with respect to the employees hired after 
enrollment in the program who are proposed to work in connection with the services related to contract(s) with 
the State of Missouri. We have previously provided documentation to a Missouri state agency or public 
university that affinns enroUment and participation in the E-Verify federal work authorization program. The 
documentation that was previously provided included the following . 

./ The E-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of 
Understanding (MOU) listing the vendor's name and the MOU signature page completed and signed by 
the vendor and the Department of Homeland Security- Verification Division 

,/ A current, notarized Affidavit of Work Authorization (must be completed, signed, and notarized within 
the past twelve months). 

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentation 
Submitted: ----------

(*Public University includes the following five schools under chapter 34, RSMo: Harris-Stowe State University - St. Louis; 
Missouri Southern State University- Joplin; Missouri Western State University - St. Joseph; Northwest Missouri State University 
- Maryville; Southeast Missouri State University - Cape Girardeau.) 

Date of Previous E-V erify Documentation Submission: ----------
Previous Bid/Contract Number for Which Previous £-Verify Documentation Submitted: ____ (if known) 

Authorized Business Entity Representative's 
Name (Please Print) 

Business Entity Name 

E-Mail Address 

FOR STATE OF MISSOURI USE ONLY 

Documentation Verification Completed By: 

Buyer 

Authorized Business Entity 
Representative's Signature 

Date 

E-Verify MOU Company ID Number 

Date 
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Outside United States 

EXIIIBITH 

MISCELLANEOUS INFORMATION 
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If any products and/or services offered under this RFP are being manufactured or performed at sites outside the 
United States, the vendor MUST disclose such fact and provide details in the space below or on an attached page. 

Are any of the vendor's proposed products and/or services being 
Yes No 

manufactured or performed at sites outside the United States? -- --

If YES, do the proposed products/services satisfy the conditions 
described in section 4, subparagraphs 1, 2, 3, and 4 of Executive 

Order 04-09? (see the foJlowing web link: Yes -- No --
h!m :/ J s 1. sos.mo. gov /CMS Images/L ibrm/Reference/Orders/2004/ eo 

04 009.12dt) 

If YES, mark the appropriate exemption below, and provide the requested details: 
l. __ Unique good or service. 

• EXPLAIN: 

2. __ Foreign finn hired to market Missouri services/products to a foreign country. 

• Identify foreign countty: 
3. __ Economic cost factor exists 

• EXPLAIN: 

4. __ Vendor/subcontractor maintains significant business presence in the United States and only performs 
trivial portion of contract work outside US. 

• Identify maximum percentage of the overall value of the contract, for any contract period, 

attributed to the value of the products and/or services being manufactured or performed at sites 

outside the United States: _% 
• Specify what contract work would be performed outside the United States: 

Employee/Conflict of Interest: 

Vendors who are elected or appointed officials or employees of the State of Missouri or any political 
subdivision thereof, serving in an executive or administrative capacity, must comply with sections 
105.450 to 105.458, RSMo, regarding conflict of interest. If the vendor or any owner of the vendor's 
organization is currently an elected or appointed official or an employee of the State of Missouri or any 
political subdivision thereof, please provide the following infonnation: 

Name and title of elected or appointed official or 
employee of the State of Missouri or any political 
subdivision thereof: 
If employee of the State of Missouri or political 
subdivision thereof, provide name of state agency or 
political subdivision where emploxed: 
Percentage of ownership interest in vendor's 
organization held by elected or appointed official or 

% 
employee of the State of Missouri or political 
subdivision thereof: 
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EXHIBIT H, continued 

Registration of Business Name (if applicable) with the Missouri Secretary of State 
The vendor should indicate the vendor's charter number and company name with th.e Missouri Secretary of 
State. Additionally, the vendor should provide proof of the vendor's good standing status with the Missouri 
Secretary of State. If the vendor is exempt from registering with the Missouri Secretary of State pursuant to 
section 351.572, RSMo., identify the specific section of351.572 RSMo., which supports the exemption. 

Charter Number (if aoolicable) Company Name 
If exempt from registering with the Missouri Secretary of Stare pursuant to section 351.572 RSMo., identify the 
section of351.572 to support the exemption: 

Proposed Subcontractors - The vendor should identify any subcontractor(s) proposed to provide any of the 
services required herein. 

Proposed Subcontractor 
Name and Address 

Service Proposed to be Provided by the Proposed 
Subcontractor 
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STATE OF MISSOURI 
DIVISION OF PURCHASING 

TERMS AND CONDITIONS - REQUEST FOR PROPOSAL 

1. TERMINOLOGY/DEFINITIONS 
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V.'henever the following words and expressions appear in a Request for Proposal (RFP) document or any addendum thereto, the definition or meaning 
described below shall apply. 

a. Agency and/or State Agency means the statutory unit of state government in lhe State of Missouri for which the equipment, supplies, and/or services 
are being purchased by the Division of Purchasing (Purchasing). The agency is also responsible for payment. 

b. Addendum means a written, official modification to an RFP. 
t, Amendment means a written, official modification to a contract. 
d. Attachment applies to all fonns which are included with an RFP to incorporate any infonnational data or requirements related to the perfonn!lllce 

requirements and/or specifications. 
e. Proposal End Date and Time and similar expressions mean the exBct deadline required by the RFP for the receipt of sealed proposals, 
f_ Vendor means the supplier, offeror, person, or organization that responds to an RFP by submitting a proposal with prtces to provide the equipment, 

supplies, and/or services as required in the RFP document. 
g. Buyer means the procurement staff member of Purchasing. The Con tact Person as referenced herein is usually the Buyer. 
h. Contract means a legal and binding agreement between two or more competent parties, for a consideration for the procurement of equipment, supplies, 

and/or services. 
i. Contractor means a supplier, offeror, person, or organization who is a successful vendor as a result of an RFP and who enters into a contract. 
j. Exhibit applies to furms which are included with an RFP for the vendor to complete and submit with the sealed proposal prior to the specified end date 

and time. 
k. Request for Proposal (RFP) means the solicitation document issued by Purchasing to potential vendors for the purchase of equipment, supplies, and/or 

services as described in the document, The definition includes these Tenns and Conditions as well as all Pricing Pages, Exhibits, Attachments, and 
Addendums thereto. 

l. M.!!Y means that a certain feature, component, or action is permissible, but not required. 
m. .M!!fil means that a certain feature, component, or action is a mandatory condition. 
n. Pricing Pagc(s) applies to the forrn(s) on which the vendor must state the price(s) applicable for the equipment, supplies, and/or services required in the 

RFP. The pricing pages must be completed !llld submitted by the vendor v.ith the sealed proposal prior to the specified proposal end date and time. 
o. RSMo (Revised Statutes of Missouri) refers tn the body of laws enacted by the Legislature which govern the operations of all agencies of the State of 

Missouri. Chapter 34 of the statutes is the primary chapter governing the operations of Purchasing. 
p. Shall has the same meaning as the word must. 
q. Should means that a certain feature, component and/or action is desirable but not mandatory. 

2. APPLICABLE LAWS AND REGULATIONS 

a. The contract shall be construed according to the laws of the State of Missouri. The contnictor shall comply with all local, state, and federal laws and 
regulations related to the perfonnance of the contract to the extent that the same may he applicable. 

b. To the extent that a provision of the contract is contcary to the Constitution or laws of the State of Missouri or of the United States, the provisions shall 
be void and unenforceable, However, the balance of the contract shall remain in force between the parties unless terminated by consent of both the 
contractor and Purchasing. 

c. The contractor must be registered and maintain good standing with the Secretary of State of the State of Missouri and oilier regulatory agencies, as may 
be required by law or regulations. 

d. The contractor must timely file and pay all Missouri sales, withholding, corporate and any other required Missouri tax returns and taxes, including 
interest Md additions to tax. 

e. The exclusive venue for any legal proceeding relating to or arising out of the RFP or resulting contract shall be in the Circuit Court of Cole County, 
Missouri. 

f. The contractor shall only employ personnel authorized to work in the United States in accordance with applicable federal and state laws and Executive 
O!der 07 -13 for work performed in !he United States. 

3. OPEN COMPETITION/REQUEST FOR PROPOSAL DOCUMENT 

a. It shall be the vendor's responsibility to ask questions, request changes or clarification, or otherwise advise Purchasing if any language, specifications or 
requirements of an RFP appear to be ambiguous, contradictory, and/or arbitrary, or appear to inadvertently restrict or limit the requirements stated in the 
Rf P to a single source. Any and all communication from vendors regarding specifications, requirements, competitive proposal process, etc., must be 
directed to the buyet from Purchasing, unless the RFP specifically refers the vendor to another contact. Such e-mail, fax, or phone communication 
should be received i,it least ten calendar days prior to the official proposal end date. 

b. Every attempt shall be made to ensure that the vendor receives an adequate and prompt response. However, in order to maintain a fair and equitable 
procurement process, all vendors will be advised, via the issuance of an addendum to the RFP, of any relevant or pertinent information related to the 
procurement. Therefore, vendors are advised that unless specified elsewhere in the RFP, any questions received Jess than ten calendar days prior to the 
RFP end date may not be answered. 

c. Vendors are cautioned that the only official position of the State of Missouri is that which is issued by Purchasing in the RFP or an addendum ther~to. 
No other means of communication, whether oral or written, shall be construed as a formal or official response or statement. 

d. Purchasing monitors all procurement activities to detect any possibility of deliberate restraint of competition, collusion among vendors, price-fixing by 
vendors, or My other anticompetitive conduct by vendors which appears to violate state and federal antitrust laws. Any suspected violation shall be 
referred to the Missouri Attorney General's Office for appropriate action. 

e. The RFP is available for viewing and downloading on the MissouriBUYS Statewide eProcurement System. Registered vendors are electronically 
notified of those proposal opportunities that match the commodity codes for which the vendor registered in MissouriBUYS. If a registered vendor's e­
mail addreis is incorrect, the vendor must update the e-mail address themselves on the state's MissouriBUYS Statewide eProcurement System at 
https://missouribuys.mo.gov/. 

f. Purchasing reserves the right to officially amend or cancel an RFP after issuanct. It shall be the sole responsibility of the vendor to monitor the 
MfasouriBUYS Statewide eProcllrement System to obtain a copy of the addendum(s). Registered vendors who received e-mail notification of the 
proposal opportunity when the RFP was established and registered vendors who have responded to the RFP on-line prior to an addendum being issued 
should re<:eive e-mail notification of the addendum(s). Registered vendors who received e-maH notification of the proposal opportunity when the RFP 
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was established and registered vendors who have responded to the proposal on-line prior to a cancellation being issued should receive e-mail notification 
of a cancellation issued prior to the exact end date and time spedfied in the RFP. 

4. PREPARATION OF PROPOSALS 

a. Vendors must examine the entire RFP carefuUy. Faifure to do so shalt be at the vendor's risk. 
b. Unless otherwise specifically stated in the RFP, all specifications and requirements constitute minimum requirements. All proposals must meet or 

exceed the stated sptcifications and requirements. · 
c. Unless otherwise specifically stated in the RFP, any manufacturer names, trade names, brand names, information and/or catalog numbers listed in a 

specification and/or requirement are for informational purposes only and are not intended to limit competition. The vendor may offer any brand which 
meets or exceeds the specification for any item, but must state the manufacturer's name and model number for any such brands in the proposaL In 
addition, the vendor shall explain, in detail, (I) the reasons why the proposed equivalent meets or exceeds the specifications and/or requirements and (2) 
why the proposed equivalent should not be considered an exception thereto. Proposals which do not comply with the requirements and specifications 
are subject to rejection without clarification. 

d. Proposals lacking any indication of intent to offer an alternate brand or to take an exception shall be re~eived and considered in complete comp! iance 
with the specifications a!ld requirements as ltsted in the RFP. 

e. In the event that the vendor is an agency of state government or other such political subdivision which is prohibited by Jaw or court decision from 
complying with 1:-ertain prnvisions of an RFP, such a vendor may submit a proposal which contains a list of statutory limitations and identification of 
those prohibitive clauses. The vendor should include a complete list of statutory references and citations for each provision of the RFP, which is 
affected by this paragraph. The statutory limitations and prohibitive clauses may (1) be requested to be clarified in writing by Purchasing or (2) be 
accepted without further clarification tf the statutory limitations and prohibitive clauses ate deemed acceptable by Purchasing. ff Purchasing detennines 
clarification of the statutory limitations and prohibitive clauses is necessary, the clarification will be conducted in order to agree to language that reflects 
tile intent and compliance of such law and/or court order and the RFP. 

f. All equipment and supplies offered in a proposal must be new, of curre11t production, and available for marketing by the manufacturer unless the RFP 
clearly specifies that used, reconditioned, or remanufactured equipment and supplies may be offered. 

g. Prices shall include all packing, handling and shipping cl\arges FOB destination, freight prepaid and allowed unless otherwise specified in the RFP. 
h. Proposals, including all prices therein, shall remain valid for 90 days from proposal opening or Best and Final Offer (BAFO} submission unless 

otherwise indicated. If the proposal is accepted, the entire proposal, including all prices. shall be finn for the specified contract period. 
i. Any foreign vendor not having an Employer Identification Number assigned by the United States Internal Revenue Service (IRS) must submit a 

completed IRS Form W -8 prtor to or with the submission of their proposal in order to be considered for award. 

5. SUBMISSION OF PROPOSALS 

a. Registered vendors may submit proposals ekctronically through the MissouriBUYS Statewide eProcurement System at https ://missouribuys.mo.gov/ or 
by delivery of a hard copy to the Purchasing office. Vendors that have not registered on the MissouriBUYS Statewide eProcurement System may 
submit proposals hard copy delivered to the Purchasing office. Delivered proposals must be sealed in an envelope or container, and Nceived in the 
Purchasing office located at 301 West High St, Rm 630 in Jeffel"Son City, MO no later than the exact end date and time specified in the RFP. All 
proposals must (1) be submitted by a duly authorized representative of the vendor's organization, (2) contain all infonnation required by the RFP, and 
(3) be priced as required. Hard copy proposals may be mailed to the Purchasing post office box address. However, it shall be the responsibility of the 
vendor to ensure their proposal ts in the Purchasing office (address listed above) no later than the exact end date and time specified in the RFP. 

b. The sealed envelope or container containing a proposal should be clearly marked on the outside with (I) the official RFP number and (2) the official end 
date and time. Different proposals should not be placed in the same envelope, although copies of tb.e same proposal may be placed in the same 
envelope. 

c. A proposal submitted electronically by a registered vendor may he modified on-line prior to the official end date and time. A proposal which has been 
delivered to the Purchasing office may be modifad by signed, written notice which has been received by Purchasing prior to the official end date and 
time specified. A proposal may also be modified in person by the vendor or its authorized representlltive, provided proper identification is presented 
before the official end date illld time. Telephone or telegraphic requests to modify a proposal shall not be honored. 

d. A proposal submitted electronically by a registered vendor may be retracted on-line prior to the official end date and time. A proposal which has been 
delivered to the Purchasing may only be withdrawn by a signed, written document on company letterhead transmitted via mail, e-mail, or facsimile 
which has been received by Purchasing prior to the official end and time specified. A proposal may also be withdrawn Jn person by the vendor or its 
authorized representative, provided proper identification is presented before the official end date and time. Telephone or telegraphic requests to 
withdraw a proposal shall not be honored. 

e. A proposal may also be withdrawn after the proposal opening through submission of a written request by an authorized representative of the vendor. 
Justification of withdrawal decision may include a significant error or exposure of proposal infonnation that may cause irreparable harm to the vendor. 

f When submitting a proposal electronically, the registered vendor indicates acceptance of all RFP requirements, tenns and conditions by clicking on the 
"Accept" button on the Overview tah. Vendors delivering a hard copy proposal to Purchasing must sign and retum the RFP cover page or, if applicable, 
the cover page of the last addendum thereto in order to constitute acceptance by the vendor of all Rf P requirements, terms and conditions. Failure to do 
so may result in rejection of the proposal unless the vendor's full compliance with those documents is indicated elsewhere witllin the vendor's response. 

g. Faxed proposals shall not be accepted. However, faxed and e-mail no-bid notifications shall be accepted. 

6. PROPOSAL OPENING 

a Proposal openings are public on the end date and at tbe opening time spedlied on the RFP document. Only the names of the respondents shall be read at 
the proposal opening. All verrdors may view the same proposal response infonnation on the MissouriBUYS Statewide eProcurement System. The 
contents of the responses shall not be disclosed at this time. 

b. Proposals which are not received in the Purchasing otlice prior to the official end date and time shaU he considered late, regardless of the degree of 
lateness, and normally will not be opened. Late proposals may only be opened under extraordinary circumstances in accordance with 1 CSR 40-1.050. 

7. PREFERENCES 

a. In the evaluation of proposals, preferences shall be applied in accordance with chapter 34, RSMo, other applicable Missouri statutes, and applicable 
Executive Orders. Contractors should apply the same preferences in selecting subcontractors. 

b. By virtue of statutory authority, a preference will be given to materials, products, supplies, provisions and all other articles produced, manufactured, 
mined, processed or grown within the State of Missouri and ro all firms, corporations or individuals doing husiness as Missouri finns, corporations or 
individuals. Such preference shall be given when quality is equal or better and delivered price is the same or less. 
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c. In accordance with Executive Order 05-30, contractors are encouraged to utilize certified minority and women--0wned businesses in selecting 
subcontractors. 

8. EVALUATION/AWARD 

a. Any clerical error, apparent on its face, may be corrected by the buyer before contract award. Upon discovering an apparent clerical error, the buyer 
shall contact the vendor and request clarification of the intended proposal. The correction shall be incorporated in the notice of award. Examples of 
apparent clerical errors are: l) misplacement of a decimal point; and 2) obvious mistake in designation of unit 

b. Any pricing information submitted by a vendor shall be subject to evaluation if deemed by Purchasing to be in the best interest of the State of Missouri. 
c. The vendor is encouraged to propose price discounts for prompt payment or propose other price discounts that would benefit the State of Missouri. 

However. unless otherwise specified in the RFP, pricing shall be evaluated at the maximum potential t1nancial liability to the Slllte of Missouri. 
d. Awards shall be made to the vendor whose proposal (I) complies with all mandatory specifications 31ld requirements of the RFP and (2) is the lowest 

and best proposal, considering price, respo11sibiHty of the vendor, and all other evaluation criteria specified in the RFP and any subsequent negotiations 
and {3) complies with chapter 34, RSMo, other applicable Missouri statutes, and all applicable Executive Orders. 

e. In the event all vendors fail to meet the same mandatory requirement in an Rf P, Purchasing reserves the right, at its sole discretion, to waive that 
requirement for all vendors and to proceed with the evaluation. ln addition, Purchasing reserves the right ro waive any minor irregularity or technicality 
found in any individual proposal. 

f. Purchasing reserves the right to reject any and all proposals. 
g. When evaluating a proposal, the State of Missouri reserves the right to consider relevant information and fact, whether gained from a proposal, from a 

vendor, from vendor's references, or from any other source. 
h. Any infonnation submitted with the proposal, regardless of the format or placement of such information, may be considered in making decisions related 

to the responsiveness and merit of a proposal and the award of a contract 
i. Negotiations may be conducted with lhose vendors who submit potentially acceptable proposals. Proposal revisions may be pennitted for the purpose of 

obtaining best and final offers. In conducting negotiations, there shall be no disclosure of any infonnation submitted by competing vendors. 
j. Any award of a contract shall be made by notification from Purchasing to the successful vendor. Purchasi11g reserves the right to make awards by item, 

group of items, or an all or none basis. The grouping of items awarded shall be determined by Purchasing based upon factors such as item similarity, 
location, administrative efficiency, or other considerations in the best interest of the State of Missouri. 

k. Pursuant to section 610.021, RSMo, proposals and related documents shall not be available for public review until after a contract is executed or all 
proposals are rejected, 

L Purchasing posts all proposal results on the MissouriBUYS Statewide eProcurement System for all vendors to view for a reasonable period after 
proposal award and maintains images of all proposal file material for review. Vendors who include an e-mail address with their proposal will be 
notified of the award results via e-mail. 

m. Purchasing reserves the right to request clarification of any portion of the vendor's response in order to verify the intent of the vendor. The vendor is 
cautioned, however, that its response may be subject to acceptance or rejection without further clarification. 

n. Any proposal award protest must be received within ten (10) business days after the date of award in accordance with the requirements of I CSR 40-
1050 (9), 

o. The final determination of contract(s) award shall be made by Purchasing. 

9. CONTRACT~URCHASEORDER 

a. By submitting a proposal, the vendor agrees to furnish any and all equipment, supplies and/or services specified in the RFP, at the prices quoted, 
pursuant to all requirements and specifications contained therein. 

b. A binding contract shall consist of: (I) the RFP, addendums thereto, and any Best and Final Offer (BAFO) 1equest(s) w:ith RFP changes/additions, {2) 
the contractor's proposal including any contractor BAFO response(s), (3) clarification of the proposal, if any, and (4) Purchasing', acceptllllce of the 
proposal by "notice of award" or by "purchase order.'' All Exhibits and Attachments included in the RFP shall be incorporated into the contract by 
reference. 

c. A notice of award issued by the State of Missouri does not constitute an authorization for shipment of equipment or supplies or a directive to proceed 
with services. Before providing equipment, supplies and/or services for the State of Missouri, the contractor must receive a properly authorized 
purchase order or other form of authorization given to the contractor at the discretion of the state: agency. 

d. The contract expresses the complete agreement of the parties and performance shall be governed solely by the specifications and requirements contained 
therein. Any change to the contract, whether by modification and/or supplementation, must be accomplished by a formal contract amendment signed 
and approved by and betwei:;n the duly authorized representative of the contractor and Purchasing or by a modified purchase order prior to the effective 
date of such modification. The contractor expressly and explicitly understands and agrees that no other method and/or no other document, including 
correspondence, acts, and oral communications by or from any person, shall be used or construed as an amendment or modification to the contract. 

10. INVOICING AND PAYMENT 

a. The State of Missouri does not pay state or federal taxes unless otherwise required under law or regulation. 
b. The statewide financial management system has been designed to capture certain receipt and payment information. For each purchase order received, an 

invoice must be submitted that references the purchase order number and must be itemized in accordance with items listed on the purchase order. 
Failure to comply with this requirement may delay processing of invoices for payment 

c. The contractor shall not transfer any interest in the contract, whether by assignment or otherwise, without the prior written consent of Purchasing. 
d. Payment for all equipment, supplies, and/or services required herein shall be made in arrears unless otherwise indicated in the Rfp_ 
e. The State of Missouri assumes no obligation for equipment, supplies, and/or services shipped or provided in excess of the quantity ordered. Any 

unauthorized quantity is subject to the state's rejection and shall be returned at the contractor's expense. 
f All invoices for equipment, supplies, and/or services purchased by the State of Missouri shall be subject to \ate payment charges as provided in section 

34.055, RSMo. 
g. The State of Missouri reserves the right to purchase goods and services using the state purchasing card. 

11. DELIVERY 

Time is of the essence. Deliveries of equipment, supplies, and/or services must be made no later than the time stated in the contract or within a 
reasonable period of time, if a specific time is not stated. 
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12. INSPECTION AND ACCEPTANCE 

a. No equipment, supplies, and/or services received by an agency of the state pursuant to a contract shall be deemed accepted until the agency has had 
reasonable opportunity to inspect said equipment, supplies, and/or services. 

b. All equipment, supµlies, and/or services which do not comply with tl\l:: specifications and/or requirements or whicn lll'.e otherwise unacceptable or 
defective may be rejected. In addition, all equipment, supplies, and/or services which are discovered to be defective or which do not conform to any 
warranty of the contractor upon inspection ( or at any later time if the defects contained were not reasonably ascertainable upon the initial inspection) 
may be rejected. 

c. The State of Missouri reserves the right to return any such rejected shipment at the contractor's expense for full credit or replacement and to specify a 
reasonable date by which replacements must be received. 

d. The State of Missouri's right to reject any unacceptable equipment, supplies, and/or services shall not exclude any other legal, equitable or contractual 
remedies the state may have. 

13. WARRANTY 

a. The contractor expressly warrants that all equipment, supplies, and/or services provided shall: (1) conform to each and every specification, drawing, 
sample or other description which was furnished to or adopted by Purchasing, (2) be fit and sufficient for the purpose expressed in the RFP, (3) t,e 
merchantable, { 4) be of good materials and workmanship, and ( 5) be free from defect. 

b. Such warranty shall survive delivery and shall not be deemed waived either by reason of the state's acceptance of or payment for said equipment, 
supplies, and/or services. 

14. CONFLICT OF INTEREST 

a. Elected or appointed officials or employees of the State of Missouri or any political subdivision thereof, serving in an executive or administrative 
capacity, must comply with sections 105.452 and 105.454, RSMo, regarding conflict of interest. 

b. The contractor hereby covenants that at the time of the submission of the proposal the contractor has no other contractual relationships which would 
create any actual or perceived conflict of interest. The contractor further agrees that during the term of the contract neither the contractor nor any of its 
employees shall acquire any other contractual relationships which create such a conflict. 

15. REMEDIES AND RIGHTS 

a. No provision in the contract shall be construed, expressly or implied, as a waiver by the State of Missouri of any existing or future right and/or remedy 
available by law in the event of any claim by the State of Missouri of the contractor's default or breach of contract. 

b. The contractor agrees and understands that the contract shall constitute an assignment by the contractor to the State of Missouri of all rights, title and 
interest in and to all causes of action that the contractor may have under the antitrust laws of the United States or the State of Missouri for which causes 
of action have accrued or will accrue as the result of or in relation to the particular equipment, supplies, and/or services purchased or procured by the 
contractor in the fulfillment of the contract with the State of Missouri. 

16. CANCELLATION OF CONTRACT 

a. In the event of material breach of the contractual obligations by the contractor, Purchasing may cancel the contract. At its sole discretion, Purchasing 
may give the contractor an opportunity to cure the breach or to explain how the breach will be cured. The actual cure must be completed within no more 
than 10 working days from notification, or at a minimum the contractor must provide Purchasing within JO working days from notification a written 
plan detailing how the contractor intends to cure the breach. 

b. If the contractor fails to cure the breach or if circumstances demand immediate action, Purchasing will issue a notice of cancellation tenninating the 
contract immediately. If it is detennined Purchasing improperly cancelled the contract, such cancellation shall be deemed a tennination for convenience 
in accordance with the contract. 

c. lf Purchasing cancels th.e contract for breach, Purcha~ing reserves the right to obtain the equipment, supplies, and/or services to be provided pursuant to 
the contract from other sources and upon such terms and in such manner as Purchasing deems appropriate and charge the contractor for any additional 
costs incurred thereby. 

d. The contractcr understands and agrees thaJ: funds required to fund the contract must be appropriated by the General Assembly of the State of Missouri 
for each fiscal year included within the contract period. The contract shall not be binding upon the state for any period in which funds have not been 
appropriated, ru1d the state shall not be liable for any costs associated with termination caused by Jack of appropriations. 

17. COMMUNICATIONS AND NOTICES 

Any notice to the vendor/contractor shall be deemed sufficient wnen deposited in ilie United States mail postage p1epaid, transmitted by facsimile, 
transmitted by e-mail or hand-carried and presented to an authorized employee of the vendor/contractcr. 

18. BANKRUPTCY OR INSOLVENCY 

a. Upon filing for any bankruptcy or insolvency proceeding by or against the contractor, whether voluntary or involuntary, or upon the appointment of a 
receiver, trustee, or assignee for the benefit of creditors, the contractor must notify Purchasing immediately. 

b. Upon learning of any such actions, Purchasing reserves the right, at its sole discretion, to either cancel the contract or affirm the contract and hold the 
contractor responsible for damages. 

19. INVENTIONS, PATENTS AND COPYRIGHTS 

The contractor shall defend, protect., and hold harmless the State of Missouri, its officers, agents, and employees against all suits of law or in equity 
resulting from patent and copyright infringement concerning the contractor's performance or products produced under the terms of the contract. 
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20. NON-DISCRIMINATION AND AFFIRMATIVE ACTION 

In connection with the furnishing of equipment, supplies, and/or services under the contract, the contractor and all subcontractors shall agree not to 
discriminate against recipients of services ·or employees or applicants for employment on the basis of ra1-e, color, religion, nation\ll origin, sex, age, 
disability, or veteran status unless otherwise provided by law. If the contractor or subcontractor employs at least 50 persons, they shall have and 
maintain an affirmative action program which shall include: 

a. A written policy statement conunitting the organization to affirmative action and assigning management responsibilities and procedures for evaluation 
and dissemination; 

b. The identification of a person designated to handle affirmative action; 
c. The establishment of non-discriminatory selection standards, objective measures to analyze recruitment, an upward mobility system, a wage and salary 

structure, and standards applicable to layoff, recall, discharge, demotion, and discipline; 
d. The exclusion of discrimination from all collective bargaining agreements; and 
e. Perfonnance of an internal audit of the reporting system to monitor execution and to provide for future planning. 

If discrimination by a contractor is found to exist, Purchasing shall take appropriate enforcement action which may include, but not necessarily be 
limited to, cancellation of the contract, suspension, or debarment by Purchasing until corrective action by the contractor is made and ensured, and 
referral to the Attorney General's Office, whichever enforcement action may be deemed most appropriate. 

21. AMERICANS WITH DISABILITIES ACT 

In connection with the furnishing of equipment, supplies, and/Dr services under the contract, the contractor and all subcontractors shall comply with all 
applicable requirements and provisions of the Americans with Disabilities Act (ADA). 

22. FILING AND PAYMENT OFT AXES 

The commissioner of administration and other agencies to which the state purchasing law applies shall not contract for goods or services with a vendor if 
the vendor or an affiliate of the vendor makes sales at retail of tangible personal property or for the purpose of storage, use, or consumption in this state 
but fails to collect and properly pay the tax as provided in chapter 144, RSMo. For the purvoses of this section, "affiliate of the vendor" sh.all mean any 
person or entity that is controlled by or is under common control with the vendor, whether through stock ownership or otherwise. Therefore the 
vendor's failure to maintain compliance with chapter 144, RSMo, may eliminate their proposal from consideration for award. 

23. TITLES 

Titles of paragraphs used herein are for the purpose of facilitating reference only and shall not be construed to infer a contractual construction of 
language. 

Revised 10-19-15 
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L/'/,~-2016 

CERTIFIED COPY OF ORDER 

. STATE OF MISSOURI 

} ea. 

September Session of the July Adjourned Term. 20 

County of Boone 

In the County Commission of said county, on the 
29th day of September 

the following, among other proceedings, were had, viz: 

Now on this day the County Commission of the County of Boone does hereby approve the 
attached amended bylaws for the Boone County Emergency Planning Committee. 

20 

16 

16 

It is further ordered the Boone County Commissioners are hereby authorized to sign said amended 
bylaws. 

Done this 29th day of September, 2016 

2). J~Jrl,/ 
ren 1"'7) 

ATTEST: 

County Commission 

Jan t M. Thompson 
·. ;strict II Commissioner 



Article I. SCOPE 

BOONE COUNTY LOCAL EMERGENCY 
PLANNING COMMITTEE 

BYLAWS 

Section 1.01 NAME OF THE COMMITTEE 

Last Revision: 7/20/2016 

The name of the committee shall be the "Boone County Local Emergency Planning Committee" (Boone 
County LEPC). 

Section 1.02 LEGAL STATUS AND AUTHORITY 
The Boone County LEPC shall operate under the legal authority of the provisions of Public Law 99-499: 
Superfund Amendments and Reauthorization Act (SARA Title III), Emergency Planning and Community 
Right-to-Know Act (EPCRA) of 1986, 42 U.S.C. 11001 et. seq. under the auspices of the Boone County 
Commission as a governmental entity pursuant to and in strict accordance with all applicable laws, 
regulations, guidelines and ordinances. 

Section 1.03 MISSION 
The primary mission of the Boone County LEPC is to be an effective community network for planning 
for emergency management of incidents involving spills and/or releases of hazardous materials. In 
accordance with its tasking, the Committee: 
1. Develops, trains, exercises, and revises as necessary a comprehensive emergency response plan for 

hazardous materials emergencies within Boone County. 
2. Evaluates the need for resources to develop, implement, and exercise the plan. 
3. As appropriate, recommends resources and the means for providing additional resources. 
4. Provides for public participation and information, including, but not limited to public inquires on the 

regulated materials and industry and the Boone County LEPC's activities. 
5. Establishes and recommends procedures for receiving reports from the regulated community. 

Section 1.04 MAILING ADDRESS AND TELEPHONE NUMBER: 
The official mailing address and telephone number of the committee for the planning effort shall be: 

Boone County Local Emergency Planning Committee 
2145 County Drive 
Columbia, MO 65202 
(573) 874-7400 

Article II. MEMBERSHIP 
Section 2.01 TERM OF MEMBERSHIP 

All members shall serve a two (2) year term from the date of appointment by the Boone County LEPC 
and may be reappointed for successive terms. Polling of the membership concerning tenure and review of 
appointments shall take place during the first meeting of the Boone County LEPC calendar year. 

Section 2.02 MEMBERS 
As required by Public Law 99-499: Superfund Amendments and Reauthorization Act (SARA Title III), 
Emergency Planning and Community Right-to-Know Act (EPCRA) of 1986, 42 U.S.C. 11001, the 
members of the Committee shall consist of twenty-six (26) voting members, two (2) representatives from 
each of the following disciplines: 
1. Elected State and Local Officials 
2. Law Enforcement 
3. Emergency Management (Civil Defense) 
4. Fire Service (Firefighting) 
5. Emergency Medical (First Aid) 
6. Public Health 
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7. Local Environmental 
8. Hospital 
9. Transportation 
10. Media (Broadcast and Print Media) 
11. Community Groups 
12. Owners and Operators of Facilities Subject to the Requirements of this chapter. 
13. At large members (up to 6 members) 

Last Revision: 7/20/2016 

All members must be approved and appointed by the Boone County LEPC. The Secretary will submit a 
current members list to the State of Missouri Emergency Response Commission (MERC) office annually 
with the grant funding request. 

Section 2.03 ATTENDANCE AT MEETINGS. 
All members, including at large members, are required to attend at least fifty percent ( 50%) of all 
meetings of the committee held in any twelve (12) month period unless excused for cause by the 
Chairperson. A Committee Member will be excused from a meeting for good cause upon notification to 
the Chairperson or Vice Chairperson. 

Section 2.04 VOTING 
Each discipline represented at the meeting shall have one (1) vote to cast on any motions or actions before 
the committee. Representation can be in the form of: 
1. Physical attendance and/or voice/video conference which allow for active dialog and discussion of the 

voting topic. 
2. This method does not allow proxy voting. 

The At Large discipline will have the opportunity to cast one (1) vote. 

Section 2.05 FILLING VACANCIES AND ADDING NEW MEMBERS 
Should vacancies occur on the Committee, they may be filled by persons recommended to the Boone 
County LEPC for approval and then forwarded to the MERC. Vacancies, which occur on the Committee, 
do not have to be filled unless, because of the vacancy, the Committee will no longer meet any relevant 
local, state or federal requirements. Should it be deemed necessary to add new members to the 
Committee, the procedure shall be the same as for filling vacancies. 

Article III. OFFICERS 
Section 3.01 OFFICERS 

The Committee shall elect from its members a Chairperson, a Vice Chairperson and a Secretary. The 
officers shall be elected at the first regular meeting of each calendar year at which a quorum is present, 
and shall serve for a term of two (2) years. 
1. The Chairperson will be elected at the first meeting on even numbered years and, 
2. The Vice Chairperson will be elected at the first meeting on odd numbered years, and 
3. The Secretary will be elected at the first meeting on even numbered years. 

In the event of an officer's resignation prior to the end of the officer's term, a new officer shall be elected 
at the next meeting of the Committee at which a quorum is present, and shall serve out the remainder of 
the resigning officer's term. 
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The Chairperson shall preside at all meetings of the Committee, be responsible for preserving order and 
decorum, and submit recommendations and information as he or she may consider proper concerning the 
business, affairs and policies of the Committee. Except as otherwise authorized by these bylaws or by 
resolution, the authority to sign all official documents of the Committee shall reside with the Chairperson. 
The Chairperson shall establish or authorize the Vice Chairperson to establish any fees collected by the 
Committee. The Chairperson shall also ensure that an agenda of each Committee meeting is sent to all 
members of the Committee. 

Section 3.03 VICE-CHAIRPERSON 
The Vice-Chairperson shall preside at all meetings when the Chairperson is not present. Except as 
otherwise authorized by these bylaws or by resolution, the authority to sign all official documents of the 
Committee shall reside with the Chairperson. The Vice Chairperson will collect any fees by the 
Committee. 

Section 3.04 SECRET ARY 
The Secretary shall establish a mailing list of all members, record or transcribe the minutes of all Boone 
County LEPC meetings, and send out notices. Except as otherwise authorized by these bylaws or by 
resolution, the authority to sign all official documents of the Committee shall reside with the Chairperson. 
The Secretary shall also ensure that an agenda of each Boone County LEPC meeting is provided to the 
members prior to each meeting. 

Article IV. MEETINGS 
Section 4.01 MEETINGS 

Scheduled meetings of the Boone County LEPC shall meet on a quarterly basis per calendar year. The 
Chairperson has the authority to call a special meeting, if required. 

Section 4.02 AGENDA FOR COMMITTEE MEETINGS. 
An Agenda of each Committee Meeting shall be provided to each Committee Member prior to each 
Committee Meeting, except as otherwise authorized by these bylaws, to eliminate this requirement. 
Should this requirement be eliminated, it can be reinstated by a vote of the Committee in accordance with 
Article VI, Section 6.01. The Agenda for the next meeting shall be provided to each person or entity 
whose name and address are found on the mailing list of Committee Members to whom notice is required. 
The mailing list to which notice is required shall be maintained for the Committee and updated as needed 
by the Secretary. 

Section 4.03 MEETING TYPES 
1. SCHEDULED MEETINGS. 

a) Regular meetings of the Committee shall be held quarterly and shall be scheduled by the 
Chairperson. A written notice of the meeting may also be mailed or delivered with the agenda 
for the meeting. The news media shall be informed of meeting date, times, and locations. A 
written notice of the meeting and an agenda shall be provided at least seven (7) days in 
advance of the meeting to all Committee Members by either email, mailing or delivering a 
written notice to the address provided by the member to the Committee. 

2. SPECIAL MEETINGS. 
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b) The Chairperson of the Committee may, when it is deemed expedient, and shall, upon written 
request of at least two (2) members of the Committee call a special meeting of the Committee 
for the purpose of transacting any business of the Committee. The purpose of the meeting shall 
be set forth in the call of the meeting and the call of the meeting may be mailed or delivered to 
each Committee Member at least five (5) business days prior to such meeting. At the special 
meeting no business shall be considered other than as designated in the call, however, if a 
quorum of the members of the Committee are present at a special meeting, any item of 
business may be transacted if the members of the Committee present vote unanimously to 
transact said business. A special meeting shall be held within thirty (30) days following a Level 
III incident in Boone County, and the agenda shall include a review of said incident. 

Section 4.04 ORDER OF BUSINESS 
At meetings of the Committee the following shall be the order of business: 
I. Roll Call 
2. Approval of minutes of the previous meeting 
3. Communications and/or Treasurers Report 
4. Reports of Subcommittees 
5. Comments/presentations by members of the public 
6. Old Business 
7. New Business 
8. Announcements 
9. Adjournment 

Section 4.05 MANNER OF CONDUCTING BUSINESS 
No standard rules of procedure shall be required unless adopted by the Committee in accordance with 
Article VI, Section 6.01. The meeting shall be conducted with order and decorum. The Committee shall 
follow the procedure determined appropriate by the Chairperson of the Committee which may include the 
following: 
1. No person shall speak unless first recognized by the chairperson. 

a) Debate on a matter shall be closed by a motion and second to bring the matter to a vote. 
b) Any member of the Committee may make or second a motion. 

Section 4.06 SUMMARIES OF COMMITTEE MEETINGS 
Accurate and reflective summaries of all of the meetings of the Committee shall be taken and maintained 
by the Secretary. Summaries shall include, but not limited to: 
1. A record of all votes of the Committee, 
2. A record of attendance at Committee Meetings and, 
3. A summary of Committee discussions. 

The summaries of each meeting shall be distributed to each Committee Member at least fifteen (15) days 
prior to the next meeting. 

Section 4.07 QUORUM 
The Powers of the Committee shall be vested in the Committee. Thirty percent (30%) of the total 
disciplines shall constitute a quorum for the purpose of opening a Committee Meeting. At a meeting 
action may be taken pursuant to an affirmative vote of the majority of all those present, unless a majority 
of those present is less than the number required for a quorum. 
1. A minimum of thirty percent (30%) of all discipline must vote affirmative for action to be taken. 
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The voting on all questions coming before the Committee shall be a "yea" or "nay", or by a show of 
hands, unless action is taken for a roll call vote on a particular matter. If a roll call is approved, the "yeas" 
and "nays" shall be recorded in the minutes of such meeting. 

Section 4.09 PARTICIPATION BY MEMBERS OF THE PUBLIC 
Members of the public are encouraged to attend all regularly scheduled or special meetings. An 
opportunity will be provided at each meeting for members of the public to address the Committee on 
matters related to local hazardous material or other emergency preparedness. A member of the public who 
desired to address the Committee may mail a written notice of intent to appear to the chairperson at the 
address found in Article I, Section 1.04, and then sign in with the Vice Chairperson at the time and place 
of the meeting before the meeting begins. Members of the public who appear at the meeting and wish to 
address the Committee will be allowed to do so without prior written notice of intent to appear, however, 
they will be required to wait until after any members of the public who have provided written notice have 
spoken. Members of the public are also encouraged to provide written opinions and information to the 
Committee at the address found in Article I, Section 1.04. Members of the public include, but are not 
limited to, citizens, industry representatives, expert witnesses and government entity representatives. 
1. Time Limit: Open comments by the public will be limited to five (5) minutes. 

Article V. ADMINISTRATION 
Section 5.01 ANNUAL BUDGET 

An annual budget shall be adopted and approved by the Committee. 

Section 5.02 MONIES AND APPROPRIATIONS 
The Boone County Commission may receive and disburse public and private funds for the purpose of 
implementing the Emergency Planning and Community Right-To-Know Act of 1986, and other local, 
state or federal legislation pertaining to emergency planning, in the plan service area of Boone County. 
Such monies shall be deposited and managed in accordance with standard procedures of the Office of 
Emergency Preparedness of Boone County and the Office of the Treasurer of Boone County, established 
by ordinance by the Boone County Commission. 
1. The annual budget is to be approved by the Boone County Commission. 
2. Expenses can be made with approval by the Committee as long as all expenses are within the original 

budgeted items. 

a) Any item(s) outside the budget will require prior authorization from the Boone County 
Commission AND 

b) Item(s) will require budget change request that will need to be submitted to the MERC office. 
3. Periodic financial reports will be made to the Committee as required by law or requested by the 

Committee or Committee Chairperson. 
4. Travel expenses will be made in accordance with the Boone County Government Policies. 

Section 5.03 FEES 
Reasonable fees may be collected for information provided or services rendered by the Committee. The 
fees collected shall be as established or recommended by local, state or federal law, regulation, guideline 
or ordinance. In the absence of a recommended or required fee, the fee shall be determined by the 
Emergency Management Director and the Boone County LEPC Chair based on the cost of provided 
service or data. 
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Section 5.04 ANNUAL NOTICIATIONS 

The Emergency Planning and Community Right-to- Know Act of 1986 requires each Local Emergency 
Planning Committee (LEPC) to publish information annually to inform the public of the availability of 
information concerning emergency response plans, chemical lists, inventory forms, toxic release forms 
and follow-up emergency notices with regard to hazardous chemicals in the community. This Public 
Notice is pursuant to 42 USC § 11044. 

This annual notice will be published in the local newspaper each year, during the month of March, 
following the submission of the Tier II reports for Boone County. The contact listed for this posting will 
be the Boone County LEPC Chairperson. The Secretary will be responsible for making this publication. 

Article VI. AMENDMENTS 
Section 6.01 AMENDMENTS TO BYLAWS 

The bylaws of the Committee may be amended by an affirmative vote of three fourths (3/4) of voting 
members present, if quorum is achieved. No vote shall be taken to amend the bylaws until the proposed 
amendment has been reduced to writing and distributed with the agenda for the meeting at which the 
amendment is to be voted on. 

Section 6.02 FILING OF BYLAWS AND AMENDMENTS 
A copy of the bylaws and any amendments to the bylaws shall be provided to the parent organization, the 
Boone County Commission, and are subject to the acceptance and approval of that body. The Boone 
County Commission may provide copies to any public entity or private citizen upon request and any 
required fee. 

Amended By-Laws Adopted by the Boone County Local Emergency Preparedness Committee, this 221
" day of 

September 2016. 

Ad~-· 

Boone County LEPC Chairperson 

Presiding Commissioner 

~~~-
. · J)met _T~ompson 
~omm1ss1oner 
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CERTIFIED COPY OF ORDER 

STATE OF MISSOURI } 
September Session of the July Adjourned Term. 20 16 

ea. 
County of Boone 

In the County Commission of said county, on the 29th day of September 20 16 

the following, among other proceedings, were had, viz: 

Now on this day the County Commission of the County of Boone does hereby approve the 
following: 

A . t ,ppom 
Name Board 
Paul Zullo Board of Adjustment 

R ' t e-appom 
Name Board 
Jessica Kempf Board of Equalization 

James Pounds Building Code 
Commission 

Done this 29th day of September, 2016. 

~T~EST: .. 

Wil11..& sJ~vrJ 
Wendy S. en --( 
Clerk of the ounty Commission 

Period 
October 1, 2016 through September 
30,2020 

Period 
·-··--

October 1, 2016 through September 
30,2020 
October 1, 2016 through September 
30,2018 

~resi~~}""<;ommi:_sioner/,,(} _ / 

'-----~ fLttl-//1; //~e & 
M. Miller 

District I Commissioner 

(Zb)--L,l)JyQx'\ --
~~M. Thompson 
'D.isfrict II Commissioner 

) 



Dan Atwill, Presiding Commissioner 
Karen M. Miller, District I Commissioner 
Janet Thompson, District II Commissioner 

Boone County Government Center 
801 E. Walnut, Room 333 

. Columbia, MO 65201 
573-886-4305 - FAX 573-886-4311 

E-mail: commission@boonecountymo.org 

Boone County Commission 

BOONE COUNTY BOARD OR COMMISSION 
APPLICATION FORM 
Board or Commission: Board of Equalization 
Name: Jessica Kempf 
Home Address: 2003 Bates Creek Dr 
City: Columbia Zip Code: 65201 
Business Address: -------------------
City: Zip Code: 
At which address would you prefer to be contacted? 
E-mail: jessica@craneandcrane.com 
Phone (Home): 5736735152 Phone (Work): _____ _ 
Fax: ______ _ 

Qualifications: 
Member of BOE since 2010. Realtor for 10 years. Broker-Officer for Crane & Crane Real Estate since 

2008. 

Past Community Service: 
Columbia Board of Realtors President. 2013 (served numerous positions from 2008-present): Downtown 

Optimist Club member since 2007: Chamber of Commerce. 

References: 
Brian Toohey, CEO of Columbia Board of Realtors. 446-2400 Suzanne Ayers. Boone Central Title. 

442-0139 Ryan Wiedmeyer, Bank of Missouri. 874-4700 

I have no objections to the information in this application being made public. To the best of my 
knowledge at this time I can serve a full term if appointed. I do hereby certify that the above 
information is true and accurate. 

Return Application 
To: 

Page I o/2 

Applicant Signature 

Boone County Commission Office 
Boone County Government Center 
801 East Walnut, Room 333 
Columbia, MO 65201 
Fax: 573-886-4311 

An Affirmative Action/Equal Opportunity Institution 



---·------------------
Dan Atwill, Presiding Commissioner 
Karen M. Miller, District I Commissioner 
,Janet Thompson, District II Commissioner 

Boone Count[' G,;vernmcnt Cc~~c{ 
801 .:. Walnut, Room :i-1 •. 

Columbia. MO 65201 
573-886-4305 - FAX 573-886-43 l l 

E-mail: commission(gjbo011ecountymo.org 

Boone County Commission 

BOONE COUNTY BOARD OR COMMISSION 
APPLICATION FORM 
Board or Commission: Aim:ort Advis2F¥,..B~.l5ut-/c& ~pf, l~~ (Z.~Q1 ·?,, n(c,,.J,,j.{fi)··\ 
Name: James Pounds p pLO/..l ()czldf 1- J-· /4-
Home Address: 5449 S Ben Williams Rd, 
City: Columbia Zip Code: 65201 
Business Address: P O Box 771 
City: .Columbia Zip Code: 65205 
At which address would you prefer to be contacted? _ 
E-mail: Jpoum:ls@socket.net 
Phone (Home): 573-567-0272 Phone (Work): 573-567-0272_ 
Fax: ..w.A 

Qualifications: 
Previous experience on l;mard and 25 years in the building industry. 

Past Community Service: 

-----------------------------
References: 

I have no objections to the information in this application being made public. To the best of my 
knowledge at this time I can serve a full term if appointed. I do hereby certify that the above 
information is true and accurate. 

Return Application 
To; 
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Applicant Signature 

Boone County Commission Office 
Boone County Government Center 
801 EastWalnut, Room 333 
Columbia, MO 65201 
Fax: 573-8864311 

An Affirmatl11e ActiQn/Equal Opportunity Institution 



Dan Atwill, Presiding Commissioner 
Karen M. Miller, District I Commissioner 
Janet Thompson, District II Commissioner 

Boone County Government Center 
801 E. Walnut, Room 333 

Columbia, MO 65201 
573-886-4305 - FAX 573-886-4311 

E-mail: commission@boonecountymo.org 

Boone County Commission 

BOONE COUNTY BOARD OR COMMISSION 
APPLICATION FORM 
Board or Commission: Board of Adjustment 
Name: Paul Zullo 
Home Address: 8451 Stanley Poe RD 
City:. Columbia Zip Code: 65203 
Business Address: retired 
City: Zip Code: ______ _ 
At which address would you prefer to be contacted? _ 
E-mail: zds05@msn.com 
Phone (Home): 573 864 1083 Phone (Work): _____ _ 
Fax: ______ _ 

Qualifications: 
Served on P&Z 

Past Community Service: 
served on P&Z 

References: 

I have no objections to the information in this application being made public. To the best of my 
knowledge at this time I can serve a full term if appointed. I do hereby certify that the above 
information is true and accurate. 

Return Application 
To: 
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Applicant Signature 

Boone County Commission Office 
Boone County Government Center 
801 East Walnut, Room 333 
Columbia, MO 65201 
Fax: 573-886-4311 

An Affirmative Action/Equal Opportunity Institution 



4L/ ~ -2016 

CERTIFIED COPY OF ORDER 

STATE OF MISSOURI 
September Session of the July Adjourned Term. 20 16 

County of Boone 

In the County Commission of said county, on the 29th day of September 20 16 

the following, among other proceedings, were had, viz: 

Now on this day the County Commission of the County of Boone does hereby transfer the liaison 
responsibilities from Commissioner Karen M. Miller to Presiding Commissioner Daniel K. Atwill 
as liaison to the Boone County Hospital Center Board and as an ex-officio member of the 
Missouri Innovation Center Board of Directors. 

Done this 29th day of September, 2016 

ATTEST: 

ren 
County Commissi 


