CITY OF CORAL SPRINGS, FLORIDA

SUBMIT BID TO:

PURCHASING DIVISION

9551 WEST SAMPLE ROAD
CORAL SPRINGS, FLORIDA 33065

INVITATION TO BID

BIDDER ACKNOWLEDGMENT

- GENERAL CONDITIONS -

THESE INSTRUCTIONS ARE STANDARD FOR ALL BIDS FOR COMMODITIES/SERVICES ISSUED BY THE CITY OF CORAL
SPRINGS: THE CITY OF CORAL SPRINGS MAY DELETE, SUPERSEDE OR MODIFY ANY OF THESE STANDARD
INSTRUCTIONS FOR A PARTICULAR CONTRACT BY INDICATING SUCH CHANGE IN SPECIAL INSTRUCTIONS TO BIDDERS
OR N THE BID SHEETS. ANY AND ALL -SPECIAL CONDITIONS THAT MAY VARY FROM THE GENERAL CONDITIONS SHALL
HAVE PRECEDENCE. BIDDER AGREES THAT THE PROVISIONS INCEUDED WITHIN THIS INVITATION FOR BID SHALL
PREVAIL OVER ANY CONFLICTING PROVISION WITHIN ANY STANDARD FORM CONTRACT OF THE BIDDER REGARDLESS

OF ANY LANGUAGE IN BIDDER'S CONTRACT TO THE CONTRARY,

SEALED BIDS: ‘This form must be exeeuted 2nd:-submitted with all
Bid sheels i a sealedarivélope. The face ‘6f the envelope shall
cortain the above address; the date dnd time ofBid opening and
Bid number, Bigs not submitted on attached Bid ‘Form ray be
rejectéd. Al Bids are subjected to the conditions-specified hereln,
‘Thase which do: not-comply with these conditions are subject to
rejachion.

BID-TITLE Temporary Employment Services for
8.E. Florida Qovetrmental Furchasihg
Cooperative Group: .

BID NG 13:0140F

BIDS WILL BE OPENED 2:00 P.M. (EST), Wednesday, August
28, 2018 and may not ba withdrawn' duriag: the 00 calendar days
fallowing such date and time,

PURCHASING AGENT (NAME & TELEPHONE KO2)

Gail Dixon, (854) 344-1104

Wiy ey

CORRECT LEGAL NAME OF BIDDER: |

aind is in all respects fait sind witkioit colliision or fraud. °I agice fo
‘abide by all conditions of this Bid'and. certify that I'am authorized to
sign this Bid for'the Bidider. By 'signature on this form, Bidder
acknowledges and accepls without limitation, pages through:5
inclusive of the Invitation"to Bid as well-ay any specialinstructions
if applicable:

INSTRUCTIONS TO BIDDERS:

1.1 Terms used in thess Instructions to Biddars are defined
and have the migsinings assigned 1o them. The term
“Bidder” means cng who submits & Bid directly to CITY,
a5 clistinet froni-& sub-bidder who submils a Bid to the
Bidder. Thetemn “Successful Bidder" means the most
resporsible and responsive -Bidder to whsm CITY - {on
the basis of CITY'S evaluation as hieréinafier provided)
makes af award. The fenm “CITY" refers 6 the CITY of
Coral Sgiings, & mumclpa} corporatlon of the Siate of
Fiorzda The ‘igrm “Bid Documents’ inciudes tha
invitation to Bid, Instructions fo Bidders, Special
‘Conditions, ‘Bid Form, Non-Colly Ive  Affidavit,
Cettificate(s) of Insurance, If rfequired; Payment and
Patformance Bonds, if required, Corporate. Resoution,
Bid Security, If required, and the proposed Confract
Documents, if any, including all Addenidalssusd prior to
Teteipt of Bids,

2, COPIESOF BIDDING OU
{SIGNATURE OF BIDDER'S AUTHORIZED AGENT) -
241 Complete sats. ‘of Bid Docuperits must. be used ih
TITLE: prepafing Bids, CITY does not assuma any responslbility
. forerrgrs or mlslnterpratataons resulting from the use of
e .. . incomplete sets of Bid Documents. CITY; in making
- TYPED/PRINTED NAME OF copies:of Bid Docurrients available dogs sa only far the
AUTHORIZED AGENT: purpose of obtaining Bids and does not confer & license-
or-grant for any other-use.
ADDRESS: . o
3. LIFICATIONS OF BIDDERS
3.1 No Bid will be accepted fiom, nor will any contract be
PHONE NO: { ) . awarded to any persori who is in arears to the GITY,
FEDERAL IDNUMBER OR SOCIAL upon any debt.or contract, or who is a. defaulter, as
SECURITY NUMBER OF RIDDER: surety or otherwise, - upen any obligation to CfTY- Gr who
— ' 4 ! Is deemed respongible of unreliable by tha
cerlify that this Bid acknowledgement is made without prior
understanding, agreemetit or gonnectipn with'any corporation, firm 3.2 Agpatt of the Bid evaluation process, CITY may conduct
of ‘person submifting ;3 Bid. for the sanie gommodities! services, a background investigation including a record-check by
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the Corgl ‘Springs Police’ Deparment.  Bldder's
submission of a Bid. constitutes acknowladgment of the
process and consent to such Invastigation, CITY:
be the sole judge in determinfng Bidder’s qualificiions,

4.  EXAMINATION OF BiD:DOCUMENTS

4.1 Before submitting a Bid, each Bidder must (a) examine
the Bid Documents fioroughly; (b} consider federal,
8| _and local laws, ordinandes, riles and’ regulaﬂorls
that may In any manner affect cost, progress;
performance or provision. of the commodities andior
services; (o) study and carefully correlate Bidders
observations with tHe Bid Documents, and (d) nofify
CITY'g Purchasing Division of ail conflicts, errors and
discrepancies Inthe Bid Dogurriants,

7
42 The submission of & .Bid willl constitute 4n
incontrovertible réprese by Bidder that B;dde’r_has
compliad with avary :
-Wwithout éxcaption, the Bid'is prémised upon. performmg
the services andfor furnlshmg the commodities and
materials and such meens, methods, tachalques
sequences or procedures @s mdy be inditated in or
required by the Bid Dobdrments, and that tha Bl
Documents. are sufficiant in scope and detail to indicate
and convey understanding.of ali terms and conditions of
performance and fumishing of the Qgobds andfor
services,

5. SPECIFICATIONS

81 The apparent silence of the Specifications 48 fo any
detail, or the. dpparent omigsion. from the Specifications
of a detailad descrlgtton congaining any point, shall be
regarded as meaning fhat -only the best commercial
practice is fo prevall and that only material and
workmanship of the finest quality ‘are to be used. Al
interpretations of the Spegifications shall be made on the
basis.of this staterment,

5.2 For the purpose of evaiuation, the Bidder must indicate
any variance ar excepiions to-the stated Specifications.
no matter how slight:  Deviations: should be explained in-
:defail. Absence of variations and/or corections, will be
inderpreted to mean that .the ‘Bidder méets :all the
Specifications in-every respsedt.

. Any manufacturers’ names, trade narngs, brand names,

for:cat hers. used herein are. for
~desedblng and estabushmg & geheral
aality; perfdimancs and characteristics: and
; d to imit ar restrict competition. The
Blcid may-offef any brand which mests or exceeds tha
Spacii pat__;ans for any item(s). If Bids are based on 8.
equivalént products, indicate on fhe: Bid Form the
manufacturer’s name and catalog number. Bjdder shall
submit-with his' Bid .complete and -deseriptive llisrature
and’or spacifications. The. Bldder should also explain. in
detail the reason(s) why and submit: proof -that the
proposed equivalent will meet the Specifications-and not
bhe consldéred arn exception therato. The detemmination
of aquivalency shall rest solely with the CITY. If Bidder
fails to name a substitute, it will be assumed that Bidder
is hidding an and will be Tequired to furnish commodities
identical to Bid standardg:

8. INTERPRETATIONS AND ADDENDA
6,1 To.ensure fair consideration for all Bidders, CITY
prohibits cornmunication. to -or with, any -dégarment,
officer: .or employes during: the submission process
except as provided in‘Paragraph 6.2 below.
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If the. Bicidershould be in doubt as.to the meaning of any’
of the Bith doéumants, or is.of the opinion. that the plans
f Gations contain errors, contradictions, or-
amissions, Bidder shall submit a writlen request
directed fo the Purchasing Division. to be forwarded to
the appropriate person or department for interpretations
or clarification. Interpretations or: ¢larifications deemed
necessary by -the Purchasing Division In response to
such questions will be Issued in the form of writlen
addenda, mailed. to all parties recorded hy CITY'S
Purchasing' Division -as having teceived he Bid
documents. The issuance of a written addendum by the
Purchasing Division shall be the anly official methed
wh%reby such ‘an interpretation or clarification will be
made

PRICES BID

7.1

7.2

73

74

7.8

il

Prices &hail be shown in both unit amounis and
extensions whengver applicsble. In the event of
discrepancies existing ‘between unit .amounts and
extension or totals, ynit amounts-shall govern;

Discrepancies in the multnphcaﬁon of units ‘of wark -and
unit prices will be resalved. in favor of the unl
Dlscrepancles between the indicated sum:of any
of figures:and the cotrect sum thereof will be resolved in.
favor of the.correct sum.

All applizable discounts shail e mcluded in the Bid price
for-materials dnd services and will be considered as
determining factors in recemmending an-award In case

-of tie Bids. Discounts extended to CITY shall include but

not be limited fo- those discounts: normally extended to
governmantal-agencles ag'well asthe: private sector.

‘Chaln digcounts are not acceptable and will net be

considerad in detenmining an award. Bidders may bid
only one (1) discount for-each itemi: on the Bid Fomn..
Fim discounts and prices:are.t0-be quoted for the term:
of the Contract.

Bldcer ‘warrants by virue of bidding that ‘prices, termyg

‘and condittons:in the Bid wilf bé fimn for ddceptanca for'a
permd of ninety . {90) calendar days fram the date of Bid
opening unless otherwise stated by the:CITY.

The ‘Bid ‘price shall Includs. all permit’ fags, royaities,
licanse fees and othiet costs arlging from the: Use of such
design, daevice or matérials in any.way involved in the
wark as wall as all costs.of packaging; transporting and
delivery to the designed. tocation within the Cly of Goral
Springs.

QECUPATIONAL HEALTH & ,SAFETV:

8.1

in--compliance with Chapitesr 442, Florida Statiites, any
toxic substance listed In Section 38F-41.03 of the Florida
Administrative’ Cade delivered 25 a result pf this Bid
must bé accompanied by s Materlal Safsty Dala Shsat
(MSDS) which may be obtained fom the manufactirer.
The MSDS must inciude the Tollowing information;:

811 ThHe chemical name and the common name. of
e toxic substance.
8.1.2 The hazards or cther risks in the use of-the
toxic substance intluting:
a} The potential fof fire, explosion,
comosively and reaciw:ty ]
b) The known acufe and chronic health
effects of risk from expsure mcludmg
the' madic .
gei
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9. SUBMISSION

9.4

a2

8.3

9.4

8.5

aggiavated by exposure 1o the toxic
substance; and
¢) The primary routes of enfry .and
symptorrs of over exposure,
The proper precauptions, “handling practices,
necessary personal protection equipment and
other safely precautions .in the use of or
exposure to the toxic. substances, mcluding
appropriate emergency treatment in case of
expogure.
The emergency procedure for spills, fire,
disposal and first aid,
A description in lay lerms of ‘the known
specific’ pptential health fisks: posed by the
toxic substanga i ded to-alevt-any person

813

B4
815

; nth, if: available, that the
information was compiled and the name,
address; ;ahd emergency telephona-number of
the mantifacturer responsibie for praparing the
information.

8.1.6

BiDS

Bids shall be submitted at or before the Hime and at the
place ‘indicated In the. Invitation to Bid and shall be
submitted int a sealed.envelope. The envelope shall'be
clearly marked on the exterior "BiD. FOR (PRQJECT
TITLEY THE CITY OF CORAL SPRINGS, FLORIDA,
OPEN... (tnse!t date given jn Invitation to Bid) arnid shalf
state the:name and address of the Bidder and shall be
accompaniad by any other rgquired documents, No.
responsibifity will attact to the Purchasing Divislon for
the premature opening of @ Big not properly addressed
and identified.

Bids miust ke typed or printed in ink, Use of erasable ink.

is not perniitted. All blariks oh the Bid Form must be
complated. Narfies. must be typed or:printed below the
signaturs. Facsimile Bids wilknotbe aceepted.

In-accordance with Chapter 119 of the Florida. Statutes
(Public' Retords 'Law), and eXcept as may $¢ provided
by uother applicable state and fedeéral law; -all Bldders
should be aware that the [nvitation to Bid and the
fesponses thereto are in-the. public domain., However,
the Bidders e re'quested {0 identify’ specifically any
informatian containgd in theil Bids which they conslder
confidential and/or proprietary and which thay believe to
be :exempt from disclosure, citing spacifically the
applicable exempting law:

All Bids teceived from Bidders in responise 16 the
invitation to Bid will become the propery of the Gity and
will not be Tetumed to the Bidders: in the event of
confract award, all documentation produced as part of
the contract shall becoms the exclusive propeny of the
CITY.

The submitted Bid shall constifute’ a firm offeronthe part
of the Bidder to furnish the commodities and/or seivices
ret;uested

10 BID FORMS

10.1

10.2

subordinate, the..
such deputy’or. sibordinate must accompany the Bid,

Thia Bid Foim s included with the Bid Docurments and
mustbe used hy the Bidder, Failure to do so may cause
the Bid to be rejected. ‘The forms must be siibmited in
geod arder and all bianks must be completed.

The Bid must be slgned’s
and ‘in_cases -

¥ ane duly authorized to do s¢
Bid 1s sigried by & deputy or
pal's proper written authorily to

10.3

10.4

Bids by corperations must be executed in the corporate
name by the: President or other corporate officers
accompdnied by evidence of authority to sign. The
carporate address -and state of incorporation must be:
 helowthe signature.

Bids by partnerships must be executed in the
parnership name ang signed by a general partner
whose litls must appear under the signature and the
official address of the parinership: must:be-shown below
tha signature,

M MODIFICATION -AMI’FHQRAWL'OF BIRS

114

i1z

12.
12,1

12.2

12.3

Page 3:0f §

Bids:must be.modified or withdrawn by an applopriats
document: duly executed in the manner that a Bid
must be executéd and delivered to the place ihera
Bids are fo be submitted &t any time '
deadline for submitting Bids. A reguestfor wi drawal
or a medification must be in writing " -and -slgned by
parsan-duly authorized to do'so and,jin‘a case whore
signed .by ‘a deputy or subordinate, the . principals
proper written authority te such deputy or subordinate
must accompany ‘the. request for withdrawal or
maodification.. Withdrawal of a Bid will not prejudice.
the rights of & Bidder to submit 4 néw Bid prior to the
Bid dadle and time. Afterexpiration of the pariod. far
receiving Bids, g Bid friay be withdraiwn or modified,

If, within twenty-four (24} hours affer Bids are opensd,
any Bidder files & duly signed written notice with GITY
and. ‘within five (5) calshdar days thereaftsr
demonstrates to the reasonable satisfaction of CITY
by clear-and convinéing evidence that there was a
matgrial and substantial mistake-is the: praparation of
its Bid, or that the mistake is clearly evident-on the
fate of the Bid but the intended corréct Bid s rot
sirhiladly evident, then. Bidder may withdraw ifs Bid
and the Bid'Security will be raturned.

REJECTION OF BIDS

Te ife extent permltted by applicable state and:
Federal laws and regulgtions, CITY reserves tha fight
to teject any and 4 B[ds, to waive any and all
informalities;. irréguiatiies -and technicalitiss “not
‘involving . pnee time’ changes in the commiodities
andior sefvices; and -the right to disregard all
nonconformiing,  nonirésponsive,  unbalanced o
‘conditional Bids:. Bids will be considersd frreqular and
‘ay be re]acted if they show serious omisgions;
alterations it form, additions not called for; conditions
_:r dunauthorized alterations or irregularities of any
i

CITY reserves the right to reject the Bid of any Bidder
If CITY believes that it would nct be -in the hest
interest of CITY o make an. award to that Bidder:
whsther because the Bid & not responsive or the
Bidder is urig 3 abffuf ﬁnanclaf ability of-
fails, to ekt any other pe nent standard or criteria
established: by CITY,

More than one Bld recsived for the same work: froim
an individual, firm, partnership, corporation. or
agspciation Under the same or differant names will not
be considersd, Reasonable grounds for believing that
any Bidder s mterestsd In‘iore than one Bid for the

same -work will ¢ he ‘rejaction of such Bids in
which the Biddar is interested. |fthers are reasonable
ar 5 for Behevmg that collusion exists among the

fers, the Blds of participants in such collusion will
not be considerad.
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124 The foregoing reasons for rejec!ion of Bids. are not.

13

14.
4.1

14‘.2

15.

18.1;

152

15.3

Intended to be exhaustive,

QPENING QF BIDS

13,1 Blds will ba opened publicly on tha date and at

the location and tinie specified in the Invitation to Bid,.

Bids will be read dloud and an abstract of fhe amounf

of the base Bids, will be made available. after the
opening of the Bid.-

BIDS.TQ REMAIN OPEN

Al bids. shall remain open for ninety (90) calendar
-days afier-the-day of the Bid opening, but CITY may,
af it$ solé discretion, release any Bid and retuen the
Bid:Security prior to thgi date.

Extensions of time when Bids shall remain open
beyend the ninety {30) day period-may be made only
hy. mutualwritten. agreement. between the CITY, the
'su¢cessful Bidder .and the euraty, If ary, for the
successful Bidder,

AWARD OF CONTRACT

[ the contract is to be awarded, it will be dwarded to

the most responsitie and responsive Bidder for the
base Bid whose evaluation by CITY indicates fo CITY
that the award will be in the best intarests of the CITY
and not necessarily-to-the lewest Bidder.

Criteria. utilized by, CITY for detérmining the most
‘respensibie and responsive Bidder includas, but is not
limited to the following:

(@ . Ability of Bidder to mest published
spacifications:
{b} Bidder's experiance and references including,

but: rot: limited to, ihe. reputation, Intagrity,
character; efficlency, experience, skill ability
and business judgment of the Bidder, -the
quality of performance: of Bidder under
pravidus contracts; -any sub-contractors. and
other persons providing labor or materialg fo
Bidder:

{c} Bidders: qualfications and  capabilfles,

including but not limited to, the size, fingncial

histery;.strength and stapllity of the business:
to parfarm the ‘work: of the Contract, the
posgession  of necessary facililes and.

equipment. and the quality, avallabilily -and
adaptability thereof: to. ihe particular ‘gse(s)
raquired,

{d) Wheather Bidder can perform the Cantract

promrptly or withine the time. specified without
delay:orintedference.

(&) Previous and existing compliance by Bidder

with laws, ordinances.and regulations reiating
to the commodiigs or semvices.

Price.

if applicable, the Bidderto whom award is made shall
exacute a witten Contract prior tovdWard by the City
Commigsion, 1f the Bidder to:whaoir the first award is
made fails to:enter into a'Gontract a8 harain provided,
the Contract:may be let to the next lowest Bidder who
is: responsible ‘and responswe in ‘the-opinion of the

CITY.

Page 4 of 5

16,.
18.1

16.2

16.3

17.
17:1

18..
18.1

49,

191

20.

‘represent: the: minimal protection

No guarantee is expressed or implied as to the fotal
quantity of commodiies/services to be purchased
under any open end Contract, Estimated quantities
will he used ‘for Bid comparison purposes only. The
CITY resarves the right to issue purchase orders as
and when required, or, Issues a blanket purchase
order for -ndividual agencies ‘and release partial
quantitles or any combination of tha pmceeding

ORDERING: The CITY reserves the right'to purchase:
commodities/services  specified  herein through:
Contracts.  established by other govemmental
agencies. or. throlgh separate procurement -actions
due to Unigué. or special needs. H fgent defivary
hin a short period than the delivary time
3pécifled. i tha Conlract, and if the sefter is unable to
comply ®rawith, the CITY reserves. the right” to-
dbtain such. de!;very from others without penaity. of
prejudice to the CITY or o the Bidder.

CONTRACT PERIOD: The Inifial Contract pariod shall

start with the: exgiration date: of the previous Contrast:

or :date of award,. whichever is fatest, and shali
ferminate tivg (2) years from that-date, The CITY may
renew this . Gontract for-two (2) two {2} year periods
subject 1o Bidder .acceptance, sat:sfactory
performance and determination that renewal will be in
the best Intergst of the CITY. A prices, terms. and
conditions shall ramaln firmy for the. initial period of the
Contractand for any renewal period unless subject to
gnce adiusiment specified as ‘3 “special condition”
sigto.

INSURANCE

The Insurance requirements contained in this Bid
issary: for the
isk Management
“ghall be: required:

GITY a8 detemiined by the CITY
Goordinator; The: sugcessful Bid

10 provide proper procf of issuande fo the Puréhasing

Division: prior o -award: NG award Wil be
uiitil 3 written detsteiination is made by
CiTY's Ris Management Ceordinator that the proof
of insurance; submilted by the Bilder:is acceptable:
from a. Risk Management perspective.  Further

‘modification of tHe requirements may bs madé at the

sole-discretion of the CITY if tircumstaricas warsant.
TAXES

The:sudcessful Bidder shall pay-all applicable salss,
cansumer use and other sinilar taxes required by law.

AUDIT RIGHTS

The CITY reservas thé right to audit thé racords of the.
suceesstul Bidder for the commedities and/or services
provided under the Contract at any-time during the
perfarmance and ferin 6f the Contract and fora pericd
of three (3) vear afler completion dnd accapisnce by
the CITY! ¥ required by the CITY, the successful
‘Biddee agrees to.submitto an audit by an independent
certified public accountant selected by-the-CITY. The
successful Bidder shall allow the CITY 1B inspect,
examini ‘and review the facords of the. suséesstul
Bidder in r&lation. to this contract at any and all times
during nommal business hours durng the term of the
Contract.

CONFLICT OF INTEREST

EXHIBIT 5
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20,1

21
214

The award hereunder g subject to the provfsms of
Chapler 112, Florida Statites: Bidders must disclose.
with their Bid the name of.any officer, djtégtor, pariner,
propriator, assoclate or-agent who is also a publzc
officer or employee of the CITY or any of its agencies.
Furher; all Bidders must disclose the name of any
public. officer or employee.of the GITY who. owns,

irectly or indirectly, an interest of five percant (5%) or
mase In ihe. Bidder's firm or any of ‘its branches or
affillate companies..

NON-COLLUSIVE AFFIDAVIT

Each. Bidder  shall complete the Nen-Collusive
Affidayit and include it with the Bid Form -and shall
submit this. Form with the Bid. Failure of the Bidder to
submit this document may be cause for rgjection of
the Bid.

SUMMARY OF DOCUMENTS TO BE SUBMITT

The follewing is a:summary-of documents, copies of
which may-‘be included in the Bid documents, which
are to be.completed and submitted by Bidders:

{2)
(b}
(6)
@

Bidder acknowledgement.

Bid Form ‘

Non-Callysive Affidavit

Certified: Regolutien of -other duly executed

dogtiment' evidenting autharity fo- sign on
behalf of the Bidder. )

18 Qualification’ Statement; if required by the

Special Conditions.

Bid Security, If required by the Special

Canditions,

) Certificate(s) of Insurance, if required by the

Special Conditions.

hy: Gertification of MNon-Segregated Facilitles, if

required by ihe Spedial Conditions,

Page 5:0f5
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SOUTHEAST FLORIDA GOVERNMENTAL PURCHASING CONPERATIVE GROUP

TO OUR PROSF!ECTNE CONTRACTORS:
The attached Invitalion for Bid or Request for Proposal represents a cooperative procureriient for the
Southeast Florida Governmental Purchasing Cooperative Group.

For the past several years, approximately twenty-six (26) government mt;ﬂeﬁ have participated In
Couperative Purchasing In Southeast Florida. ‘The Southeast Florida Governmental Purchasing
Cooparative Group was formed in-an effort to provide cost: savings and cost avoidances to all entities
by utilizing the buying power of combined requirements for common, basic items.

The Government Agencies participating in this particular procurement and their respective delivery
lacations are fisted in the attached document.

. All qli&sm concerning this procurement should be: addresm 1o the Issuing agency, hereinafter

referved to as the “lead agency’. Aﬁmponsass' fo ba returned In accordance with the
instructions contained in the attached doc . Any difficully with participating agencies
referenced in this award must be brought to the attention of the Tead agency.

» Each participating govemmenital entity will ba responsible for awsrding the contract, lssuing ils
own purchase orders, and for order placement. Each entity will require separate billings, be
responsible for payment to the Confractor(s) awarded this contract, and issue its own: tax
exemption certificates as required by the Contracior.

» The Contract/purchase order terms of each entity will prevail for the individual participating antity.
inveicing instructions, delivery locations and insurance requirements will be in accordance with the
respective agency fequirements.

& Any reference in the documents lo a single entity or location will, ‘in fact, be undersicod as
referrng 'to all participsting entiles referenced In the documents and cover letter unless
specifically noted otherwise.

» The awarded Contractor(s) shall be responsible for advising the lead agency of those participants
wmfaﬂtephoeofdmsasamuﬁoﬂhismrddwmgﬂnmmmpem

s The Contractor(s) shall furnish the Lead Cy & delniled Summary of Sales seml-annually
during the contract period. Sales Summary - shall include contract numbern(s), coniractor’s name,
the fotal of each mmt:dﬂy sold ﬂuring the reporiing period and the total dollar amount of

. L LI “Lad- (L

Pumhasing Cooperativa Gmup nmm may mr&cipnte In m confract ﬁ:r new usage. dunng
the' contract term, or in any contréict extension term, if approved by the lead agency, New
Southeast Florida Governmenital Purchasing Cooperative Group members may paticipate in any
contract on accepiance and approval by the lead agency.

« None of the participating goverimental enlities’ shall be deemed or conatrued fo be & pary to.any
contract executed by and batwaen any other govemmentat entity and the Contiaciar(s) as a resull
of this procurement action..

“WORKING TOGETHER TO REDUCE COSTS”

EXHIBIT 5
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—— EVERYTHING UNDER T E SUMN e -

DATE: August 6, 2013 BID'NUMBER: 13-D-140F

ALL INTERESTED PARTIES:

The City of Coral Springs, Flotida, hereinafter referred to as-the CITY, will receive sealed Bids
at the office of the Purchasing Administrator, City Hall, 9551 West Sample Road, Coral Springs,
Florida 33063, for:

TEMPORARY EMPLOYMENT SERVICES FOR
8.E: FLORIDA GOVERNMENTAL PURCHASING
COOPERATIVE GROUP

Sealed Bids must be received and time stamped by the Purchasing Administrator; either by mail
or hand delivery, no later than 2:00 p.m, local time on Wediiesday, August 28, 2013. A public
opening will take place at ot before 2:15 pii. in the City Commission Chambers located at City
Hall on the same date. Any bids received after 2:00 p.m. local timé on said date will not be
accepted under any circumstances. Any uncertainty regarding the time a bid is received will be-
resolved againstthe Bidder,

The CITY reserves the right to reject any or all bids, to waive any informalities or irregularities-
and technicalities niot involving price, time ot changes in the: work, in any bid received, to re-

advertise for bids or take any other such actions that. may be. deemed to be in the best interests of
the CITY.

'‘Gail Dixon
Purchasing Agent 1

CITY OF CORAL SPRINGS, FLORIDA
DEPARTMENT OF FINANCIAL SERVICES + PURCHASING DIVISION
9559 W. Sample Road * Coral Springs, FL 33085 » Coral Springs,org :
Phoné 954-344-1100 « Fax 854-344-1186 —

EXHIBIT 5
13-1515°
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BID 13-D-140F
TEMPORARY EMPLOYMENT SERVICES FOR
‘S.E. FLORIDA GOVERNMENTAL PURCHASING
COOPERATIVE GROUP

INSTRUCTIONS TO BIDDERS

SCOPE OF SERVICES

See Attachment “A?,

TERMINATION FOR CONVENIENCE OF CITY

2.1 Upon seven (7) calendar days written notice delivered by certified mail, return
‘Tecéipt requested, to the ‘Successful Bidder, the CITY may without cause and
without prejudice to any other right or remedy, terminate the agreement for the
CITY's convenience whenever the CITY determines that such termination is in the
best interest of the CITY, Whete the agreement is terminated for the convenience
of the CITY the notice of termination to the Successful: Bidder must state that the
contract is being terminated for the conveniericé of the 'CITY under the
termination clause and the extent of termination. Upon receipt of the notice of
termination for convenience, the Successful Bidder shall promptly discontinue ail
waork at the time and to the extent iridicatéd on the riotice of termination, terminate
all outstanding sub-confractors and purchase orders to the extent that they relate fo:
the terminated portion of the Contract and refrain from placing further orders and.
sub-contracts except as they may be necessary, and. complete any continued
portions of the work.

ASSIGNMENT

3.1 The Successful Bidder shall not assign or transfer iis rights, title or interests in the
Agreement nor shall Successful Bidder delegate any of the dutics or obligations’
undertaken by Successful Bidder without CITY's prior written approval.

APPLICABLE LAWS, ORDINANCE, RULES, CODES ANDY REGULATIONS

4.1  Familiarity with Laws: Notice is hereby given that the Suecessful Bidder must be
familiar with all Federal, State and Local Laws, ordinances,. rules, codes and
regulations that may affect the work. Ignorance on the part of the Bidder will in
no way relieve him from the responsibility of compliance therewith, thecity is
providing the following list ‘of references for the convenience of the bidder.
These requirements may apply under the appropriate circumstance. Inclusion
herein does not constitute any waiver by the CITY or any admission or agreement
that these laws, orders or rules actually apply to this project. Moreover, the list is

Page 106
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not intended to be inclusive and omission shall nét be a defense for a Bidder’s,
Contractor’s or Sub-contractor’s failire to comply with applicable laws,
ordinances, rules, codes or regulations:

4.1.1 Non-Segregated Facilities: The Successful Bidder and ¢ach sub-contractor
shall comply with the Certification of Non-Segregated Facilities supplied
in the Bid Documents and this Certification shall be & part of the Bid
Documents. By submission of a bid, the bidder and 4ll sub-contractors
certifies that Bidder has become familiar with the certification and that he
will comply with the requiirements set forth in the Certification.

4.1.2 Nondiscrimination and Bqual Opportunity Employment: Durin the:
performance of the Contract, the Successful Bidder agrees as follows:

(a) The Suceessful Bidder shall not discriminate againgt any employee.
or applicant for employment because of race, religion, color, sex, |
or national origin. The Successful Bidder shall take affirmative
action to ensure that applicants are employed, and that employees
are treated during employment, without regard to their tace, creed,
color; or national origin.  Such action shall include, but not be
limiited ‘to the following: Employment, upgrading; demotion or
transfer, tecruitment or recruitment advertising; layoff or
termination; rates of pay or other forms of compensation; and
selection for training; mcludmg apprentlcestnp The Successful
Bidder agrees to post in conspicuous places, available to
employees and applicants for employment, notices to be provided
by the confracting officer setting forth the provisions of this
nondiscrimination clause..

dder’s ‘noncompliance with {he
nondiserimination clauses of the Contract or with any of such
rules, regulations, or orders, the Confract may be canceled,
terminated, or suspended in whole or in part without liability to
CITY.

(b) In the event of the Successiul Bid

5. INDEMNIFICATION

5.1

GENERAL INDEMNIFICATION: The parties agree that one percent (1%) of the

total compensation paid to Successful Bidders for the wotk of the Céniract shall

constitute specific consideration to Successful Bidder for the indemnification to
be provided under the Contract. To the fullest extent permitted by laws and
regulations; Successful Bidder shall indemnify, defend, save and hold harmless
the CITY, its officers, agents and employees, from of on account of all claims,
damages, losses, liabilities and expenses, direct, indirect or consequential atising
out of or alleged 10 have arisen out of or in consequence of the operations of the

Pagg 2 of 6
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Suecessful Bidder or his Subconttactors, agents, officers, employecs -or
independent contractors putsuant 1o orin the performande of the contract.

52  PATENT AND COPYRIGHT INDEMNIFICATION: Successful Ridder agrees
to indemnify, defend, save and hold harmless the CITY, its-officers; agents and
employees, from all claims, damages, losses, liabilities and expenses arising out
of any alleged infringement of copyrights, patent rights and/or the unauthorized ot
unlicensed use of any material, property or -other work in ¢onnection with the
performance of the Contract, '

5.3 Successful Bidder shall pay all claims, losses, liens, settlements or judgments of
any nature whatsoever in corinection with the foregoing indemnifications
including, but not limited to, reasonable aftorney's fees (including appellate
aftorney's fees) and costs. '

54 CITY reserves the right to select its own legal caunsel to conduct any defense in
-any such proceeding and all costs and fees associated therewith shall be the
responsibility of Successful Bidder under the indemnification agreement. Nothing
contained herein is intended nor shall it be construed to waive CIIY's rights and
immunities vnder the common law or Florida Statute 768.28 as asiended from
time to time,

INSURANCE

6.1  Bidders must submit copies of their current certificate(s) of insurance together
with the Bid. Failureto do so may cause rejection of the Bid.

62 AT THE TIME OF EXECUTION OF THE CONTRACT, THE
SUCCESSFUL BIDDER SHALI, SUBMIT CERTIFICATE (S) OF
INSURANCE EVIDENCING THE REQUIRED COVERAGES AND
SPECIFICALLY PROVf=])I'NG THAT THE CITY OF CORAL SPRINGS IS
AN ADDITIONAL NAMED INSURED WITH RESPECT TO THE
REQUIRED COVERAGE AND THE OPERATIONS OF THE
SUCCESSFUL BIDDER UNDER THE CONTRACT. Insurance Companies
selected must be acceptable to the CITY. All of the ‘policies of insurance so.
required to be purchased and maintaitied shall containi-a provision or endorsement
that the coverage afforded shall not be. canceled, materially changed or renewal
refused until at least thirty (30) calendar days written notice has been given to
CITY by certified mail, |

6.3 The Successful Bidder shall procure and maintain at its own expense and keep in
effect during the full term of the Contract a policy ot policies of ifisurance that
must include the following coverage and minimum limits of Hability::

Page 3.of6 :
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(@  Worker's Compensation Insurance for statutory obligations imposed by
Worket’s Compensation or Occupational Disease Laws, including; where
applicable, the United States Longshoremen's and Harbor Worker's Act,
the Federal Employer's Liability Act and the Homes Act. Employer's
Liability Insurance shall be provided with a minimum of One Hundred
Thousand and xx/100 dollars ($100,000.00) per accident. Successfiil
Bidder shall agree to be responsible for the employment, conduct and
cartioliof its employees and for any injury sustained by such employees in
the course of their employment,

(b)  Comprehensive Automobile Liability Insurance for all owned, non-owned
and hired gqutomobiles and other vehicles used by the Successful Bidder in
the performance of the work with the following minimum limits of
Hability:

$ 1.000.000 Combined Single Limit, Bodily Injury and Property
Damage Liability per occurrence

(¢)  Comprehensive General Liability with the following minimum limits of
liability:

$ 1.000,000 C()mbmeci Single Limit, Bodily Injury and Property
Damage L1ab1hty Pet occurrence

Coverage. shall specifically include fhe following with minimum limits not less
than those required for Bodily Injury Liability arid Property Damage:

Premises and Operations;

Independent Contractors;

Product and Completed Operations Liability;

Broad Form Property Damage;

Broad Form Coniractual Coverage applicable to the Contract and
specifically confirming the: indemmnification and hold harmless
agreement in the Contract; and

6. Personial Injury coverage with employment contractual exclusions
removed and deleted.

M R e

The required insurance coverage shall be issued by an insurance company
authorized and licehsed to do business in the State of Florida, with the followmg
minimum qualifications in accordance with the lafest edition of A.M. Best's
Instirance Guide:

Financial Stability B+ - A+

Page 4 of 6
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6:5  All required insurance policies shall preclude any underwriter's rights of recovery
or subrogation against CITY with the ‘express interition of the parties being that
the required insurance coverage protects both parties as the primary coverage for
any and all losses covered by the above described insurance,

6.6  The Successfiil Bidder shall ensure that any company issuing insurance to cover
the requirements contained in this Contract agrees that they shall have no recourse
against CITY for payment or assessments in any forth on any poligy of insurance,

6.7  The clauses "other Insurance Provisions" and "Insurers Duties in the Event of an
Occurrence, Claim or Suit" as'it appears in any policy of insurance in which CITY
is named as an additional named insuted shall not apply to CITY, CITY shall
provide written notice of occurrence within fifteen (13) working days of CITY's
actual nofice-of such an event,

6.8  The Successful Bidder shall not commence work utider the Contract until after he
has obtained all of the minimum insutance herein described.

6.9  The Successful Bidder agrees to perform the work undet the Cortract as an
independent contracter, and not-as a sub-contractor, agent or employee of CITY.

6.10  Violation of the terms of this paragraph and its subparts shall constitute a bresich
of the Contract and CITY, at its sole discretion, may cancel the. Contract and ‘all
rights, title and interest of the Successful Bidder shall thereupon cease and
terminate,

BID FORM

7.1 This Bid Form, together with the' Invitation to Bid, the Instructions to Bidders,
constitutes an offer from the Bidder. If any or all parts of the Bid are accepted by’
the City of Coral Springs, an authorized officer of the City shall affix his/her
signature hereto  and this document, together with the Invitation to Bid, the
Instructions to Bidders, any Drawirigs, Plans and Specifications issued prior to the
execution of this Bid Form, and any Purchase Order issued by the City after
execution of this Bid Form, shall constitute the written agreement between: the
parties and shall ‘together comprise the Contract Documents, The Contract
Documents are' complimentary and what is required by one shall be as binding as
if required by all.

PUBLIC ENTITY CRIMES INFORMATION STATEMENT

8.1 A person or afﬁiia;_te whio has been placed on the convicted vendor list following a
conviction. for public entity crime may not submit a bid on a coniract to provide
any goods or services to a public entity, may not submit a bid on a contract with a
public entity for the construction or repair of a public building or public work,

Page 5 of 6
EXHIBIT 5
13-1515
Page 12 of 92



may not submit bids on leases of real property to public entity, may not be
awarded or perform werk as.a contractor, supplier, subcontractor of corisultant
under a contract with any public entity, and may not transact business with any
public entity in excess of the threshold amount provided in Section 287.017, for
CATEGORY TWO for a period of 36 months from the date of being placed on
the convicted vendor list.

Page 6of 6
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B CITY OF CORAL SPRINGS

CORAL SPRINGS
o EVEF'{YTHIN-G UNDER THE SUN ~ [EEMA AMENDMENT

THIS FEMA AMENDMENT_(f*Amend ment’) fs made part of your ContracVAgreement ;Nith the City:

Contractor provides services that the City may require in the event of a hurricane -or other disastar, ‘Contractor
acknowledges and agrees that in such event, the City may apply to the State of Fioride of federal government for
funds which will be used to pay Contractor or reimburse Contractor for payments made to Cantraiotor, FEMA will only
consider relmbursing contract which cantain the requisite FEMA provisions. Contractor desires to be eligible to be
swarded disaster work and be compensated through federal funds; '

therefore, in consideration of the foregoing récitals, the mutual covenants contained herein, and for s‘:t'ha'_r. good and
valuable consideration, the recelpt and sisfficiency of which are hereby acknowladged, the Clty and Contractor hereby
agree that with respect to any services.or work performed or provided by Cantractor or its subcontractors ynder the.

Contract arising or related fo a disaster event, the provisions of this FEMA Amendment (including Form FHWA=1273
-attached as Attachment 1 and incorporated In'this Amendment) shalf apply. '

4, Legal Requirements. Contractor shall coply with all applicable federal laws, rules and regulations and all
state and local iaws and requirements. '

3 Payment: Payment shail be based on unit rateg/prices ﬁprsimnt to the Contract fee schedule.
Contractor shall submit invoices covefing no more than & 30 day period.

prial Remedies, In addition 10 any other remedies provided fof in the Contractorto which the City may
W of In equity, in the event.of 2 breach or viclation of the Contract by Contractor, Contractor shall be

subject to or suspension.from consideration for the award of additional contracts from the City, including but

not limited to contracts related to disaster relief or recovery, pursuant to the terms and procedures set forthin the City
code; .
4. ination for Converilence. The City may terminate this Contract at its convenience with or without cause

upon written notice of termination ta Contractor. In the event of such a termination by the City, the City shall be liable
for the payment of all Work properly performed prior to the effective’ date of termination and for all portions of
materials, supplies, services, and facility.orders which canriot be cancelled and were placed prove tothe effective
date of termination and other reasonable costs associated with the termination, Notwithstanding the preceding, under
no clrcumstances shall the City be liable to Contractor for lost profits or overhead for work, materials or services not

. performed or delivered to'the City.
b Environmental Regulations - Conitractor shalt comply willail applicable.environmental laws and regulations,

i 'r{‘ciudlng all applicable sfandards, orders, or requirements Issued under section 308 of the Clean Air Act (42 U.S.C,
1857(h)), section 508 of the Ciean Water Act (33 U.8.C. 1388), Executive Order 11738, and Environmental

Protection Agency regulations (40 CFR part 15),

6. ‘Compliance with State and Federal Re : ements. Contractor and ite subcontractors shall
comply with and the Agreement ls subject to the requirements and regulations. of the Federal Emergency
Management Agency and the State of Fioride, Florida Division of Emergency Management, pertaining to:

{)] reporting, ,

()} patent rights with respect to any discovety of irvention which arises or is developed in
the course.of or under the Contract, and : '

(i) to copyrights ;and rights in data, applicable to contracts ‘subject to payment or
reimbursement from funding made pursuant to a Disaster Relief Funding agreement
(or-similar agreemant) with the City, ' '

7, Envirenmental Reguistions. I the Conlract Is In excess of One Hundred Thousand Dollars ($100.00,00),
Contractor and its subcontractors shall comply with all applicable standards, orders, or requirements issued under
section 306 of the Clean Air Act (42 U.8.C. 1857(h)), section 508 of the Clean Water Act(33U.5.C. 1368). Executive
Order 11738, end Environmental Protection Agency reguiations (40 GFR Part 15). Contractor and its subtontractors

1
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shall Incorporate these requirements Into all subcantracts in excess of One Hundred Thousand Dollars.

8, Eneray Efficiency. Contractorand its subcontractors shall comply with all ma ndatory standards and policies
relating to energy efficiency that are contained in the State of Florida energy conservation plan issued in compliance
with the Energy Policy arid Conservation Act (Pub. L. 94:163, 80 Stat. 871). i

g. Civil Rights. The contractor, and any subicontractors, shall. comply with each of the following federal laws,
régulations and requirements to the extent applicable:

(a)  Discrimination. Contractor will not discriminate against any employee or applicant for
amployment because of race, color, religion, sex or national crigin.

(b}  Age. Inaccordance with section 4 of the Age Discrimination in Employment Act of 1967, as
amended, 29 1U.8.C. §623, the.Contractor agreas.to refrain from discrimination against present
and prospective employees for reason of age.

{c) Rigabllities. In accordance with section 102 of the Americans with Disabilities Act, as amended,
4211.5.C. §12112, the Contractor agrees that it will. comply with the. reguirements of U.S. Equal
Employment Qpportunity Commisslon, “Regulations to implement the Equal Employment
Provisions of the Americans with Disabilities Act" 28 C.F.R. Part 1630, pertdining to
employment of persons with disabilities, In'addition, the Contractor agrees to comply with any
implementing requirements FTA may issue, ‘ '

~ Addifiorial Federal Laws and Regulations. The Contractor, and any subcontractors, shall comply with each of
the followingfederal laws, regulations and requirements to the extent applicable:

(a) The Robert T. Stafford Disaster Relief and Emergency Assistance Act, as amended, 42 U.S.C.
Sec.-5124, etseq.

(5) 44 CFR Parts 13:20d 206

| (¢) Compliance with-all- applicable standards; orders, or requiremients issued Under section 306 of
the Clean Alr Act (42 U.5.C. 1857(h}), section.508 of the Clean Water Act(33 1.5.C, 1368), Executive Order-
11738, and Environmental Protection Agency regulations.(40 CFR part 15), (Contracts, subcontracts, and
subgrants of amounts in excess of $7100,000) .

(d} Resource Conservation .angl' Recovery Act.

(e) Nationa! Historic Preservation Act

{f) Compliance with Sections 103 and 107 ofthe Contract Wotk Hours and Safety.Standards Act (40
U.5.C: 827~-330} as supplemented by Department of Labor jorts (29-CFR: Part 5). (Construction -

contracts awarded by grantess and subgrantees in excess of $2000, and in excess. of $2500 for other
contracts which involve the employment.of mechanics or taborers)

(g) Mandatory standards and policies relating to energy efficiency which are coritained in the state
energy conservation plan issued in compliance with the Energy Folicy and Conservation Act {Pub. L. 84-
163, 89 Stat. 871). !

(h) Federal reguiations pertaining to patent rights with respect to any discovery or invention'which
arises of is-deveioped in the:course of orunder such contract,

(i} Federal agency requiremenfs and regulations psrta_ining to.copyrights and righits in data.

11, Debarment, Suspension, ineliaibiity.

111 Cedtification. Contractor hereby certifies o the best of its knowledge and befief, that it and Its
principals: '

. A A;_e ot presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from covered transactions by any Federal department ar agéncy;

FEMA Amendment 071511
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. b Have not within a 3-ysar period preceding this proposal been convicted of or had & civil
judgment rendered against them for commission of fraud or a criminal offensé in connection with obtaining,
attempting to obtain, or performing & public (Federal, State-or local) transaction or contract under a public
transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery,
bribery, faisification or destruction of records, making false statements, .or receiving stolen property; '

G Arenotpresently indicted for or otheryise:criminally or civilly charged by a governmiental
entity (Federal, Stateor local) with commission of any of the offenses enumerated in paragraph 16 of this
centification; and : . . S

_ d. Have not within a 3-year period preceding th is application/proposal had one or more public
transactions (Federal, State dr local) términated for cause or defauit, D

112  Terms. The terms "cavered transaction," “debarred," "susperided," "ineligible," "lower tier covered
transaction,” "participant," "person," “primary covered transaction," "principal;” “sroposal,” and "voluntarily excluded.”
as used in the cartification have the meanings set outin the Definitions and Coverage sections of rules implementing
Executive Order 12549,

1.3  Subcontractors. -Contractor shall not knowingly enter into any lower tier covered transaction witha
person or subcontractor wha is debarred, suspended, deciared ineligible, or valuntarily excluded from participation in.
this Contract, _ aRiis
- 1.4  Subcontracts Contractor fiirther agrees that it will include:the following ctification clause in all

subcontracts anid lower tier covered transactions and in all solivitations for lower fier coverad transactions.

Certification Regarding Debarment, Suspension, Ineligibility-arid Volunta ry Exclusion
- 7 .~ Subcontracts and Purchase Orders: ‘
1. The prospective subcontractor/lower tier participarit certifies that neither it nor ts prinipals
is presently debarred, suspended, proposed for debarment, declared inefigible, or voluntarily excluded frof
participation in this transaction by any Federal department or agency,

12, Access o Records
_ 124 The Contractor agrees to provide the City, State, FEMA, the Comptrolier General of the United
States, Inspector Generals or any of their authorized representatives access to any books, documents, papers and

records of the Contractor which are: directly pertinent 1o thé contraét for the purposes of making audits,
examinhations, excerpts and transcriptions. o ' '

12.2  The Contractor agrees to maintain all books, records, accounts and reports required under the
contract for a period of notless than five (5) years afier the date of termination or expiration of the contract, exceptin
the event of litigation ar settiement of claims arising fromthe:performance of the contract, in which case Conitractor
agrees to maintain same until the City, the State, FEMA, the Comptrolier General, inspector General, or any of their
duly autherized representatives, have disposed of all suchlitigation, appeals, claims or exceptions related thersto.

13.  Indemnity o ing Entities. Contractor hereby agrees to Indemnify and hold harmless the State of
Florida, the Government of the United States of America {including but not limited to the Federal Emergency
‘Management Agency and the Federal Highway Administration) and the City and their officers, agents, employess
and eiected officials, from and against any and all liability, claims, damages, demands,. expenses, fees, fines,
penalties; suits, proceedings, actions and cost of actions, including attorneys' fees for trial and appeal, and forthe
preparation of same arising out of Contractor's, its officers', agents’, employees' and subcontractors’ ots o
.pmigsions assaciated with the Contraét. ' : HEE . .

deral: Governmient
14.1  Absent the express written consent by thé Federal Government, the Federal Governfment or FEMA

is not a party to this Contract and shall not be subject to any obligations or liabilities to the City, Contractor, or any
other party (whether or not a party to that contract) pertaining to any matter resulting from the underlying contract,.

14.2  The Contractor.agrees toinclude the above clause in each subconfract. |tis further agreed that the.
‘clause shall not be modified, except to.identify the subcontractar who will be subject to its provisions.

4,
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16.  FHWA Requirements. For all types of work eligibie for reimbursement under the Federal Highway
Administration Emergency Relief Program, Contractor and its subcontractors shall comply with alt applicable
requiremnents contained in FHWA Form 1273, a cepy of which is-attached as Attachment 1 and incorporated into
this Amendment,

16.  Ant-Kickback. If the Contract is for construction or repair, Contracter and its subcontractors shall-comply
with and shall take no action which would viclate the Copeland "anti-Kickback™ Act {18.USC 74) as supplemented in

Department of Labor regulations (29 CFR Pari 3).

17. Davis Bacon Act. If the Contractis a construction contract in excess of Two Thousand Dollars {$2,000), and
if required by the applicable federal grant program legisiation, Contractor and its subcontractors shall comply with the:

provisions of the David Bacon Act (40 USC 2762 to 276a-7) as supplemented in Department of Labor regufations (29
CFR Part 5). ) )

18. ontract Work Hours and Safety Standards Act, If the Contract is a construction contract in excess.of Two
Thousand Dollars ($2,000), or any other fype of contract which involves the employment of mechanics or laborersin
excess of Two Thousand Five Hundred Dollars ($2,500), Contractor and its subcontractors shall. comply with Section
103 and 107 of the Contract Work Hours: and Safety Standards Act (40 USC 327.330) as supplemented by
Department of Labor regulations (28 CFR Part 8). To the extent that such stafutes and reguilations apply and require
the inclusion of any language into the Contract, such language shall be deemed included arid made a part of this
Amendmient.and the Contragt s if fully-set forth hareln. Lo o

ity. .If the work to be provided under this Amenidment is construction work in
s of Ten Thol | Do 00), Centractor'and its subcontractors stall compiy with Executive Order
11246 of September 24, 1966, qual Employment Opportunity”, as amended by Executive Order 11375 of
October 13, 1967, and a8 supplemented in Deparfment of Labor regulations (41 CFR Chapter 80).. To the extent
that such Orders and regulations apply and require the Inclusion of any language info the Contract (including but not

19. 8 loyment Opporty
excess of Ten Thousand Dollars i

limited to the language contained in 41 CFR 80-1.4(b) and 60-4.3, if requiréd), then such fanguage shall be deemed

included and made part of this Amendment and the Contract as if fully reproduced harein,

20.  Performance and Payment Bonds. If not already required under the Contract, the Contractor shaill furhish to
the City, prior to the commencement of operations, a- Performance and Payment Bond, executed by & sgrety
company alithorized to'do business in the State of Flarida, in the arfiount of the estimated contract value, whick
shall be gonditioned Upori the successful completion. of all work, labor, services, and materials to be provided:and
furnished under the contract and the payment of all subcontractors; materials and laborers. Said bonds shall be
subject to the approval by the City. ' '

If such bonds have already been provided by Contractor, Contract shall obtaln, as necessary, the consent of its
surety to-this Amendment,

21, Sub-contracts. To the extent applicable; the Contractor shall cause include the: provisions of this Amendment
in alf subcontracts: :

22.  Effeciof Amendment. This Amendmentshall only modify the Contract upon the provision by Contractor of
work or services required g@s.a resuit of a disasier. The terms and conditions of the Contract and this Amandment
should be read to operate inConcert, except where directly in'conflict. Afl other térms and-provisions of tfe Contract
not modified by this Amendrmient shall remain unmodified ‘and in full force and éffect. In the event of a conflict
between the terms of the Contract, as may be previously amgnded, and the terms of this Amendinert, the terms of
this Amendment shall govern and prevail,

FEMA Amendment 071511
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.. REQUIRED CONTRACT PROVISIONS
_ FEDERAL-AID CONSTRUCTION CONTRACTS

Telated subcontragts of $10,000:0r mare)

ks . ! )
i - 1. Equal Employment Opporfunity; Equal smplsyment sbporiu-
i) Gh s s s .- nity (EEO) requiremants ot Eﬁ.::di_ssﬂ%ina 8 and ﬁnaka alﬁg%aﬂvs

action Jo.assure equal opportunity as se! forth under iaws, execulive

IV, i \
V. Stataments PN orders, ryles, regulations: (28 CFR 35, 28 CFR. 1630 and 41 CFR60)
Vi ‘Record of Materials, Suppiles, and Labaor and ordars of the Secnstary of Labor as modified by tha provisions
Vi Subletl g-_of-Asslgnlng eContract ............ . B -prescribed herein, and Imposed ursyant fo 23 U.S.C. 140 shall
VI Safely: Accldent Prevention .. ooy, B ‘congfitote’ the EEO anwwﬁcn rnative action slandards for the
X, Faise Stalaments Goncerning Highway Frojects .. ... 8 contractor's project aclivilles under this contract. The Eq POt~
X Implementation of Clean Air Act-and Federal . .mga' Construction Contract Specifications set fosth undar R 60
Water Poliution Gontril At ... .00 eeriinns B 4.3 and lre provisions of the American Disabilities Act of 1080 (42
XL Certification Regarding Debarment, Susgension, us.c. 12’—0-1% gg;;j,s_et forth under 28. CFR 35 apel 25 CFR1830
ineligiblity, and Voluntary EXCIUSION .. ..\ crovnen o, B are incorparatad by refefence In this confract, ‘In the-axecution of this
Xil.  Ceriification-Regerding Use of Contraci Funds for caniract, the contrictor agrees o comply with té following iminimum

. R - specific requirement activities of EED; :

Lobbying: ... s e en i s
ATTACHWMENTS B The contractorwii work with the: Stata ,mgh'weg ageficy
_ . (8HA) and the Federal Governmiarik in carmying out EEQ obligalions
Employment Preferance for Appalaghian Contracts and in thair review of hisfher activities. underlge Confrack: -
(included In Appalachian contracts anly) ! o _
. o -B The confractor will accept as his oparating policy the
foliowing statement; o
“itIs the policy. of this Company o assumdﬁ'l_a_t_’_app!}cants_- are:

Employed, and that emplovans are frested dixing emplo ment,
without regard to their rece, religion, sex, colr naupgaﬁ;dg‘iﬂ.

ntract provisionia shail apply to.all work perfonried on
féct by the contraciors -own ofganization and with the
sistance of workers under the contractor's Immediate st;ger_ime .

rice and. o all work performet on the contract by plecework, statlor age or disabilly. ~ Such attion shall ‘! employment,

work, or by subganiract: upgraging. dethotion, ‘or transfer; recrult * facriitmant

e o o . 2dvartising: layoff or termination; rates of pay or iher forms of

2. Excapt a5 6thaiwise providey chsaciian, the confractor compensation; and selection for trainin =_1lu1_ln_g_apprantic.a,
.n ngll! B

ha° stiputations:contained In ship, preapprenticeship, and/or an-he-job

shall insert i each subcontract s b s1ij 3
. and: further reguira. thelr

these Required Gonfract Provis .. ] B )
i 2, EED Officer; The cortractor will desigriate and make known

InciusionIn any lawer ter subcontractor purchass. order that mayin A e ¢
furri-be: made, The Reaulred Confract Provisions. shall not be- to the SHA contracting officars an EEQ Officer who will have the
incorparated by reference 3. The prime contracto? shall be respensibiiity for and musét be capable of effectively administering and
responsible for complian any .subcontractor or lower ‘tler premoting an active cordractor program. of EEC ang who must ba
subcentracior with these Required Coniract Provisiors, assigned adequale duthsrity and respansibllity to de so. N

.3, Apreach of any 6f the slipulations containad In these Required . 3, Dissemination of Pdlley: All merbers ofthe contrastor's staff
Gontract Provisicnis shall be sufficlent grounds for terminatich of the who are authorized to hire, supervise promete, and discharge,
canlragl: employeas, or who recommend such action, orwha are supstantially

. . . . . L o involved i such action, wili be madgs-fully cognizant of, and -wili

4. A braach of the following clauses of the Required Gontrack implement, the cantractor's EEC policy and contradiual responaibili
Provisions may also be-grounds for debarment as provided in.28 lies 1o provide EEQ [n-each grade and assification of emiployment.
512 To ensure that the above agreement wilt ba mat, the following aclians.
) o wlil be-taken as a misimum; ’ ’
Sedinn.varegrgph 2; : ) ) _ _ _
Sedllon IV peragraphs 1, 2, 3, 4,and 7} 8. Perodic meetings of ‘suparvisory and personref office
Section V, paragrapns 1 and 2a thraugh 2g. employaes will be conducled befare the star of wiark and ther. not
Y less often than once every six months, af which-time the contractors
5. Disputes arlsing out of the labor standards provisions of Section EEQ polity and its implemeniation wilf ewed and explained.
IV (extept paragreph §) and Sectlon V of these Required Cantract The meetings will be conducted by the EEQ'Officsi.
Pravigions shall not be subject to the.general disputes-clause of this o )
conlract. Such disputes shiall be tesclved i accordance with the b, Al vew supervisory or Porsonnal office. employdés wil be
procedures of ihe-U.S, Department of Laber {DOL s sef forth in 29 gHlven a thorough indochination by the EEQ Officar; covering all major
CFR 5,6, and 7. Disputes within the maaning of this clauss inglude . L o e
dispules betwaan the conlractor {orany of lte subconiractars) and the aspects. of the contratcior's. EEC obiiatichs within thirly days
coniracting agency. the DOL, er the confractor's employess or their Tollowing thelr reporting for.duly with the contractor.
representalives. ) ) ’ _
° . N . ¢ All personnel who.ate engaged in direct recruitment for the
6: -Selaction of Labor: Durdify the performiznce of this. contract, project will ba instructed by the EEQ Oficer In the contractors
the contractor shall not; proceduras for iocating and Miring mingrity group employges.

2. diseriminate againatlapor from any dther Siate, pesséssion, o 4. Notices and posters settirg forth the contractar's EEO policy
or temitory of the United Stales {except for employmant reférence for wilthe placed in areas readlly accestible tg employees, applicants for
AArpaEech!m-cémracts. whon applicable; as specified in Attachmant emiployment and potential employees, ‘ ’

Al or o

o - e o @. The contractor's EEO pollcy and the procedires to imple-
. ‘b, ‘amplay convictlabor foran{purpos& within the limits of \he ment. su po!j? will be brought ta the attention of employses. by

project unless it is lator performed by convicts who-are 4n pardle, meang of meetings, emplayee handbooks, or other appropriate

‘Bupériised rolease, or prabation, means.

1. NONDISCRIMINATION 4. Recruitment: When advertising for employees, the contractor

] ) . will include in &l adveriisements for employees the notation; "An

(Applicable fo all Fedaral-aid canstruction confracls and to-ail Equal Qpportunity Employer.” All such advertisements will be placed
Form FHWA-1273 (Rev, 3-84) . Pige-
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in publications having-a large clrculation among minority groupd inthe
:rgg _frt'qm which lhé%rbje‘?:t WK force'wo'uldgnnr'tﬂal[y. lg:e tedved. |

a: The sontractor will, uniess. preciuded by a valld.barga]nin.g
agresmant, canduct systematic and diract :ecrtz}!menpthrol,(n‘g ublic
rivate employed rafarral sources likely toyisld gualified minarit
roup.applicants. To meel this requirsment, 1he contractor will
Pdan_t reas of potential minority group employaes, ang establish
with such identified sources procedures whereby minority. group
applicants may be referred tothe contracior for employment consider-
ation, ’ :

b inthe eventihe contractorhag avalid bargaining agreement.
providirg forexclosive hiing hall referrals, he Is expecied {0 observe
he provisions oﬂhai—agre_ampnﬁ fo'thie extantthat the system permits:
¥s complianée with. EEQ ¢ontract provisions, (The DOL.
herg implemeniation.of such agreaments have the
inating againstminoritles.or women, or obligates the.
do'the same, such implemeniation vigiales Executive
a8 amended.}

_g: The confractorwill encourage his present e
minority groitp applicants for employment, informalion and proce-
dures with regara 1o referfirig minonty group applicants will be
discussed with employess.

5..Perwonnel Actions: Wages, working condifions. and employee
penefits shail be established and administered, and persorinel actions
of every typé, Including: Hiring, upgrading, promotion, tiansfer,
demotion, [ayaff,-and iermitation; shall be-teken withadl fegard to
‘raca, -color, religlor nationat orgn, .dge or disabliity. The.
following procadu Ba follp) e )
@, Thecondr et periodle inapactior
§ttek fa nsura that working ‘conditicnis and employea fadli
intllcate: discrimiinatory fréatment of project sile personied.

b, Thecontractorwil pericdicaliy evalvate the spread of wanes
patd within sach classification fo-deterine any evidence ofdiscrimi
nalofy wage practices.

.. €. The-contractor wilt periodically review selected pemsonnel
aclions In depthto determine whetherthere is evidence of discrimina-
lign. Where gvidence is. found, the contractor wijl-pramptly take
‘corregtive action.. If the review indicates that the discrimination may
extend beyend the actions feviewed, such’cerreciive. action: shall
include afl affected persons,

d. 'fhe contractor will promptiy invesll?a!s &l 'complaints: of
alleged distrimination made to the contractdrn connedtionwith his
vhligations under this contract; will attempt {0 resolve such.com-
plaints, and wili take afprcpd_ateserrec_iwe actiorwithinaréasongble
time. If the Investigation indicates that ihe disciimination may affect

yersons -other than the compiainant, sueh-corective -action: shall
&'ebluﬂa such-otherparsons. Upon _comrletion of sach investigation,
the contractor will Inform every-.complainent of all of his-aventes of
appeal..

6. Tralning and Fromotivn:

it assist. In locating; queliying; and
ty- group;and women employees, and

sloyassttrefer

& The Gontelictor
Ingreasing the skills of mix
appilcants for sinploym

b Consisténtwiththe toriractor's work force requirements-and
as permissible under Federal and Stafe regutations, the cont :
-ghall make full Use of training programs; .e._,_aprrem\oesh P, and
on-the-joh tralning programs for the geoegraphical area of contract

rformance, Whers feasible, 25 percent 6f apprentices ortralnees
Efggm occupation shall. be.In thelr first year of apprenticeship or
training, inthe eventa special pravigiur;}grt{almng is provided under
‘this-confract, i9s subparagraph willbe siperseded as indicated in the
epecial provision, :

¢ The contraclor will agviée employees and applicants for
employment of available fraining programs and entrance rafuire-
menis Toreach. .

d. The:contractor will pariodically review. the. trairiing and
promotion poténtiaf of minority group and woman employees and witl
gnoourage efigible employees {o apply for such kraining-and proino-

on.,
7. \Unidns: Ifihe cotitracter sslies Inwhale of in parl upon unfons
as & sourea of émployees, the contractorwill use hisfher bastefforts
te obtain the ceoparalion of suchunions to intrease opportunities for

Fagez

minuriggrqups aihd woman within the uniong, and to-effact refarals
by suchy: unions of minodly and female employaes, ‘Actions by the
cantracior eitherdirectty or through a contractar's associalion acting
as agentwii include the prosedares set forth below:

‘& The contractorwiltuse bast efforts o davelap, in murara-
Hon with the unions, joint tralning programe aimed toward qual
more minonty group members. @nd women for membership In tt
unions' and increasing the skills. of minority group émiployses and
women so'that they-may qudlify far higher paying empioyment.

b. The contractor will user best efforts to incorporate an EEQ
clause into sach Unjon greement to the and ithat such unidn will be
sonirectially beund to refarapplicants without regard to their race,
color, religion, sex; nationzi oxigin, age or disabiilty,

€. The contractor I to-obtain infarmation as lo the:réferral

“practices and poiicies of the labor onlan .exbert'mat to He: extont

stich information is within the exclusive possession f the

-and such laber Unjon refuses: to fupiskt such jnforation fo the

contractor, the coniractar 'shall 8o certlly1a the SHA-ahd 'shall set

forth what efforts have been made to ohieln such information.
d. in the event the unfoni is unable tu provide the contraglor

wilh & raasonable fow of minonty Gnd wamen referals within thedime
timit set forth In the coliective bargaining agreement, the contractor
will, through Indeperdent recruitment efferts, Al the emgloyment
vacancles without regard to race, color, religion; sex, national crigin,
dge or disapllty; making. full efons to- sbialn qiiaiified - andfor
%u,a!iﬁ'able:miﬂo{sw: grous persons. and women, (The-DOL hag held
Ahatit ghatl be rio excuse that the unipn with which the contracior has
gregment providing for exclisive rafarrat
falled t ployees.) In the syent the union refemal
] __ : tontractar” from -mecting the -obligations
pursuantto € &m e Qrder 11246, as pmended, anditiese spuelyl
provisions,.suah contractor shall immediatoly nolify the 8HA.
8. Selectionof Sybcontractors; Procuminont of Materfals end
Leasing.of Equipmenti. The contractor shalinetdiscriminate onthe
ounds-of tace, ¢olor, seliglon, sex. natianal-origin, age or disability
r the gelection and retention:of subcontractors, incliding procure-

mant of materials and leases of equipment.

A The sonicactor shall nqth"y all potential subcontractars and
suppllers. of hiser EEC ebigations under ihis contract. '

b. Disadvantagedbusines 8- (OBE), as defined in 49’
CFR 23, shall have equal-oppo compete forand perform’
stibcontracts which the contractor enters nto pursuant. to this
pontract, The cantractor will Use: his beat.afforts o soficit bids from:
and to ufilize DBE subianiractors or subcoriractors with:masningful.
minortty group: and female rapresentatioh among their employaes.
Contraqsqir_s ‘shiall vblain-lists of DBE construction: firms from SHA
personrieh: . _ .

G Thé contractor wiltieg His best efforts to ensure subcontrac-
tor compiiante with their EEQ obligétions.

8. Recorde and Reports: The contractershall keep such records.
as necessary to document compllance with the EEQ requirements.
Such records shall be retalned Tor a pericd of thiee years. following
compiétion of the gorttractwork and shall be availablé at reasenabile
times and places Tor inspsction by-authorized reprosentatives.of the
SHA and the FHWA,

_ & Tharecords kepl by the contractor shall dogurment tha
tallowing: - 13k GuAlio]

. (1}, Thé number-of prinerity and non-minority group
me}'n&er,s and:women employad In each work classification: on the
project; o o

gy Therpm?‘ress and.efforts belng made in cooperation
with unions; when applicabla, 1o iricrease emplayment sppartunifies

far minorilies. and women;

. {3} ‘The progress and efforts being madeinocating, hiring,
ﬂ'ag‘um. qualifying, and upgrading. minorty and female employees;
-an

‘4& The progress and efforis belrg made In securing the
services of DBE subcantratiors or sibcontractors with mearingful
minarity.&nd fermale ropresentation among their emgloyess,

b. The contractors Wil submit an annual réport to the SHA

Form. FHWA-1273 (Rev, 3.94)
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" sle of the work'will be pald uncond

ieach July for the duration of the project, Indicating the nurber of

-minerity, women, and nom-minorly group employess currently
engaged in sach work classification required eg the conirect wark,

“Thlg infermation's to be reported-an Formy FHWA-1361. if ohetha

{?hf;‘ralning is bilng requi y apedial providlon, the: contractor will
e-requited to collect.s) ft training data.

{li. NONSEGREGATED FACILITIES

{Apphicatile (o il Federal-aid canstruction: tontracts. and to af
618 0f $10,000 or more.) .

related subcontracts ¢
8. By sUbmssion of this bid, ifig-execilion of ihl tonfragt

subicentract or the: consummation ofthis material jsup‘[.:{\g agreenent
or plirchase order, as-appropisle, the bldder, Federal-gid construo-
{ig 8| terial suppllar, ‘or ‘vendor; ‘as
: ‘ intain.or provide for jis
ts eslablishments, and

perform: ihelr services

egregated facilittas-ire
ch.of this: centification le-a
16tons 3 contract, 'The firm further
certifies that no empioyee will be denjad eccess 1o adequate Tucillties
onthe bagis of sexor gisability:
b. Asused indhis certification, the term "segregated facilitias”
ieans any ‘Wamﬂg FOOMS; Work argss, restraoms and washraoms,
restaurarnits and ofher éafing areas, timeclocks; {ocker roums, arnd
ottier starage.or dressing areas, parking lofs, -drinking: fountains,
regreation. dr enlertainment ereas, iransportalion;. end
fagl ravided for-employees which are: segragated
or-arg, In fact; segregated on the baglk
seliglon; ‘national origin, age- or disabillty, because:of habil,
cystom,.or otherwlse. Thg anly. exception wil be forthe disabled
when the demands for accessibiiity averride (¢.g. disabled parking).

c. The coniractor egrees ihat it has obtalned or will oblain
identical mnlﬂlcaﬂonz fram -propgsed  subcontractors of miterial
suppliers prior to award of subcaniracts or consummation of material
supply. agreements. of $10,000 or more and that il-will fetain such
ceriifications. in ity fifes.

IV, PAYMENT.OF PREDETERMINED MINIMUM WAGE
‘(Applicable.{o ali Federal-ald construction cantracts axoeeding

$2,000 and lo'all related subicontracts, excapt for projects lncag?;gn
tﬂ.ﬂﬁw_atyscla_.s's.lﬁaﬂ as local rodds orrural minor colleddrs, whichare
iempt.

B

exempt) _
T, Ganeral:

8. -All migchariics and Ia'bomjrs'ﬁ%

loyed or working upon the
ally.an

orica a week. and without subsagu
-account fexcapt such payroll

feguiaicns (28 CFR 'aéissu,,ed
.gnpeland Rel (40 U.8.C. 2766))

aymanl. The payment s
&a‘f." fhese contained in fhe
Labor (hereinafter 'the wage sattachedh
and made A part hareof, reégardléss of any coniractuslrelationship
which inay:be allegad i between the confractor-orils subgon-

tractors and such lebore chanjcs. The wage determination
{inclizding dny addiional icaflons and wage fates conformed
under’pa’raﬁraxh 20t this Section IV and the DOL poster (WH-1321)
or Form FHWA-1485) shall'be posted at afl tmss by the contractor

t:1he. slle of the wark In 8 praminent.and
h.be-easlly seer by the workers. For the

and its: sibeontractore o
accessible place whera it

purpose af Ihis:Section, contributions rmade or cosls reasonubiy.
anticipaled for beria fide f rsg_}a benefits under Section 1(b){2) of the -
Devis-Braon Act (40 U.8.C. 276a) on behalf of labiorers or methanios

\ . IV,.paragraph 3b, herecf, Alsp, for the
P is Section, ragular contributions meds or costs Ingured
or mofe than a weekly perind (bt not lass often than quarterly)
under plang, funds, or programs, whigh covér the panicllar wesk H
pariod, ere deemed 1o be construclively mads. or ingurrad during suc
weekly geriod.  Such faborers and mechanits shall be pald the
appropriale wage rale and fringe bengfits on.the wage datermination

1] wag_aapaiq te-such laborers ormechanics subject fo.
g of ;ai on

for the classification ' of work actuglly parformed, witholt regsnd to

sidll; except as provided In paragraphs 4 and 5 of this Section iV,

Forn FHWA-1273 (Rev. 3-94)

b Laborers'or mechiahijas performiing work-in miore than one
dassification may be compensated at the rate specified for each
:’;;%ﬁ“r‘ﬁsogaf;;o he g_nrgé Aaally worked thersln ?rqwded.‘that'lhu
ciasslﬁyc?htla‘nrln which wal ¢ speantn each
.o Allniings and.inferpretations of the Davis-Bacon Act arig
rélataid:acts containad in 20 CFR 1, 3, and 5-are.hsrein inc d
By reference in this contract, rein incorporate

2. Classifieation:

a. The SHA contracting officer shall require ihat any ciass of

labarers or mechanics employed Under the cantract, whith Is not
llstad in the wage determingtion, she)| be classified in conformence

with the wage datermination,

b. The contracting officer shall iipprova an additiorial classifica.-

tion. wage rate. aid fringe benefils only-when the following criterig
have been met:

(1) th
{lon: requasted is n
datermination:.

. {2) the additional lassif Is utllized | ‘byihe:
cuns:'rudiéﬂ)induatrg; calionis utlized Inthe area'y the

(3) the proposed wage rate, including any bona fide fringe
benefits, bears areasanabie felatiofishipto the wage rates contdined
In the wage determination;and =~

(4) with resgect 16 helpers, when s_dn--a;‘cl
pravalis ln‘( t!!a--a_ra‘a ln'wﬁich-!h‘e--qg?k is pé!r!orm:d BasHigation

contractar or. siibcontractors, as appropriate, the
chanics (if Xnown) to be e‘mployed,m?pmepad.ﬂit_iona!
or-Uneir representatives; and the contracling officer
classification and’wage rate. {Including" the - ampuni
filrige benefits where 4 'prapriat%. a ‘repart of he
i -shall be senl by the :dngacﬁnu office
ssdministratar of the Wage and Mouir Divigion, Employme
Admiinistrallon, Washinglon, D.C, 20210, The 6\/ :
Administrator, or an-authofized rapresentative, will-approve; modify,
ar disapprove every additional classiication aciior within:30 deys of
tand 5o ndylse the contracting officer or will nati

o:work to be performed by the additionat classifiga-
t"performed by & clagsification. in the wags

1
g for

f ‘the tantract.
lng otficer within the 30-day period at additianal i Fg necBssary,

4, In the evant the contrator of siibcontdd
ale, the laborers or mechanics: to be em loye
classification or their representatives, 2nd the coniratiing oficer do:
notagree on mg_pr?osed classification and wags rate (ciding the.
amount designated for -fl'_iﬂ‘ghee'héngﬁls, where appropriate), the
contratding officer shall referthe questicns, inoludlng?hévl wi afall
interested parties and the tacommandation of the cantraciing afficer,
o the Wege and Hour Adminisirator for datermination. Said
Adiminietrator, or an suthorized representative, will issije & defermina-
Hich within 30 days of receipt and so advise the contracting offices or
will_notify the contracting .officer within the 30-day’ period {hiat
-additional ime is nacassafy

. e Wi . iy o,
delermined pursuant tc;‘foarqgrap 2c or 2d of this Section 15 shaliba
tha first day on.which work is-performed In‘the slass!fication,
8. Whenevarthe minlmumwags rate pres
s appropriats, ghail sither pay the benaflt as

2, Tha wage rate (inciudin%mrme bengfits whate appropriite)
ggg All workars perionning work in-the additional classification
3, ‘Payment of Fringe Benefits:

for.a. Class of iabarare or mechanics includes 2 fr

18'not expreseed.as an hourlyrate, tha centract

detarminetion or shalt pay snother tions fide fri

hourly case equivalent thereaf, o

b, il the contrattor of subcontracior, as appropriate, does-not
Make payments o a-tustéd or ofher third person, heishe may
‘conslder 6 a part of the. wapss of any faborer or mechanic the
amaunt of any cosls reesonably anticipated in dpro\llding hona fide
Frlnge benefits undet 4 plan-or Program, provided, that the Secretary
of Labor Has found, upon the written request of the contraclor, that
theapplicable slandards of thie Davis-Bacon Ac have besn met, The
Becralary of Labor may reqiire. the cotfractor to-sel aslde in a

separale account assets for the mesting of cbligations underthe plan
oF program.
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£, Apprenticesand Tralnges (Prograrns of the U5 DOLyand -

Holpors;
a. Apprenticas:

'{1) Apprentices witl be permitted to work atless than the:
predetermined fate for the work Eher: performed when they are
employed pursuant to-and Individually reglstered In a bona fide
apprenﬂc,es?ﬁir-'queram.j;egiatqrgd'wnh the DOL, Employment and”
Training Admihistration, Bureat'of Apprenticeship. and Tralning, of
with 2 Stale apfrenﬁceship.a‘gen'cy_ racaghized by-the Buraau, or ifa
personis employed in hisfer first 90 days of probatishary employ-
meni as ap apgreritice in sich an appremlceshl%program. whois not
individually regisierad in the progeam, biit who'has been certified by
the Bureauof Apprenticeship and Training or a State apprehticaship
agency (where dppropriate) to be eliglble for probationary:employ-
Hisnt as an.apprentice. :

(2) Thé allowabla ratio of apprentioes 1o fourrie fﬁ'ﬁi”ﬁ_ﬁ-ieﬁ
amployess o the Job site fn-any craft classification shail wot.
reatar than the ratio permitted o the contractor 85 16 the entire work

roe undertha reglstered program.. Any amploYee!Esled ona paymll

alan a;y:renu:a ‘waga rate, wha is nol registered ot ctharwise
smployed a5 stated above; shali ba paid notless than the-agiplicable
' 2d in the wage determination for the classification of

ed, In addiflon; an

h k actualy ‘performed, “Vihere.a
fractor s perfoiming Songtricion on s projecti
at in which its progrémiis registered. the ratios

contracior or.subieon
a locality othier than th

and-wage rates (Bxpressed In perceniages of the joumeyman-lavel-

hourly rale%a{:e fiad in the cenlractor's or subcontractor'§ reglstaréd
prograim shail be observed.

(3). Every apprentice musttie paid at net luss than the rate
specified in the Tegistered. program: for the apprentice’s. level of
Progress, EXpressas a5 tage of the journeyman-level ourly
rate specifiad:-in ihe applle getermination.  Appreniices
shall be paid friinge bénefits: - with the provisions of the
apprenticeship program. [f-the apprenticeship program -does. ot
spedify fringe bepefits, apprenti ust ba paid 1he full amount of
finge benefts listed on the wagﬁ& ‘determination for the apgllcaple
clagsification, if the Administra jvision

: r-for the Wage and Hour Oj
determiries ‘that a2 different practice prevails for the applicable
‘apprentica classificaiion, fringes shall be paid Inaccordance with that
deterinination..

(4} Irithe eventihe Bureau of Apgprenticethip and Training,
or:a State apprenticaship agency. recoanized by the Bureau, with-
draws -approvel of an apprenticeship program, the contracior or
subcontracior will no longer be permitied to ulilze apprentices at lssg
than the_applicabls predetermined rate: for the comparable work
patlormned by regular ‘employess until @n accepleble program s
approved.

b Tiainpes:

{1} Exceptas providedin 28 CFR 5.
penitied 1o’ werk gt less-than the predaienm
perfarmed. unless they are employed pursual
registared in 2 programwhich has recelved prior r? evid
by formal cerification by the DL, Emplayment and Training
Administration: ‘

{(2Y The ratlo offrainees {o joumeyman-levil employees onf

the job site. shall riet be-grealer than permited under the plan-
approved. by the. Empleyment and Tralning -Administration. Any

‘em}lﬁyﬁé‘lijstéd?en te parrqll at o frainee rate who is not-repistered
and participating In 2 iralning plan approved by the Emgi&y_mam and
Training Administration shall be paid not less than {he applicable
wage rate on the wage determination-fur the ‘classification of work

aclually performed. i addilion, any tralrde performing work.on the -

Jjobsite in-excess ol ths ratlo Pennmedunder!h‘em'gishred_prog rar
.shall be paid not fass than. the applicable wage rate on ihe wage
distermination for the work aciually performed.

{3). Every trainea must ba:paid et not less than the rale.

spagified In {he approved m%gram or his/her level of progress,
expragisd ‘as- & percemage of the Joumeyma

spedified In the applicable wage delermination. Trainees shall be
pald fringe benefits in accordanice with the provisians of the trainee
pragram, If the tralnes program does not meniion Ininge benefits,
traineas shall be paid the full amsunt of finge bénufits lisled ofi the

wage detemination unlessthe Administrator of the Wage:-and Hour-

Paged

“ated
4

!
Jnnge b

tentice parforming wiirk
1

. necessary to pay laborers ahd ‘m

n:level tiouriy rate.

Division determinesthat thefe is an apprenticeship progran-assoi-

iththe comesponding journieymarn-level wage rate on ms'.wa?e_-
ation which provides for Jess than Ul finge benefits for
ces, In which case such Irafnees shall racaive the games’
enefits as appreritices.

(4] In the event the Employment and Training Adminisira..
fion withdraws. ,ara_p‘rgval of @ training program, the contractor or
syteontractor wlll no- longer be permitied to ulliize:trainees at less
than the appiicable predelermined rate for the work penormed- until

.afvaccepiable program is approwved.

o, Helpars:
Halpars will bé permitiad to work on-a project ifihe helper

;g_hssiﬁsaﬂon fs: specified and ' defined on the epplicable.wage

rmiination o la aF_proveé-purs;:aym the confermancs procadure
sat foith in Section V.2, Anywoiket listed on a pa%r "4t & Helpe)
wage rate, who {s:not a helper under a approved definition, sha
paid not ess than the applicable: wage rate on the wage determina-
tion for the classiiication of work actually performed,

5. Apprentices and Trainses (Programs of the U.8. DOT}:
Apprentices and fraineed warking under apprenticaship and skll;
tary

training programs which have_been cerified by the
Transportation as promating EEC in connection »
highway donstruclion programs “are not subject i § q

paragraph 4 of this Section IV, The stralghttime Houny ggratgs_f
for apprentices and iralnees under such programs will be eslablished”
by the pasicular programs. The ratio of apprentices and trainéag to
iourneymen.ghail not-be greater than permitted by the terms of the
particular program,

6. Withholding:

.. Tha:8HA shall upon s own action or upion wiitten retjast, of
an authorized representative of the DOL withhold, or cause to be
withhald, from he conleclor o subeontractor under this contt

any ather Federal.contract witky the: 40
oiher Federally-assistad.con
wage reiuirement_s which is

ments

he zecnigd payme

va

: : f mechanics, dnolirding appreniices;
frainnas and fglpers, employed by the contfactor orany subcorifrac:
tor the full amount of wages: requiireg b¥ the contract. (n the event of
failure to-pay any labiorer or mmchanic, Jncluding any-apprentice,
trainee, orhetper, employed or warking on‘ihe site of thé work, allor
partofthe w&ges ;'aqtulrgd tgr\_.the confraet, the SHA contracting officer
may, afterwiitterinotion to the contfacior, take such attion asmay be
necessaryto cause the suspenston of any further payment, advance,
orguarantee: of fufids untll such viplations have ceased.

7; Ovértinia ReqUirements:
No. subcontractor.contraciinig for.any partofih
tract work ‘t;h s y.panaring

__..ﬂ_%-ﬂ_.' prentices,
{ phs-4 arid 5 above) shall

) I, watchman, or guard In.any
8 amployed on such work, to werk:in

, hwonowesk Unless suchlabarer, mechanic,
watchman, or guard fecéivés compensalion at-a rate nof [ess than
ong-snd-ane-half times his/er baelc rate of pay farall hours worked
Inexcess- of 40-hours in such- warkwesic

‘8. Violation:.

Ligbllity for Unpaid Wages; Liguidated Démagés: I the event
-of any violation of the clause set forth in paragraph'? abdve, the
‘contractor end any subcontractor responsible thereof shall-be liable
14 the affected employes for hisMer unpald wages, In addition, such
confractor-and subcontracior shail be llable o the United States|
tract for the Bistriet of Cola r
mﬁt_.oryl) for fiquldated damages; -
-dami all mputed with respect fo each
uaj laborer, michanic, watchman, or guard empioyed In
violatian of the elause s&l farth.in par'a?raah.?. in'the sum of $10 for
each calendar day ont Which such employee was required or permits
ted to workdn excoss of the slandard work waek of 40 Bouss without
payment ’?fr the avertime wages requirad by the tlause set forth in
paragraph 7, '

9. ‘Withhokilng for Linginid Wages and Ligiidated Damages:

Form FHWA-1273 (Rév. 6-04)
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Tha SHA shall upor its-own action:or upon-written request of any
agifhprized representative of the: DOL withhiold, or cause io &e
withhald, from any menies:payatie on acéount of woﬂ:é?e_r}umeq by
thie contracter of subconiractorunder any such contract or any other
Fedecal contract: with "the same prime- contractor, or any other
Federally-assistad contract sublect ta the Contract Work Hours and
Safety Standands Act whith s held by thasame prime. gontracor,
such sums ss inay be determined to be necessary to sausfg any-
#abilties of such confractor or subcontractor for tnpald wage® and
gquti’ﬁated damagas a¥ provided in.the clause set forlhi in paragraph

above,

V. STATEMENTS AND PAYROLLS

(Agg!.i.cable to:all Federal-aid construclion coftradls excesting
§2,000 and to all related subcontracts, sxpept for projects located on
roadways classified as local roads of-rural toflectors,. which: ars
axempt) .

1. Gomplignge with Copeland Reguiations (290 CER 3.

The centfaciar shall comply with the Copeland Regulations.of the
Secretary of Labor which are’hereln Incorparated by reference.

2. Pagralis and Payroll Recards:

a Payrolls and badic-records relating therel
maintainéd by the contracior and each subcoritrech

course-of the work ang preserved for & pgriod of-3 years fro
date .of completlan of the contract “for: all laborers, mackanlics,

. ‘apprenticas, t;gineea.'waichman, haipars; and guaids.working atthe

site of the work:

B, Tha‘pagrollrewms.=sha[i soritaln the name, $tdlat security
numbagr, and .address of eacl amployee; his or her cofect
ciass_iﬁcatin.n;-hn;ui'ilr rates ofw #id fincluding rates of contribu-
lions or costs anticipatad’ foi fide: f;invge' benefits or cash

i ; bed in Se on~15?§(2){a}fof the

equivalent thercof the : f
acon: Actl: daily and: weekly number of hours' worked;

) 3‘ and-actusl wages pald. In addition. for Appala-

ch fiiracts, the payrolf records shall contaln & notafionindicafing

whather the employea doas, 6r goas nat, narmally reside In the labor

areg-ds defingd in Altachment-A, par‘a\;}grsph 4. Whenaver the
tary of Labar, pursuant tg Section )V,

g r | : pamdg_raph'a_!}i has found
thattfié wages of any laborer of machafic nclude the amaint 6
casis.reasonably anticipated in prowdir_;g benefits ’
program describad in Section 1(b)(2)(E) of the Davis
coniracior and each subcontractorshalt maintain’
thatthe commitment to previde such banefils |

sble, thatthe

giafa ar program is financlally respansible, that t ¥ frogram
g besn communicated in'writtng td the iabi &r-mechanics.
-affegted, and show the cost antiespated orthe ebstincyrred in

providing benefits. Conlragtars of subcontractors employing
appreniices or trainees under-#pproved programs shall maintain
writlen evidence of the registration of apprentices and traineas, and
ratios and wape rates pres in the applicable programs.

¢, Each contractor and tracior shall fumish, edch weak
in which any. condract we rformad, to the SHA resident
engineer 3. payrall of wags dch of iis employees (ingluding
apprentices, {rainses,; and ts, described in Section 1V, para-
graphs 4 and 5, and watdlirmen-and guards engaged on work durin
~the preceding woekly payrollperiod), The:payroll submitted shill g
out. gectirately snd oomp!etag all.of the Informafion required o ba
malntained under paragraph 2b of this Section V. This Infarmation
-may'be submitted In any fonm gesired, ‘%itwnai Form WH-347 is
‘avallable for fhis purpose and miay be purchased- from the Superin.
sendént of Documen g;“gdera[sta;k-nymbar 025.005-0014-13, .S,
Gowermment Printing Ofoe, Washington; D.C. 20402, Tha'prime
i otor is responsitle for the-submission of coples of payrofls by

bcontractors,

d, Each J#:::ayn;»u submitted shall be accompaniad by-a "State-
frent of Compllance,” signed. by {he contractor ar. subconiractor or
his/her agent who pays or sipervisés the paymie the persons
amployed under the contract and shall cartify the fadowing:

(1) that the pa payroll pétigd contains. the
{nformation required o be undar paragraph.2b of this
Seclign V and that such information is correct and complete; ™

. (2] that such [shorer‘or mechanic (including each helper,
riice, and frainee) empioyed onthe contract during the payroll
as been paid tha full weekly wages eamed, without rebate,
rectly or Indirectly, and that no deductions have béen mads

Form FHWA-1273 (Riv. 3-94)

T agl
e req
feduired by paragraph 2d-of this Saetign

1. The faisification of ‘any of the ahove certifications m%y

fatiure to'submit the fequired racords (pon requast or to make such

‘quantities of those specific materials and supplies Jsted |

either dirécliy-or indiractly from jhe full wages esiniéd . other thegr
permigsibie J;duciiuha #s et forlf ihthe Rggulatiéh's';" 8 CFR ;;an

_ {3) that each labdrer oririechanic has been paid nol lass:
that the 'a:pﬂﬂl_cahle wage rale eg nge banefits or cas% souivatent

for. the diassification of work erformad, as spedfied in the

applicable wage datermination, rii:b'}porated intd the ‘Contracy,

Thie woekly submission of a praperlyexacuted certification
101 Ihe reverse side of Opllonal Form-WH-347 shall satisfy
uifement for submission of the *-%_atemen{ of Comphance™

Subject the contractorto civil or crimitial prosecution Uhder 1B 8.C.
1007 and 31 U.S.C, 231, FoRacionirier 1L

¥ £
-reprasentatives of the
: represeniatives
ng wormking hours on the job, If the
tar. fails 1o submit-the.required records o to
8 SHA, the FHWA, the OOL, or all may, ?3?"
(-]

contractor or subconira
make {em availabfe,’

-wiitten nolice fp the coniractor, sponger, applicant or ownier, |

suchagtions as may be necossary fo.cause the-suspension of any
furiher paymant, advance, or—gur%rar_;gaerbf ﬁznds.Sp Furthenn "gré}:

records a‘v?g‘able may be grounds for debarmrient action pursiariti

20CFR 8.
VI. RECORD OF MATERIALS, SUPPLIES,

1. ‘Onall Federah-aid contiacts af thé
excapl those which-provide solaly %61 thi
0

devices at railroad gra
a force account or d

088 a
; int o7 d o biasls, highway beautification cortracts,
ang contraets:forwh he total ﬁnaF cdﬂs¥ructlon_ oost for n:a'ctw'u‘la"'3
and bridge is iess than$:1,000,000 (23 GFR 636 the cpniractor shall

& Become famillar with the list of specific materials and
gupplies cantained In Form FHWA47, *Stalemiant of Materials and
Labar Used by Contractor of Highwa ‘Congtniction involving Federal

Funds," priorio the commencemant-of war Under this contrast.

.. B Maintaln & recard of the tolai .cost. of all materiafs and
supplies purchaged for and Incorporated in the work, and aise ,t}a:'f_;ghe
Cliy]

HWAT, and-In the units:shown an Form FRWA4T,

<. Fumnish, upon the complation. of the.confract, fo-the SHA
fesidant efigineer-onForm FHWAE‘?? log’e!heg vith the:date tequired
in paragraph-1b- relative to’ materials ‘and' suppties. a final labor
-summiary of all.contract work indlicating the tofal howrs worked and
the fotal amount earned. o

2. Atthe prime contfactors Gition, siiher e single report covering
alt contract work or- eparate repors forthe contractor and for aagg
subcontract shail be: submitieic. .

Vil. SUBLETTING DR ASSIGNING THE CONTRACT

1. The coniractor
work ampunting tong
if spacified elsewhers In. the. ot
g[lh . @xclididg any specidlly items designated by the State.
Speca ‘f,em:i:mﬂ{ & performed by he .
‘any such specialty tems perfarmad may be-dedusted ffom the fotal
-orlginal contyact price before computing the antount of work reguired
1o he pefformed by the conlraclar's own-organization (23 CFR 635},

.8 Yl own organization” shalf be consirued to includa only
workérs. employed and Pald directly by the prime conlractor and.
squinment gwied or rented by the: pime. contracdar, with or without
opeiatofs. Suchterm does ot include employess crequipment of

‘Paga:§
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8 subcontracter, assignee, or agent-of the prime contractor,
b. ____‘-’S%gclétty fterms® shall be congtrued fo be limited 1o wark

thatreduifes nighlyspetialized knowledge, ebilities, orsquipmentnot
e‘rd_ifi;gg ] _gblé ir? the type-of com . organizations-qualified
-ahd d to'bid-on the cont a'whole aridif general are to
R !lmlf;'d.'w finor components: uveralil contract, ~ °

2. The contract amount upon which:ihg requirements set forth in

paragraph 1-of Section VIl Is compted includes the cost of material -

and manufactured products which: aré 1o ba purchased or. produced
by the gontractor under the contract provisions;

3. Thecontractor shall fumish (a)'a competent superfintendant or
supe ho is employed by the firm, has full autherity o diract
-of the-work in. acodedance wilh the confract requires
118 In-charge of all construttion’operations {regardiess of
who performs the work) ahd {6} Far of its-owit organizational
fegources (supervision, managerent, and enginsering services) ue
the SHA contracting officar detemmings'is necéssary 1o-assure the
paffarmance of the-contract: S

4, No portion afthe coniract shall be sublat, assigned or offierwise
disposed of excapt wilh the wrilten Conden! of the SHA contracting
officer, ‘or authorized representative, and such consent whan:given
shall not be construsd to refleve the contractor of any responeibitity
for the fulfillment of the condract, Written consent will be glven only
after the SHA has assured thal each suboontract Is evidenced in
wrting and that it contains ail pertinent provisions:and requirements
of the prime: contract T

Vill. SAFETY; ACCIDENT PREVENTION

1 In the-performance of this Ganirast the contfaclor shall ésmply
with alt applicable Federsl, Stale, .and local laws govemning: safety .
heaJth, and sanitation (23 GFR 835). The contractor shall provide all
‘safeguards, -s,afatr evices and jpfplgctwe;__équl&mant and take any
other needed acllons as i determines, of as the SHA confracting
officer may determine, to be reasonably nacessary to protectthe life
-and hopith of employees. onthe joh.and the safety of the public and
to protect progerty clion withi the performance.of the work
covered by the co

aﬁy'emp%veé, Iri pesformanice of the conffact; {0 work.in surroung
ings oF unuer condllions which are unsanitary, hazarddus or danges-
ous 1 Wis/her hisalih of safety, as- determined under cehstiuclion
safety and -health standards: {20 CFR 1826) promujgaled by the
Secretary-of Labor, in accordance with-Section 107 of the Contract
Work Hours and Safety Standards Act (40 U.8.C, 333);

3. Pursuanfio:29°CFR 1926 .43, s acondlfiary of this contract that
the Secretary of Labor or authorized reprasentative thereof, -shall
have right of entry.to anysite of coniract parformance to inspect.or
investigate the matiar of compliance with the consiruttion safety and
hisaith standards and (o cany out the:dutles of the Secretary under
Settion 107 af the Contract Work Hours and: Safety Standards Act
{40U.5.0.383):

1. FALSE STATEMENTS CONCERNING HIGHWAY PROJECTS

I order to assLne high quaiity-and durablé’ canstriicliondn canfor-
mity with approvied plans and specifications-and a high degree of
reliability on statements and representalions made by enginears,
confra ofs'.,sum‘nliafg, and workers on Federal-ald highway projects,
itts egeantlal that afl parsons toncerned withi4he project perform their
furicliohs as carefully; tharoughly, arid hanastll%as' passible. Wiliful
{alsification, distortion; or misraprésentation with respactto any facts
related to the project is & violation of Federal lw. To prevent.any
misunderstanding regarding the serigusness of these and similar
acty, the following notlos shall ke podten: on each Federal-aid
fighway -project (23 CFR 935} Ih. one or more: places where it is
readily availeble fo all persons cancemed witfi the project:

NOTICE TO ALL PERSONNEL ENGAGED ON FEDERAL-AID
S HIGHWAY PROJECTS o

18 U.8.C.-1020 reads asfollows:

“Whoaver, beingr an_ officer, agent;, or empioyee of lfie United
-Slates, oF of any State-or Territory, or whoaver, whethdr-e person,
assoecigtion, firm, or corparation, knowingly mekes apy felse sfele-
mert, falsa representalion, arfalse reportasto the character, qualify,

Page &

ap
m

- gxplanation of why it canno

quantity, orcost of the meterlal used or fo be used, or'the quantity of
quaity of the wark performed or to he Ipaﬂbmﬂd, or the copf thereof
in connection with the submisaion of plens, meps specifications,
coniracls, ar costs of construction on any highway or zalated projsot
submittad for-aparaval to the. Secrstary of Transportafion; of

koW g pterrient; folkd réproseniar
W, false repoit or false leimy with respect to the charactar, qualily,

& 7 cost of ahy work performad or to be performed, or
mat;dggi Mmg%shed g}' {3 2’9 fur’g},shag in connection with the
canstrudtion: of any way or related project ¥ he
Secrelary of‘Tfansgoﬂégion::or- ted preject approved by the

_ Whoever kribiwingly makas any false slaldmentor false ropresenie:
tion ‘as to materal fuct in any stelement, certificate; or réport
submittsd pursuant fo provisions: of the Fedsral-alt Rosds Ac

Vel July 1, 1916; (39 Stat. 355); as snishdeq end supgle-

5 past
X. IMPLEMENTATION OF CLEAN AIRACT
WATER POLLUTION QOMT%%L;M‘!A' AND FEOERAL

ﬂneq' Hot more that 10,000 or imprisaned nof mora then

(Applicableto ail Federal-gid eanstrucilon contracts and to alk related

subcontracts of $100,000 of more;)

nission of this, bid' or the' akecution of
ach, @s appropriate, the bidder, F

iract, of

struclion
confractor; or subconiractor, as appropriste, deemed.fo have
siipuiatag as follows: ; RPreR P N )

1. That-any facllity that s of will be utllized In-the performance of this
conftract, untess such contrattis exempt undar the Clean AlFAQE, as
amended (42.1.8.0, 1857 et ggﬁ,, as amended by Pub.L. 01-604),
engd under the Federal Watér Follution Gontrol Act, a8 amenged (33
LLS.C. 12618t gu?gﬁ,:as.amand,ed by Pub.L.82-500), Executive Order
41738, and regulationg Inimplamentation thereof 40CFR 15)is not -
listed, on the date of contract -award, on'the U %. Environmental
g?ée?sto;OAgency {EPA) List of Violating Faclifics: bursuant to 40

2. Thatthe firm agrees o comply and. remiain in comip!
1the requirements of Section 11 '_ig%_the' Claan Air'ﬁ.'c:..a?
of the Federal Water Pallution’ Cantrol Act-and all regulations and
guidslines fisted thergunder, T

3, Thatifie-firm shal "pr_bnétpﬂy nqg%!hs §HA of the racalpt of any
H

communication from the Directar, Offica- of Federal Activilies, EPA,
Indlcating that a facilitg that is-or-will be-utilized for the G:I%mg is
under cansidaration to bie Heled arthe EPA List of Vielating Facllities.

4. Thatihe fitm agrees 16 Inciudé or cause 10 ba Inciuded the

-requirements of paragraph 1 through 4. of this Section X in every’

nonexempt subsontract and furtheragress o take such action as the
govemment may direct s  means of enforeing such requirements,

X, CERTIFICATION REGARDING DEBARME L8t
INELIGIBILITY:A) -VOLunrmYEEx%sﬁuwsPENS!Q“’

tof Cortification - Primary Coverad Transac:

{Applicable to all Fedéral-aid contracts  49.CFR-29)

a. By signing and submitting this proposal, the praspective
primary panid;%nt?s providing the oaniﬂmtio% aet out_hgluw?e '

i b, The inability of a person'to provide the certification-set ‘out
below wiil not necessarlly result in denial of participation in this
Govered transaction,” The fru_spgcﬂve petticipant shall submit an.
if why it cannol provide the certification set aut below,
Tha certification ar explandtion will be considered in ceninection with
the depariment or agency's determination whether 1o erter Infg this
fransadtion. Hawevar, fallure of the prospeciive primary prriicipant,
to furish,a cenificalion or ah axplanation shall disgualify such a-
person from pariicipation In this tranaaction,

¢. The cerfificalion iri this elavse i5 & material répresentation
of fact upoh which rellance was placed when the deparment or
agericy delerningd to enter Inlo $his ransaclion, IF |t is later deter-
mined thattheprospactive primary padicipant knowinglyrendered an
errorisoys certfication, in'addition to olherrémedies avallable tothe
Federal Govemment, the depariment or.agency may terminate this

Fofm FHWA-1273 (Rev; 4:04)
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g

{rarisaction for cause of dafault,

d, The prospecliva primary parilcipant shail provide immediate

i or agency (o whom this ptoposal Is
gspeciive primary parlicipant lsarns that
nedus. whan subrmitted, or hes become
shanged droumstances.

e. The ferms "covered transaction,” "debarred,” "suspended;”
‘Ineligible,” vered rangaction," "parllclyanﬂ.'*' "persan,"
m etlon,” “arincipal,” "proposal,” and "velurtarily
580 in this clauge, have the meanings sat aut in the
and Coverage sedions of niles implementing’ Execitive.

writfery notice fo the dé
submitted if any time

Dsfinit
Order 12549, I : I
this praposal is submitted for gesistance in obtaining a copy of those
reguiations.

£ Theprospective priimary participant agrées by submitts
proposal that; shgﬂld ihe. prdp?sad covered transaclion bé g
Into, it shall not knowlngly enter Inta any: tier covered-ransan:
Hon with -a persan wiio |s debarret ed, declarad inaligible,
or voluntarly excluded from parficipelion inthis eovered trangaction,
uniess authorized by the department'or agency entering into this
fransacion. i ' i
.. @ The prespective primary padicipant firther agrees b

satmizgtiﬁg this proposal that ft’wul jnryctuqaha clayed iitied f'ceniﬁca!
A Regarding Debartient, Suspenston, (neligibliity and Voluntary
Exglusion-Lower Tier ‘Covered: Transaction," provided. by the
‘department or sgency entering irtto-this covered iransaction, without
modification, fri gil lower. liar coverad transactions and In all saligie-

Yions for Jower tier covered trangactions.

b Acparticipant ih 8 covered traneaction may rely:upon
cerlification of a prospactive pariicipant iri a-lower tler covered
fransaction Thal s riot debarred :suspanded, Ineligible, or voluntarily.
exciuded from the covered transaciion; uniess it knows Ihat ie
certification s arronsous, ﬁg;r it
frequency by which It defamiinas {h

o eligibilify of its principals, Each

articipant may, but is nol required to, check the nenprocurement:
[ P ,{* ) qu o !

portien of the "Lists of Parties Excluded From Federal Procurament
or Nonprocuremenl Programs' (Nonprocurement” List) which is

compiled by the Genieral Servicés Administration.

i: Nothing. contained in the Toregoing shall be conafrued to
require establishment of & system of recoms.in order.1o rander in
good:falth the ceriification requlred By this tlauge. Thé Knowiedge
and information of participant is ‘ol reqiired to-excoed that which is
normally possessed by.8 prident parson i the ordinary course of
business dealings;

) ’ Except for transactions authorized under
these instrictions, i a participant i a covered transa:
enters Info a lower tier covered {ransaciion with a
suspended, dabared, ingligible, or waluntarly :
parlicipation in this transection, In ddditisn to ather re tvéilgble
tp the Federal Govemnmant, the' department or agency may teminate

this transactien for cause or default,

e s

Form FHWA-1273.(Rev, 3.94)

549, You may coniact the department or agency to whigh.

ant may decide the method and

Cotification Regarding Debmmment, Suspension, inellgiklie
and Voluntary Exclusion—Primary Govered Treneacions

1.. The prospective primary panticinant certifies {o-the best of iis
knowledge and balief, t‘;nat'il ang !fs;pfi'ﬁci;:uls: 0 fo:tho best of fs

. 8, Are not presently
debarment, declarad ineligibl
transactions by any Federal'

b. Have nolwithi
baen canvicted of or i

‘debaed, suspendid, praposed for
& voluntarily excluded from coverad
pariment of ageriqy;

8 3-year perjod preceding {his proposal’
vaen oo rhad a elvil fudgement renderad against them for-
commission of fraud or & criminal-offense in connection With oblain-
Inig. atismpling fo obtaih, or performing a public (Faderal, State o
locat) transarction-or contrac] under g public transaciion; violation of
Faderal or State antiitust statules or commission of embezzlement,
ihoft. Torpety, bribery, falsification or destruction of records, making
false stafements, ar receiving stolen property;. ‘

<. ArenatpresentlyIndictsd for or otherwise criminally or civil
charged by & govermmental entity (Federal, Stata of loal) witg
commizsicn of any of the offensas enumerated. in-paragraph ibof

this certification; and,

d:Mav. -8 rot within-& 3year perod preceding this- applica-
-1.ionfrmpusa1 had i mare-publictransactions (Fr;gderal. sjgapis or
tocai) terminated: for oF dafaiit.

2. \Where the progpétiive primary particlpant is iriable to-canty to
any.offhe statements inthis ag'rtiﬁnaﬁgh, si.'ljg: prospactive ﬁarﬂdgyaht
shall attach an expianation o this propozal. )

LR

ue%i natructions for Cartification -Lower Tier Govered Transac:
{Applicable to-all subconiracts, pirchass oidérs arid Gthér iower
tier transaclions o;gzs-.oqc-ar,mqrg 4D CER gy T e oWer

2, By signifg
Jowertiar lsypro%idigg

id_submitting this proposal, the prospective
,_r:'ertiﬁoatic?n set_gut'geiow. prose

b The: cenlification in this clavee s a material fepresentation
of fact upon which reliance was placed wher:this transaction was
antered inlo. If if |s jater datermined that the praspective lower tler
participant knowlngly rendered an erroneaus certification, in addition
to othar remedies available tu the Federal Govemment. the. dapart-
wient, or agency with-which iRis Transacilon-ongingted may pursue
#vaitable remadies, inciliding suspenslon and/ior debarment.

.t Theprospective fower tier particinant shalf pravide immeai-
ate writtan notice ﬁuhé person to which lhla.prébbéapi- {8 submitted If
at any time: fhe prospedtive-Jower tier participant. lesgms that is

-cerlification was grraneaus by reasen of changed cirgumstances;

wralioie e farms ‘oovered transaction.” ‘debared;* ‘suspendad,”
Jnsligible.”. "orimary covered Iransaction,” "parieipant “person

erincipal,” "proposal,” and “voluntarily exchuded; a5 Used.in this
dauge, hava the mearings setoul In the Definliions arid Covarage
sections of rules implementing Executive Order-12549, - Yol may
contact the person to which 1hie propossl is sUbmitted for assistancs
I obtalning 4 copy of those teglilations, o )

gwer tlar perticipant agrees by submitting
the_praposed covered transaction be
T o
18 8 SUS| ;i
Ineligible, or veluntarl! |, susperided; dedlared

transaction, unfess allhotized by the dep
which this transaetion criginated, Y the depa

. § The prospective fower fier-particlpant furthier agrees by
.submitting this proposal that it will Inclu‘d}a'ﬂ'ég clause tiiierd L 'r’llﬁca"-'
tion Regarding Debarment, Suspension, neligibiity and Veluniary:
Exclusion-L.ower Tier Covered Transaction,” withou! modification, in
#ltlower tler coverad transactions and in all soficitations for lowsr st
covered fransactions. B

@&, The prospedi]
this proposal that, g )
entered into; it shall not knd
{ransaction whhi-g pers

e B A pariicipant in a covered transacion may rely upan a
cartification of ‘a prospective: pariicipant in & Iowery tie'rytb?aamd
Transaction that s not debatred; sispendad, ineligible, o voluntarly
excluded fram the covered Irsrisaction, unless i knows that the
cartificationis smoneous. A panticipant may decide the method and

Page 7
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Aarily excluded from participation div:this-trangacflor by any F
T

frehugncy by wiich it defermines the-eligibllity ofits principats, Each
aﬂiéepfr‘fn r{ay, ‘bt is ot fequired lo, check the. Nonprocurement
Ist, )

h. Nothing confalned I the forepoing shall be congtrued fo
require establishmant of a sysiem of racords in-order to-render in
good faith the certification requined by this ¢lause, The knowledge
and informatlon of padicipant is npt required to exceed they which'is
normally possessed by @ prudent person in the ordinary Gourse of
business deslings. :

{. Excapl for transactions authorized under paragraph e of
these instructions, If a paglicipant in & covered transaction knowlngly
anters into. @ fowar tler covered trangaction with a person who'is
suspendad, debarrad; ineligible, ‘or voluntadly excluded: from:
parlicipation inthis tran: additignto otherremadies avallable
tothe: gederal Government,

sispension andior detarment..
AA

Certification Regarding Dabirment, Suépenslon; Inefigibility

and Valanéary Exclugion-Lower Tler Covered Transactions:

h‘a_.pra_sﬁeqm?ewe {lerparticipant certifies, by submissian of
al, thal neithe !

roposed for ‘dab:

nefigibie,.

ciarad
depdrtment of Bgency.

2. Wharatha prospediive jower fier participant s unable o cerilfy

{o any of the staterments in s cartification, sugh praspactive
particigant shall attach an explanation to thisipropasal. :

LR ER 23

Pepe b

parimentor agency with whichthis:
transaction onginaled may pursie avallable, remedles, including.

clpals ié‘-'?ressmiy dabaried,

yefiance was placed whenthis
‘Submission afthis cartificatjon.

A, CERVIFICATION REGARDING USE OF CONTRACT FUNDS
FOR LOBBYING

Apslicable to-al Federat-aid gonstruction contracts and to 8l
r,elgAtgx?auiaﬁovitta.cts}:whimiaxossd $100,000-49 CFR20}

4, The praspg.diva padicipaest certifies, by sioning and:submittin

“this bid or proposd], to the best of his or her knowiedae and b‘g_lieg

that:

8. No Federal algpropfiated funds have heen paid. or will e
pald; by or on behalf of the. undersigned, fo any person forinfuancing
or attempling ‘o Influence an wofiicer or employee of apy Federal
agency, 8 Member of Congress, an officer or emiployae of Congress,
or an ampioyes of 2 Member .of Congreés In cannection'with-the.
awarding of any Federal contract, the mak:‘ri?' of any Federal grant,
the making.of anx Federal ioan, the entering Into of any conperative
agreement, and the extension, continuation, tanewal, amendmant, o
modification”6f-any Faderal coniract’ grant, Joan, “or cogperative

agreement:

b.. If any finds oher hain Fedaral dpproprated funds, havé
been pald-or will be paid fo sny persan for Influenicing or atidmpiing
tolnfluence an officer mam;:lgreq sf arg Federal agency. a Member
of Gongress, an officer oremployee of Congress, of an employes of

-aMempber of Congress inconnectionwiih this Federal contract grant,

{oan, gr couperative agreement, the undersigned shall complele and
submit Standard Form-LLL, "Disclosure Form (o Répor Lobbying." in
gecardanca with its Instructions,

2. This cerlification is amaterial

regentaiion of fact upon which
fon was:made oreritered.inte,

i ; C8 lon 5 a preraguisite formaeking or énitaring

into fhis transaction imposed by-31 U:5,.C. 1352, Any person-who

fails {o filo the reguired certification shall bd Bubject 16 & civil penslt

?f% lrmt less than $10,000 and nod more than-$100,000 for sech.suc
aiilire; '

3. The prospective participant-also agreas by submitting his ofher
bid-gr praposal that he ar she-shall require that the iqr:g:m & of this
certification be Inclided in all lower tler subcontracts, which excesd

(9]

$100,000 dnd that 3l such recipients shall certify and disclose
acsordingly.

Form FRVWA-1273 (Rev, 3-04)
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ATTACHMENT A - EMPLOYMENT PREFERENGE FOR,
APPALACHIAN CONTRAGTS
{(Applicable 1o Appalachian. contracis oniy.)

1. During the performnce of this: conteact, the contractar.under-
takifig to do work which Is, or reasonably. may be; done as on-slte

work; shall give preference t_or:%_: d parsops whe reguldrly reside:
Inihe [ebor area ac dasignated b wharein the Contract work
is situated, orthe subregfon, or { chian counties of the Stale

wherein the contract work {e sitUdled, except:
a. To the exient that quatified persons regularly residing in

the area are nat available.
b.. Forthe reasonsble needs of the:contfactor:ts eniploy

‘supérvisory or spetialiy experiencad personnef necesnary {0-assure

an efficient.executien of tha: contract work.

¢. Forthe obligatlon ofthe contractor to offer emplayimentto

resert of former employess-as: the result of a lawful collective
vargaining contract, provided thatthe numberof nonresiden
smployed Under this subp: 1¢ shail ngt excead 2
the lotal number. of emplovees amploved by the contra
coniract work, excapt &s.provided.in subparagraph 4 below,

2. The confractor-shall.pligca.a J0b orderwith the State Employ-
ment Service indicating the classifications of the laborers,

mecnanics and olther ermployees required o perform the contract’

work,: (b} the number of employees required in eech classification,

Form FHWA-1273 (Rev. 3:04)

‘M during the course of the contract work, the informatian subm

(6) the date on-which he estimates such employees will be ragiiied,

afd (d &ny ather pertingnt information requi?e‘ﬁ%:y the State Egnplof-.

ment Servics (o complete the job order form: The job:arder may be

ﬁfaoed with the State Employmeant Service inwriting orby teleﬁthone.
e COurse 0 ] _ d by

the contractor in the origingl job order is substantially mod

shall. promptiy notify the Stater Emproméhl-sgﬁﬁu? ¥ me I:!ied. he

3. The contractor-shall give fult consideration tt alified job

. ‘eppiicants refermed to him by tte Stale Employrient Sefvice, The
eantractaris not required to grant employment to-any job-applicants
who, i his epinian, are:not gualified 1o perform the. éa’s’fé?eaﬁon of

K}

-1or; or i8ss . than the n

work regulred,

4. I, within 1 week Tollowing ihe placing af & job-ofder by the
sonbagtorwiththe State Employment r‘viug.th,a' ntal’:‘t‘ﬁproyymem'
Barvice s unahie {o refer any quallfied jub applicants to the contrac-

| 1 imber -reguested, {he Slate: Eriployment
Service will forwerd & cerlificate. o tha conlracior indicaling the
Unavaltability of applicants, ‘Such cartificate efiell be made a part of
the contracfors permnanent project fecards. Upop recajpt of this
certificate, the coniractor may employ persnns,w%a da not narmally
reside n the labor area fo fill positions coverad by the cenificats,
notwithstending the provisions of subparagraph 1c gbove.

8, The contractar shall Inciude ihe provisions of Sections 1

through 4 of this Attachment A Invevery subGoritract for workwhich 16,
or reasonably may be, done as on-glle work, ! .

r
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BID FORM FOR TEMPORARY EMPLOYMENT SERVICES FOR
S.E. FLORIDA GOVERNMENTAL PURCHASING
COOPERATIVE GROUP
 BID NO. 13-D-140F

SUBMITTED TO:  City of Coral Springs
9551 West Sample Road
Coral Springs, Florida 33065

1. The undersigned Bidder proposes and agrees, if this Bid is aceepted, to enter into an
Agreement with CITY to perform all work as specified in the Bid Documents for the
price(s) and within the time indicated in this Bid, and in accordance with the terms and
conditions of the Bid Documents,

2, Bidder accepts and hereby incorporates by reference in this Bid Form all of the terms and
gonditions of the Invitation to Bid and Instructions to Bidders.

3. Biddér has becoixi¢ fully informed concerning the local conditions, and nature and extent
of work. Bidder hias éxamined the indemnification and insurance requirements of the bid,
and accepts and agrees to abide by those térms-and conditioris:without exception or
limitation of any kind.

4, Bidder has given the Purchasing Administrator written notice of all conflicts, errors.or
discrepancies that it has discovered in the Bid and/or Contract documents and the written
resolution thereof by the Purchasing Administrator is-acceptable to Bidder.

5. Bidder proposes to furnish all labor, materials, equipment; machinery, tools,
transportation, supplies, services, and supervision for the work described 4s follows:

TEMPORARY EMPLOYMENT SERVICES FOR
3.E. FLORIDA GOVERNMENTAL PURCHASING
COOPERATIVE GROUP

Page 1 of B
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6, Bidder will provide services for the following price(s):

I_iem
No,

Estimated
Annual
Usage
(Hours)

“Description

Unit Price
(Per Hour)

Total Price

A. Blue Collar.

1

6,000

Custodian

2

30,800

Maintenance

- Worker

-3

3200

Lead Worker

4

120

‘Water Plant
Qperator

L e

5

2,600

Facilities
Technaician

$

6

7,100

Equipment
Operator I

3

160

| Inspector J

B, White Collar

Subtotal (Blue Collar):

Al

1,700

Receptionist

7,750

Office Assistant

1
2
3

4,320

Principal Office
Assistant -

§
1%
$

4. 165

4

5440

Sr. Office
Asgigtant

300

Permit Services
Represenitative

100

Legal Secretary

540

Accounting Clerk
“ ;

o (&

200

Accounting
Agssistant:

1,400

Accounfant

880

Information
Services
Technician

A

1,040

Information
Services Specialist

12

3,040

Public Works
Inspector

5

13

Park Ranger

14

800
40

| Assistant

Purchasing

$

Subtotal (White Collar);

Total (Blue & White Coliar):

[$

Page 2 af 5
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10.

1.

13.

Acknowledgernent is hereby made of the following Addenda (identified by number)
received since issuance of the Invitation to Bid:

Addendum No._ Date
Addendum No. Date
Addendum No, : Date

PLEASE HAVE YOUR INSURANCE REPRESENTATIVE CAREFULLY REVIEW
THE INSURANCE COVERAGE REQUIREMENTS CONTAINED IN THE
INSTRUCTIONS TO BIDDERS PRIOR TO SUBMITTING YOUR BID TO ENSURE
COMPLIANCE WITH ALL INSURANCE REQUIREMENTS.

The CITY reserves the right to award this eontract on the basis of any combination of the

above items, or all items, in which the CITY deems in'its best interests.
Communications concerning this Bid shall be addressed to:

Name:

Address;

Telephone No.:

Fax No.;

The. following documents are-attached to and made as a condition to this Bid:
{a)  Certificate(s) of insurance

The. following documents are attached to and made as a condition to this Bid:

{a)  Bidder's-certification

(b}  Certified resolution:(corporation, partnerships)

(¢  Certificate(s) of insurance

(d)  Non-collusive affidavit

(e)  Bidder's qualification statement

()  Bidder's Foreign (Non-Florida) cerporate statement
(g)  References

Page 3 of §
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BIDDER'S CERTIFICATION

WHEN BIDDER IS AN INDIVIDUAL

In witness whereof, the Bidder has executed this Bid Form this day of
,201 . :

By:

Signature of Individval/Title

Witness Printed Nameof Individual
ACKNOWLEDGEMENT

State of"_
County of

The forégoing instrument was acknowledged before methis _____ _day of , 201
by . who 18 personally known to me or who has

Q'fcduc_c'd _____as identification and who did (did not) take an oath.

[ |

WITNESS my hand and official seal.

NOTARY PUBLIC

(Name of Notary Public: Print, Stamp,
or type as Commissioned)

Page 4 of §
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BIDDER'S CERTIFICATION

WHEN BIDDER IS A CORPORATION, PARTNERSHIP OR FIRM

In witness whereof, the Bidder has executed this Bid Form this 'da_}z of ,
201
Witness Signature of Owner

Printed Name of Cc:moraﬁo:ﬁ,
Partnershiip, Firm

Witness o Printed Name of Owner

Business Address

City/State/Zip

( } _

Business Phone Number
ACKNOWLEDGEMENT
Stateof
County of _
The foregoing instrurhent was acknowledg‘¢d before e this ____ day of L2001
by (Name), _ _ (Title)of ___

(Name of Company} who is personally known te me or

who has produceé , _ as identification and who did (did not) take an
oath, _

WITNESS my hand and official seal,

NOTARY PUBLIC

(Name of Notary Public: Print, Stamp,
ortype-as Commissioned)

Page 5 of 5
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CERTIFIED RESOLUTION

1. (Name), the duly elected Secretary of o

{(Corporate Title), a corporation orgatiized and existing under the laws of the Stateof ___
. . vdo hereby certify that the following Resolution was unanimously adopted and
passed by a quorum of the Board of Directors of the Said corporation at a meeting held in accordance with
law and the by-laws of the said corporation.

"IT IS HEREBY RESOLVED THAT | _ (Namc)"  The duly
elected (Title of Officer) of ___ o (Corporate'Title)
be and is hereby authorized to execute and submit a Bid and Bid Bond, if stch bond is required, to the City
of Coral Springs and such other instruments in writing as may be necessary on behalf of the said corporation:
and that the Bid, Bid Bond, and other such instruments signed by him/her shall be binding upon the said
corporation as its own acts and deeds. The secretary shall certify the names and signatures of those
authorized to act by thé foregoing resolution.

The City of Coral Springs shall be fully protected in telying upon such certification of the sccretary and shall

be indemnified and saved harmless fromi any and all claims, demands, expenses, loss or damage resulting:

from or growing out of honoring, the signature of any person so certified or for refusing to honor any
signature not so certified,

I further certify that the above resolution is in force and effect and fias not been revised, revoked or

rescinded,

I further certify that the following are the name, titles and official signatures of those persons authorized to
act by the foregoing resolution.

NAME : TITLE : SIGNATURE
Given under my hand and the Seal of the said corporation this _ . _dayof_
i} ,201_,
(SEAL) By: |
Secretary
Corporate Title
NOTE:

The-aboveis a suggested form of the type of Corporate Resolution desired. Such form need not be followed
explicitly, but the Certified Resolution submitted must clearly show to the satisfaction of the City of Coral
Springs that the person signing the Bid and Bid Bond for the corpotation has been properly empowered by
the corporation to do so in its behalf.
Page I of 1
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NON-COLLUSIVE AFFIDAYVIT

State of o )
)ss.
Cotinty of o )
. being first duly sworn, deposes and says
that:
(1)  He/sheisthe _, (Owner, Partner,
Qfficer, Representative or. Agent) of _ , i .

the Bidder that has submitted the attached Bid;

(2)  Hefshe is fully informed respecting the preparation and contents of the attached Bid and of
all pertinent circumstances respecting such Bid;

(3)  Such Bid is genuine and is not a collusive or sham Bid;

(4)  Neither the said Bidder nor any of its officers, partners, owners, agents, representatives,
émployees or parties in interest, including this affiant, havein any way colluded, conspired,
connived oragreed, directly or indirectly, with any ether Bidder; firm, or person to submit a
collusive or sham Bid in contiection with the Work for which the attached Bid has been
subrhitted; or to refrain from bidding in connection with such Work; or have in any manrt,
direetly or indirectly, sought by agreement ot collusion, or communication, or conféerence
with any Bidder, firm, or pérson to fix the price or prices in the attached Bid or of any other
Bidder, or to fix any overliead, proﬁt or cost. elements of the B1d price or the Bid price of
any other Bidder, orto seetre
agreenient any advantage agalnst (Rec1plent), orany person interested inthe proposed Work

(5)  The price or prices quoted in the attached Bid are fair and proper and are nottainted by any
collusion, conspiracy, connivance, or unlawful agreenient.on the patt of the Bidder orany
other of its agents, representatives, owners, employees of parties in interest, including this
affiant.

Page- 10of2
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Signed, sealed and delivered
iri the presence of:

By:

(Printed Name)

(Title)

ACKNOWLEDGEMENT

State of
County of

The foregoing instrument was acknowledged before me this lﬁay..:of

200 __,by__ ., whoispersonally knowntome
ot who has produced. . ag-identification and who did (did not) take an
oath,

WITNESS my hand and official seal

NOTARY PUBLIC

{(Name of Notary Public: Print, -
Stamp, or Type as Commissioned.)

Page 2 0f 2
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QUALIFICATION STATEMENT

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

SUBMITTED TO: City of Coral Springs
{Purchasing. Administrator)
ADDRESS: 9551 West Sample Road
Coral Springs, Florida 33065
CIRCLE ONE
SUBMITTED BY: . Corporation
Partnership
NAME : Individual
_ Other
ADDRESS:
TELEPHONE.NO,
FAX NQO:
E-MAIL ADDRESS:
1. State the true, exact, correct and complete name df the partnership, corporation, trade or

fictitious name under which you do busitiess and the address of the place of business.

The correct name of the Bidder is;

The address of the principal place of business is:

2. If Bidder is a corporation, answer the following;

Date of Incorporation:,___
State of Incorporation:.
President's name:
Vice President's name:
Secretary's name:
Treasurer's name:

b pe o
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g Name and address of Resident Agent:

If Bidder is an individual or a partnership, answer the foilowing:

a. Date of organization: 7
b. Name, address and ownership units.of all partners:

¢, State whether general or limited partnership:

If Bidder is other than an individnal, corporation or partnership, desetibe the organization
and gzve the name and address of prmmpals

1f'Bidder is operating under a fictitious name, submit evidénce of compliance with the
Florida Fictitious.Name Statute.

How many years has your otganization been in business under its present business tiame?

a Under what other former names has your orgatiization operated?

‘Indicate registration, license numbers of certaﬁcate numbers for the businesses or
professions that are the subject of this Bid. Please attach certificate of competency and/or
state reglstratmn
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10..

12.

13.

14,

135,

Do you have a complete set:of documents, including drawings and addenda?

) MN)

Hayve you personally inspected the site of the proposed work? Yes no

Did you attend the pre-bid conference if such conference was held? (Y) Ny

Have you ever failed to complete any work awarded to you? I so, state when, where and

why?

List the pertinent experience of the key individuals of your organization (continue on
insert sheet; if necessary),

State the name. of the individual who will have personal supervision of the work:

Within the last five (5) years, has any officer or partner of your organization ever been an
officer or partner of another organization when it failed to-complete a contract? If so,
explain fully.

Stdte the name and address of attorney, if any, for the business of the Offeror:
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16.

17.

18.

19.

State the names and addresses of all businesses and/or individuals who own an interest of
more than five percent (5%) of the Bidder's business and indicate the percentage owned
of each such business and/or individual:

State the names, addresses and the type of business of all firms that are pétially of wholly
owned by Bidder:

Bank References:
BANK ADDRESS

Aftaeh a financial statement (including bidder’s latest balance sheet and income statement
showing the following iters:

a. Curtent Assets (e.g., cash, joint venture accounts, accourts receivable, notes
receivable, accrued income, deposits, materials, real estate, stocks and bonds,
equipment, furniture and fixtures, inventory and prepaid expenses).

b. Net fixed assets

¢ Other assets

d. Current liabilities (e.g.; accounts payable, notes payable, accrued expenses,
provision for income taxes, advances, accrued salaries, feal estate
encumbrances and accrued payroll taxes). '

e. ‘Other liabilities (e.g., capital, capital stock, authorized and outstanding shares
par values, earned surplus, and retained earnings)*

19.1  State the name of the firm preparing the financial statétnent and date thereof:
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19.2 Is this financial statement for the identical organization named on page one?

) ___.™Ny_

19,3 If not, explain the relationship and financial responsibility of the organization
whose financial statement is provided (e.g,, parent-subsidiary).

19.4  Will this organization act as a guatantor of the contract?
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THE BIDDER ACKNOWLEDGES AND UNDERSTANDS THAT THE
INFORMATION CONTAINED IN RESPONSE TO THIS QUALIFICATIONS
STATEMENT SHALL BE RELIED UPON BY OWNER. IN AWARDING THE.
CONTRACT AND SUCH INFORMATION IS WARRANTED BY BIDDER TO BE
TRUE. THE DISCOVERY OF ANY OMISSION OR MISSTATEMENT THAT
MATERIALLY AFFECTS THE BIDDER'S QUALIFICATIONS TO PERFORM
UNDER THE CONTRACT SHALL CAUSE THE OWNER TO REJECT THE BID,
AND IF AFTER THE AWARD TO CANCEL AND TERMINATE THE AWARD
AND/OR CONTRACT.

Slgnature

State of
County of

The foregoing instrument was acknowledged before me this day of 7 ,
201_by _ of | T who
is personally known to me or who has produced as identification and who
did (did not) take an cath.

WITNESS my hand and official seal..

(Name of Notary Public: Print, Stamp,
or type as Commissioned)
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FOREIGN (NON-FLORIDA) CORPORATIONS MUST COMPLETE THIS FORM

DEPARTMENT OF STATE CORPORATE CHARTER NO.

If your corporation is exempt from the requirements of Section 607.1501, Florida Statutes, YOU MUST CHECK K BELOW the
reason(s) for the exemption. Please contact the Departthent.of State, Division of Corporations at (850) 245-6051 for assistance
with corporate registration ot exemptions.

607.1501 Authority of foreign corporation to transact business required.

(O A foreign corporation may not transact business in this state until it obtains a certificate of atithority fromi the Department
of State.

(2 The following activities, among others, do not constitute fransaeting business within the meaning of subsection (1)

.8 Mamtammg, defending, or seftling any proceeding.
(h) Haldmg meetings of the board of directors or shareholders or carrying on other activities concerning
intérmal corpotate affairs,

(e Miaintarming bank aceounts.
(d) Maintaining 6fficéis.or agencies for the transfer, exchange, and registration of the corporation's own-
. securities or mainfainiag trusices or deposﬁanes with respect:to those sécurities,
R Selling through independent contractors.
_AD Soliciting or obtaining orders, whether by mail or through employees, agenits, or otherwise, if the
orders require acceptance outside this state before. they become contracts,
(8) Creating or acquiring indebtedness, mortgages, and:security initeresfs.in real or personal property,
(h) Securing or collecting debts or enforcing mortgages and security-titerests in property securing the
debts;
D) Transacting business ini interstate commerce. _
)] Conducting ah isolated transaction that is completed within 30 days and that is not one in the ¢ouiréd of
repeated transactions of a like nafure.
_ {k) Owning and controlling a subsidiary-corporation incorpetated in or teansacting-business-within this
' state or voting the stock of any corporation which it has lawfully acquired.
D Owning a limited partnership interest:in a limited partneiship that is domg business within this state,
-unless such limited partner manages or controls the. partnership or exercises the powers and duties of a
general partner,
{m) Ovwning, without more, real or personal property.

3) The list of activities in subsgetion (2) is not exhaustive.

4) This séction has no application to the question of whether any foreign corporation is subject to service 6 of process and'suit
in this state under any law of thls state..

Please check one of the following if your firm is NOT a corpioration:

@ Partnership, Joint Venture, Estate or Trust
() , Sole Proprigtorship or Self-Employed.

NOTE: This sheet MUST be enclosed with your bid if you claim an exemption or have checked I or I above, If you.do not
check I or H above, your firm will'be considered a corporation and subject to all requirements Tisted herefn.

BIDDER'S CORRECT LEGAL NAME

SIGNATURE OF AUTHORIZED AGENT OF BIDDER
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REFERENCES

In order to receive Bid Award consideration on the proposed bid, it is a requirement: that the
following "Information Sheet" be completed and. returned with your bid. This information may be
used in determining the Bid Award for this confract.

Bidder (company narnie):
Address: — _—
Telephone No:___ )

Contact person:__ _ — Title: ‘ |
Number of years in business: . Years

Address of nearest facility:,

List three (3) companies or governitiental agenc.les where these products and semces have been
provided in the last year; :

L. Company Name:
Address: _
Telephone No: () ~
Contact Person: _ . Title:
Date Prodiicts Sold:

2, Company Name:
Address;,
TelephﬁnéNo"- )

Titlé-:

Date roduots Sold: '

3. Company Name:
Address:
Telephone No: () _ _
Contact Person: . _Title:
Date Produets Sold:__
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HI-

BID 13-D-140F
TEMPORARY EMPLOYMENT SERVICES FOR
S.E. FLORIDA GOVERNMENTAL PURCHASING
COOPERATIVE GROUP

ATTACHMENT “A”

NATURE OF BID

The City of Coral Springs is.soliciting bids for a contract for the purchase of temporary
employment services. This is-a cooperafive invitation to bid issued by the City of Coral

Springs on behalf of the participating agencies referenced within the specifications, for

the purchase of their estimated annual requirements. Any reference in the bid documents
to a single entity shall apply to all participating entities referenced in the Invitation to Hid,
The terms and conditions of theindividual contracts and/or purchase orders including, but
not limited to prov151ons regarding -invoieing, ihdividual delivery points, delivery
instructions, and insurance requirements shdll be established individually by each
participating governmental entity prior to award,

VIUNICIPALITIES AND OTHER GOVERNMENTAL ENTITIES WHICH ARE
NOT MEMBERS OF THE SOUTHEAST FLORIDA GOVERNMENTAL
PURCHASING COOPERATIVE GROUP ARE STRICTLY PROHIBITED FROM
UTILIZING ANY CONTRACT OR PURCHASE ORDER RESULTING FROM
THIS BID. HOWEVER, OTHER CO-OP MEMBERS MAY PARTICIPATE IN
THIS CONTRACT DURING THE RENEWAL PERIOD PROVIDED IT IS
ACCEPTABLE TO THE VENDOR (S);

Some of the co-op members may currently have a contract in place for the commodities

Hsted herein, Those entities will participate in this bid at the expiration of their cufrent

contracts.

SCOPE OF WORK.

The successful contractor(s) will fiunish all personnel necessary for the day-to-day
operations of all agencies participating in this ‘cooperative bid. Temporary employees
must be available and report for work within twenty-four (24)-work hours of nofification.
Contractors who are not able to meet delivery requirements will be considered non-

respensive,

TERM OF CONTRACT
The bidder will be bidding on a two (2) year contract commencing upon approval by the

City Commission, This contract may be renewed for two (2) additional two (2) year
terms by mutual agreement of the parties. The City will issue a notification of intent to
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IV.

tenew by mail sixty (60)-days prior to the expiration date of the contract. 'The vendor
shall be required to respond within thlrty (30) days offeceipt of notice. Al terms and
conditions of the original contract will remain anchanged forany contract extension.

The prices offered ‘and accepted must remain- ﬁrm for the first full year of the contract.
Such costs for the second year are subject to an adjustment only if ‘an increase occurs
throughout the local industry, but any such increase may not exceed 4% per yeat. Any
such increase must be documented and submitted in writing to the city at least ninety (90)
days prior to the contract anniversary date. The City, after examination, miay refuse to
aceept the adjusted costs if they are not properly documented or if they are considered by
the City fo be excessive. In:the.event that the City determines that the costs as submilted
are not properly documented or are excessive and the matter canmot-be resolved to the
satisfaction, of the City the ‘contract can be cancelled by the City upon thirty (30) days
written notice to the Contracion(s).

EXECPTION: If the Federal goveriment fevises the minimum wage, the
Contractor shall have an opportunity to request immediate price relief to. the lead-
agency for this ceoperative contract. There is also an allowance for implementation
of Obama Care which-vendors must provide full documentation. Al requests must
be in writing with full documentation explaining what inerease covers for vendor
and temporary staff. TIn addition, if vendor implements Obama care providing
medical insurance for their temporary staff, vou place the request in writing and
prowde detailed information for the hourly rates:to be increased,

TEMP TO HIRE

Should an opening for & permanent: position within a co-0p agency come available, the
temporary worker may-apply for this pesition, The co-op agency reserves the right to

hire this temporary worker without any financial obligation to the Contractor.

VACATION PAY

If a temporary ‘worker qualifies for a vacation under their employment contract with the
Contractor, that employee will give the co-op agency two (2) weeks notice before the start
of such vacation, The Contractor shall be responsible for any vacation pay due the
eiriployee. Additionally, if the assignmient is ofigoing at the time of employee’s vacation,
the:contractor will provide a replacement employge. '

OVERTIME
Should any ass:gmnent require the temporary employee to work more than forty (40)

hours in any given week, the co-op agency shall pay.an overtime rate equal to 1-1/2 times
the hourly raté specified in the gontractor’s: bid,
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X

LOCATIONS

Please provide physical address, contact person, phone number, fax number and email of
each location your firm has in Broward, Palin Beach and Miami-Dade County. Note:
firms must have a minimum of 2 office locations in at least 2-of the above counties.

. QUANTITIES

No warranty or guarantee is given or implied as fo the total amounts to be purchased
resulting from ‘this contract. The. quantities stated in this. bid are estimates of annual
usage, to be used for bid comparison purposes only. All services will be ordered on an
as needed basis. The minimum request will be for ane (1) day (eight (8) hours).

The successﬁ;l Contractor(s) shall be requlred to s’ubmit a report to the C;ty of Coral

bas1s

PARTICIPATING AGENCIES

Coral Springs. Hallandale Beach

Boca Raton Hollywoad _

Broward MPO Lauderdale Lakes

Boynton Beach Miami Gardens

Cogconut Creek N. Lauderdale

Cooper City N. Miami

Dania Beach ' Oakland Park
Davie Parkland_

Deerfield Beach 1 Sunrise

Ft. Lauderdale | Tamarac

Green Acres "

A complete list of Co-Op members has been provided hetein,
specifically mentioned above may participate pursuant to the-provisions of Section [ of

this specification,

POSITION CLASSIFICATIONS

1. CUSTODIAN

WORK OBJECTIVE:

Any member not

Under direction, performs responsible janitorial work involving the care and maintenance
ofvarious municipal buildings. Although the employee works independently and is often
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‘physically removed from supervision, duties are performed within the framework of pre-
established policies and procedures.

ESSENTIAL FUNCTIONS:
The list of esseitial functions, as outlined herein, is intendéd to be represefitative of the
tasEcs performed w1th1n t}ns classxfzcatmn It is not neccssaﬂiy descnptlve of any one

management from aSSIgnlng duties not listed herein if - such functlons are a ioglcai,
assignment to the position.

« Vacuums and shampoos carpet,

Scrubs, ops, waxes, strips and polishes floors.

.

» Dusts, cleans and polishes furniture and woodwork.
o Cleans windows, doors, walls, tiles, ai¥ conditioning vents, etc,

o Cleans restroom facilities, e.g., toilets, sinks, floors; replaces paper supplies and:soap
in restrooms.. _

s Maintains inventory of cleaning and paper supplies; prepares and ‘maintains routine
records and logs; requisitions supplies as needed.

»  Sets up and takes down tables, chaits, platforms.and podiums for meetings.

» Moves office furniture and equipment; assists in making simple repairs to building
equipment and furniture.

» Empties waste baskets; takes out trash for disposal,
MINIMUM QUALIFICATIONS:
Education / Certifications / Experience —

‘High school diploma or GED, some janitorial experience. preferted; or an equivalent
combination of education, traiting, and experience.

Knowledge, Skills, & Abilities -
Knowledge.of methods, rnat’efi;als,-chenﬁcals and equipment used -i_n..éommercial-:-:.cleaning.
Knowledge of special equipment such as electronics equiprﬁent-.and sound systems, ete.
AbiIity'té understand and follow written and ‘oral instructions.
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Ability to perform work requiring strength and dexterity; ability to perform work for
extended petiods of time while standing.

Ability to operate basic yard maintenarice equipment and machinery,
Ability to adhere fo prescribed routines and practices.
Ability to read and write English,
Ability to prepare and majntain routine records and logs.
Ability to operate basic office equipment.

Abxhty to per.form moderately physmally demandmg work typmally 1nvolv1ng some
the hﬁlng, cairying, pushing, andfor puilmg of moderately hcavy objects and materials
supplemented by a demonstrated ability to read and write English,

PHYSICAL REQUIREMENTS:

Tasks involve the intermittent performance of moderately physically demanding work,
typicilly involving some combination of reaching, bending, stooping, kneeling, or
crouching, and that may involve the lifting, carrying, pushing, and/or pullisg of
moderately heavy objects and materials (20-50 pounds), May require occasional lifting,
carrying, pushing, and/or pulling of heavier abjects.

ENVIRONMENTAL REQUIREMENTS:

Tasks are performed in outdoor and indoor environments, Due to the nature and non-
specific lovation of the work environment, tasks include potential for intermittent
exposure to disagreeable elements, e.g., heat, humidity, inclement weather. -Some tasks
include working in and around potentially hazardous environments and/or chemicals,
where heightened. awareness ‘to swrroundings and observance of established safety
precautions is essential in avoidance of injury-or accidents.

MAINTENANCE WORKER

WORK OBJECTIVE:

Under direct supervision, the purpose of the positior is to prov1de organization, sanitation,
-and general maintenance in the assigned area of the assigned Department, Employees i m
fhig classification perform general and preventative maintenance work. Position is
tesponsible for the ¢leanliness and maintenance of supplies in the assigned areas.

ESSENTIAL FUNCTIONS:
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The list of essential functions, as outlined herein, is intended to. be representative of the
tasks performed within this classification. It is not necessarily descriptive of any one
position in the class. The omission of an essential fuhction does not preclude
management from assigning duties not listed herein if such functions are a logical
assigmmient to the position.

* Organizes the set up and break down for work areas, bréak rooms and elagsrootns
throughout thig building.

+ Maintains fields and courts; sets up fields; paints facilities; mows grass; and inspects
parks for repairs.

- & Relocates and organizes furniture, fixtures and equipment as required by departmental
fusctionis.

» Maintaing a safe and clean working envitonment and provides for the general ﬁpkeep
for the assighed areas.

» Orgarizes and reStocks products and supplies through weekly inventories,

o Performs cleaning tasks and preventive maintenance according to assigned schedules
or as directed.

o Utilizes wvarious cleaning agents, mixing such according to label instructions and
product specifications, and using in accordance with prescribed safety precautions and
directions: '

» Utilizes various custodial and general maintenance equipment,

» Performs various routine and minor facilities improvement tasks, e.g., painting, minor
repairs. .

e Performs routine grounds maintenance tasks, including, but not limited to: lawn
mowing, ire¢ and hedge trimming, edging, blowing, installation of mulch and pulling
of weeds.

MINIMUM QUALIFICATIONS:
FEducation / Certifications / Experience —

High school diploma or GED preferred; supplemented by demenstraied ability to fulfill the
physical requirements of the work; or an equivalent combination of education, training, and
experience.

Knowledge, Skills, & Abilities —
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* Ability to. understand and follow written and oral instructions.
Ability to perform ronitine imaintenance and custodial tasks with limited supervision,
Ability to read and write English.

Ability to operate vatious basic tools and grounds keeping equipment; e.g., hammer,
screwdriver, wrench, saw, lawn mower, edger, chainsaw, blower,

Some positions may require the ability to operate City vehicles and some heavy
equipment, e.g., forklift, tractor, trucks.

PHYSICAL REQUIREMENTS:

Tasks involve the intermittent perforthance of physically demanding work, typically
involving Some combination of reachmg, ‘bending, stooping, kneeling, or crouching, and
that may involve the lifting, carrying, pushing, and/ot pulling of moderately heavy-objects
and materials (20-50 pounds). Requires intermittent lifting, carrying, pushing, and/ot
pulling of heavier objects (80+ pourids).

ENVIRONMENTAL REQUIREMENTS:

Sorne work ‘is performed in usual office conditions with some exposure to disagreeable
environmental factors, e.g., cleaning ‘chemicals/fumes, mild temperature variations, dust,
Almost all work is performed in outdpor environments. Dug to the nature and location of
the work environment, tasks include potential for intermittent exposure to disagreeable
clements, ¢.g., heat, humidity, inclement weather. Some tasks include working in and
around vehicle/equipment and lawn maintenance equipment, where heightened awareness
to surroundings and observance of established safety precautions is essential in avoidance
of injury or accidents..

LEAD WORKER

WORK OBJECTIVE: : _ __ _
Under general supervision, the purpose of the position is to coordinate all roufine and
preventatwe maintenance efforts to provide a clean, safe, working environment, Employees
in this class are distinguished from that of the Maintenance Worker by the completion of
additional training in. 4 trade dlsc1p11ne relevant. to. facilities maintenance. Position is
responsible for cootdinating all repair, remodeling and relocation efforts.

ESSENTIAL FUNCTIONS: o
The list of essential functions, as outlined herein, is intended o be representative of the
tasks performed within this classification. It is not necessarily descriptive of any one
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position in the class. The omission of an -essential function dees not preclude
management from assigning duties not listed herein if such functions are a logical
asdigiment to the position.

¢ Ensures-a safe, clean working environment by maintiining the assigned area,

o Performs maintenance activities for athletic fields and courts. Sets up fields for sports
leagues. Paints facilities as needed, mainfains turf and clay fields; mows grass as
needed.

¢ Coordinates and organizes all minor tepair, remodeling, and: relocation projects
throughout the Divisior.

e Advises Maintenance Workers, in a variety of tasks, of work to be aceomplished in
order to clarify and expedite projectsiand repairs:

s Oversees and participates in the projects and repairs in progress, and reviews-completed
worle

s Recognizes and reports any detected deterioration, repair needs, and maintenance
needs to Sypervisor.

¢ Performs maintenance and general repairs on structures, facilities, equipment, and
other property in one or'more of the trade disciplines, e.g., irrigation plumbing and
repair, masonry, carpentry,

» Performs cleaning:tasks and preventive maintenance according to assigned schediles
or as directed,

s Utilizes various cleaning agents, mixing such according to- label instructions and
product specifications, and using in accordance with prescribed safety precautions and
directions

* Performs various routine to moderately complex facilities improvement tasks, €.g.,
itrigation repairs and maintenance, pajnting, minor facilities repairs.

MINIMUM QUALIFICATIONS:
Education / Certifications / Experience -

High school diploma or GED; supplemented by two (2) or more years experience and/or-
training in one (1) ot more of the trade disciplines outlined herein, and possess abilities in
an additional trade discipline acquired through either intemal or external vocational
training resources; or an equivalent conibination of education, training, and experience.
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Knowledge, Skills, & Abilities ~
Ability to understand and follow written and oral instructions.

Ability to perform routine to moderately complex maintenance and custodial tasks with
Himited supervision..

Ability to read and writé. English.

Ability to operate various basic tools and grounds keeping equipment, e.g., hammer;
screwdriver, wrench, saw, lawn mower, edger, chainsaw, blower.

Some positions may require the ability to opetate City vehicles and some heavy
eqmpment e.g., forklift, tractor, trucks.

Ability to operate all equipment and fools in one or more of the trade disciplines.
PHYSICAL REQUIREMENTS:

Tasks involve the intetmittent performance of physically demanding work, typically
involving some combination of reaching, bending, stooping, kneeling; or crouching; and
that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy-objects
and materials (20-50 pounds). Requires intermittent liffing, carrying, pushing, and/or
pulling of heavier objects (80+ pounds).

'ENVIRONMENTAL REQUIREMENTS:

Some wotk is performed in usual office conditioiis with some exposute to disagreeable
environsiental factors, e. 8- cleaning chemicals/fuities, mild témmperature variations, dust.
‘Most work is performed in outdoor environments. Dug to the hature and location of the
work environment, tasks iriclude potential for intermittent exposure 1o d1sagreeable
elements, ¢.g., heat, humidity, inclement weather. Some tasks include working in and
around vehicle/equipment and lawn maintenance equipment, where heightened awareness
to surroundings and ebservance of established safety precautions is essential in avoidance
of ihjury or accidents. ‘

" WATER PLANT OPERATOR

WORK OBJECTIVE:

Under general supervision, the purpose of the position is to operate and regulate water
flow and. pressure in the City’s Utilities Division. Employees in this classification are
responsible for performing routine to complex inspection and maintenance duties to
ensure efficient and effective operation of water facilities and equipment. Objective is to
ensure safe and clean dririking water is provided to the City:
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ESSENTIAL FUNCTIONS: _
The list of essential functions, as outlined hetein, is intended to be representative of the )

tasks performed within this classification. It -is not necessarily descriptive. of any one

position in the class. The omission of an essential function does not preclude
management from assigning duties not listed heroin if such functions are a logical
assignment to the position.

Performs skilled operational and regulatory work in the testing and treatment of
City water in compliance with all applicablé City, State and Federal regulations
and guidelines,

Performs routine to' complex imaintenance and repair duties of water equipment
and facilities, e.g., pumips, tanks, aerators, precipitators, filters, motors, pulleys,.
drive belts, solids and chemicals handling.

Performs. and records chemical and pressure sampling and. laboratory testing;

calculates results/readings; ascertains treatment performance and quality;

‘performs appropriate equlpment adjustments arid calibratiotis,

Monitors and sets-chloririe machinery to obtain proper chemical usage readings.

Operates and migintains pump stations; records daily pump. readings, e.g.
pressure, flow, time, chemical usage, pump. function/operation; perform corrective
measures 1o pump operations and settings as necessary.

Performs clerical duties, e.g., data entry; generates spreadsheets for process
control;  prepares  various  teports; performs  caleulations, runs
quantitative/qualitative analysis and interpreis data.for performance evaluation.

Performs various maintenance and purging duties, e.g., cleans algae from clarifier
overflow weirs; cleans mechanical aerators and diffuser; cleans pumps, pipes and
plumbing apertuires.

Transfers treated and untreated water,

MINIMUM QUALIFICATIONS:

Eduecation / Certifications / Eﬁxpe‘r"ience -

High school diploma or GED Florida Class “C” Water Operator’s License; supplemented _
by one (1) to two (2) years responszble experience in utilities operations; or an equivalent

combination of educatiof, ‘training, and experience. Must possess and maintain a valid

Florida Driver’s License.

Knowledge, Skills, & Abilities — _ ;
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General knowledge of the methods, tools, equipment and necessary safety precautions used
in water plant operatof work.

Considerable knowledge-of all functions relevant to the operation of utility pumps.
Ability to understand and follow written and oral instructions.

Ability to inspect machinery and mechanical equipment and to detect and identify apparatus
malfurictions.

Ability to operate various hand held tools and repair equipment, e.g.; gas portable pumps,
© alr-gempressors. '

Ability to operate various heavy equipment and machinery, e.g., utility véhicles, dump
truck, fork lift.

Ability o operate-various office equipmietit, e.g;, computer términals, telephone systems,
calculator.

PHYSICAL REQUIREMENTS:

Tasks involvé the intermittent performance of physically demandifig work, typically
involving some combination of reaching, bending, stooping; kneeling, or crouching, and
that may involve the lifiing, carrying, pushing, and/or pulling of heavy objects and
materials (20-100 pounds). Some tasks involve the intermittent performance of extremely
physically demanding work, typically involving some combination pushing, and/or
pulling of heavy objects (150 pounds).

ENVIRONMENTAL REQUIREMENTS:

Some tasks are performed in a shop environment, where heightened awareness 1o
surroundings and observance of established safety precautions is essential in avoidance of
injury or accidents, Some- tasks are performed in an outdoor environment with potential
for exposure to disagreeable clements, e.g., heat, humidity, toxic agents. Tasks include
working around moving parts, equipment, carts, afid materials handling where physical
risks are predictable/coritrollable by observance of:standard safety precautions.

FACILITIES TECHNICIAN

WORK OBJECTIVE:

Under general supervision, the purpose of the position is to perform a wide variety of semi-
skilled maintenance and repair work in 6ne or more of the trade disciplines, €.g., electrical,
masonry, plumbing, carpentry, Performs all work: according to established safety
standards, building codes ‘and regulations applicable to the work, Employees in this
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classification have previou‘s experience in the trade, and ¢an perform tasks independently, :
fhough work remains subject to review and inspection -during and upon completmn of
dssigned tasks. _

ESSENTIAL FUNCTIONS:

The list of essential functions, as eutlined herein, is miended to be representative of the:
tasks performed within this classification. It is not necessarily descriptive of any one:
position in the class. The omission of an essential function does not preclude:
management from assigning duties not listed herein if such functions are a logical
assignmeiit to the position. :

» ‘Performs routine maintenance and repairs on structures, facilities, equipment, and
other ‘City property in one or more of the trade disciplines, e. g., electrical, -
plumbing, rma._som:_y2 carpentry, locks.

e Performs vatious semi- -skilled carpentry tasks, i.e., hangs doors installs shelving,
installs drywall.

e Performs general maintenance, rcplacement tasks and minor plumbing repairs to
testrooms, drinking fountains and phimbing fixtures.

s Performs minor electrical repair, replacement and installation tasks of various
electrical components, ¢.g..-ceiling fans, light fixtures, electrical switches,

* DPrepares and performs various special projects; e.g., painting, carpentry,
plumbing; masonry, locks, office remodeling.

¢ Prepares and submits work estimates for work orders; locates vendors and
wontractors to supply materials or labor; schedules work with customers.

s Performs preventive maintenance inspections on City buildings.

s  Assists with public safety emergericy response.
MINIMUM QUALIFICATIONS:
Education / Certifications / Experience —
High school.diploma or GED; supplemented by two (2) years® experience in semi-skilled
laboring or ‘maintenance ‘work; or an equivalent combination: of education, training, and —
experience. Must possess and maintain a valid Class D Florida Driver’s License,
Knowledge, Skills, & Abilities — |
General knowledge of the methods, tools, equipment and necessary safety precautions
used in general maintenance and repair-work.
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Knowledge of current codes and regulatory standards governing facilities construction,
maintenarice and repair,

Ability to understand and follow written-and oral instructions.
Ability to read and write English,

Ability to opetate basic office equipment, e.g., computer tertinals, printers, copy machines,
telephone systerns, facsimiile machines.

Ability to operate basic manual and electtic hand tools; e.g., hammer, screwdriver, skill
saw, power drill, wrench, level, pliers.

Ability to operate various City automobiles and pickup trucks,
PHYSICAL REQUIREMENTS:

“Tasks: involve the intermittent performance of physically demanding work, typically
involving some combination of reaclung, bending, stooping, kneeling, or crouching, and
that may involve the lifting, carrying, pushing, and/or pulling-of moderately lieavy objects
and materials (20-90 pounds). Requires intermittent lifting, carrying, pushing, and/or
pulling of heavier objects {2004 pounds),

ENVIRONMENTAL REQUIREMENTS:

Sofiie-work is performed in usual office cofiditions with rare exposure to disagrecable
envirenmental factors, e.g., dust, cleaning chemicals/funes, mild temperature variations.
Some tasks are performed in an outdoor environment with potential for exposure to
disagreeable elements, ¢.g., heat, humidity, toxic agents. Some tasks are performed in a
shop environment, where helghtened awdreniess o surroundmgs and observance of
established safety precautions is essential in avoidance of mjury or-accidents.

EQUIPMENT OPERATOR II

WORK OBJECTIVE:

Under direction, the purpose of the position is fo perform skilled maintenance and
construction work through the operation of heavy equipment and machinery. Employee
possesses journeyman knowledge of various public setvices construction, repair and
maintenance activities policies and procedures. Employee performs:all wark according to
established safety standards, codes and regulauons applicable to the work. Employse
works with-independence and limited supervision, and functions in a lead capacity in the
absence of a supervisor,

ESSENTIAL FUNCTIONS:
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The list of - essential functions, as outlined herein, is intended to be representative of the

tasks performed within this classification, It is not necessarily descriptive of any one .
position ifi the class. The omission of an essential function does not preclude _
management from assigning duties not listed herein if such functions are a logical

assigriment to the position.

& Operafes complex and heavy mechanical equipment.
routine safety inspections of operating equipment and mechanical

; performs maintenance, makes moderately complex repairs, and dssists in
complex repairs of equipment and vehicles.

e Performs

+ Operates 2 wid’c variety of construction equipment and tools; operates various
standard hand-beld manual, electrical, and gas powered tools and equipmient;
‘operates a variety of s__;g.e__cialized specific tools and equipment,

* Performs routine to complex maintenance and repairs on strictures, facilities,
~ equipment, street signs, sidewalks, bicycle paths and other City property.

¢ Performs inspections, maintenance repairs and construction of Public Works
fagilities.

e Propares and performs various special projects, e.g., painting, carpentry,
plumbing, masonry, uhderground utilities, paving, pavement marking, road sighs.

« Identifies and repotts any detected deterioration, repair needs, and rainténance
needs to supervisor:

»  Acts as Crew Leader to subordinate personnel in the absence of a supervisor.
MINIMUM QUALIFICATIONS:
Edugation / Certifications / Experience ~

High school diploma or GED; supplemented by three (3) to four (4) years respnns;biegj
expetience in Public Works/construction to include two (2) years’ expenence in the
opex:ation of heavy equipment; or an equivalent combination of education, training, and
experience. Must possess: and maintain a valid Class “B” Florida Comimercial Driver’s
License. Must possess and maintain Department. of Transportauon Zone Intermediate
Certificate.. _

Knowledge, Skills, & Abilities —

Knowledge of the hazards involved and of applicable safety precautions and established
safety precautions essential in avoidance of injury or accidents.

Page 14 of 47

EXHIBIT 5
13-1515
Page 58 of 92



Considerable knowledge and training of procedures, equipment -and methods utilized in
the heavy equipment trade.

Ability to understand and follow written and oral instructions.
Ability to read and write English.

Ability to operate basic office equipment, e.g., printers, copy machines, telephone
systems, facsimile machines.

Ability to make minor adjustments of repairs to-assigned equipment.
Ability to perform physically demanding manual Iabor.

Skill in inspecting, diagnosing and repairing complex mechanic problems of automotive
motors and equipment.

Skill in operating various heavy constructien equipment and machinery.

Skill in ‘operating various automobiles, light and heavy truck‘s,.mechanical equipment and
other gasoline and diesel driven motors, €.g;, service trucks, forklifts, back hoe, grader;
bulldozer, dump trucks.

PHYSICAL REQUIREMENTS:

Tasks involve the performatice of physically demandmg “‘work, typzcafly involving some
combination of standing, walking, sitting, reaching, stooping, chmbmg ot kneeling, and
that may involve the lifting, carrying, pushing, and/or pulling of moderateiy heavy objects
and materials (20-50 pounds). Requires intermittent lifting, carrying, pushing, and/or
pulling of heavier objects (100+ pounds). Work includes exposiure to physically stréssful
conditions including extended perzods of shaking or jolting from machinery and
eqmpment

ENVIRONMENTAL REQUIREMENTS:

Tasks are performed in outdoor environments. Due to-the nature and location of the work
environment, tasks include potential for exposure to disagreeable elements, €.z, heat,
humidity, inclement weather. Tasks include working in and around moving vehicles and
associated vehicle/equipment areas, where heightened awareness to surroundings and
observance of established safety precautions is essential it avoidance of injury or
accidents,

INSPECTOR L

Page 15 of47

EXHIBIT 5
13-1515
Page 59 of 92



WORK OBJECTIVE:

Under general direction, the purpose of the position is to inspect structural, electrical,
mechanical, or plumbing building/development to enforce compliance with the Florida
Building Code. Employees in this ¢lassification perform at a technical level, and are
responsible for rewewmg developmerit operations to verify conforlmty with the approved
plans and specifications in their respective trades. Objective is to enforce all local, state
and federal laws, ordinarices and regulations to ehsitte the safety and welfare of the
general public,

ESSENTIAL FUNCTIONS: | __ -

The list of essential functions, as outlined hetein, is intended to be representative of the
tasks‘ perforfned within this classiﬁcatidn It is not neCess'ar'in d’escr’iptive of any -one
management fros_:r_; asszgning _dut;es not hsted he_rem if such functmns aré a 10gwa1
assignment to the position.

¢ Performs ‘systematic site inspections of skilled trades ‘work for new and existing
construction within the city, to ensure compliance with all applicable City, state
and Federal code and regulatory requirements in their respective trades, e.g.,
structural, electrical, mechanical, plumbing.

o Verifies compliance with approved building permits, plans and specifications;
reviews-and approves work of completed projects.

e Collaborates with independent contractors and. subcontractors, engitieers,
architects, homeowners, and internal administrative support to-ensuré all required
documentation is completed and submiited for approval of requested permits and
licenses.

* Reads and interprets blue prints and specifications for construction plans and
designs. '

s Identifies compliance problems and issues code violations; meets with violators
and general public to explain and interpret applicable codes and advises violator
of expected time framie to correct infraction; performs re-inspection to determine
if correctfons have been made to achieve compliance, -

¢ Issues written violations of codes; makes re-inspection to-determine if corrections
have been made to achieve compliance,

» Reviews, maintains and updates all files, documents, records and reports of
inspections activities and findings.

¢ Comthunicates with Building Official on any structural problems, code issues or
regulatory requirements that have not been resolved.
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e Maintains current knowledge of .trends and regulatory developments for
application to functional areas under charge; attends annual continiing edvcation
courses for re-certification.

MINIMUM QUALIFICATIONS:

Education / Certifications / Experience = -

High School Diploma or GED; supplemented by all ‘apptopriate certifications for the
position in the respective trade/dlscxphne as de&gnated under the provisions of the
Florida Building Code (Browaa'd County Administration); or an eqmvalent combination of
education, training, and experience. Must possess a valid Florida Driver’s License.

Knowledge, Skills, & Abilities —
Knowledge of current codes and regulatory standards governing the state’s building
construction industry in the respective trade/discipline.

Knowledge of all functions relevant to the processing and approval of building
construction projects in the. respective irade/discipline; e.g:, plans review, licensing,
permitting, ingpections.

Ability to understand and follow written and oral instructions,
Ability. to provide plans review oversight -and recommend/develop medifications as
necessary to ensure overall project compliance with applicable codes and regulatory

standards.

Ability to operate basic office equipment, e.g,, computer terminals, printers, copy machines,
telephone systems, facsimile machines.

Ability to read, update and maintain various records and files.

Ability to access, operate and niaintain various software ap.pliéations;

Ability te cléarly communicate information both verbally and in writing.

Ability to establish and maintain effective -working relationships with City employees,
;ig“;)mental' staff and management, contractors, engineers, architects and property
OWNETS.

Skill jn the review and interpretation of construction project plans, and the technical
interpretation of applicable-construction codes and regulatory standards.

Skill in written communications for the effective development and. presentation of
departmental reports and modifications to established codes and ordinances;
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PHYSICAL REQUIREMENTS:

Tasks involve the ability to exert: hght physical effort in sedentary to hght work typically.
involving some combination of typically involving some combination. of reaching,
bending, $tooping, kneeling, or crouching, and that may involve somé lfting, carrying,
climbing ladders, pushing and/or pulling of objects and materials of light. weighit (5-25
pounds). Tasks may involve extended periods of time at a keyboard or workstatmn, and
walking on roofs,

ENVIRONMENTAL REQUIREMENTS:

Tasks are performed in outdoor and indoor environments. Due to the nature and rion-
specific location of the work environment, tasks include potential for intermittent
exposure 1o disagreeable elements, e.g., heat, humidity, inclement weather. Some tasks
include working in and around moving vehicles and building equipment/machinery,
where heightened awareness to surroundings. and observince of established safefy
precautions is essential in aveidance of injury or accidents.

1. RECEPTIONIST

‘WORK OBJECTIVE:

‘Performs routine duties as ‘primary receptionist for City Hall and general clerical duties
under the supemsmn of the Finanee Department; or clerical responsibilities unider the
Director or supervisor of Parks & Recreation, Employee in this class has the responsx,blhty
of answering all incoming calls on the main switchboard and greeting all persons coming
into City Hall or parks and recreation facilities, and directing inquiries to proper individual
or department. Employee is also required to perform general clerical duties and work as
assigned. Detailed nstructions are given for new or difficult assignments and work is
reviewed in progress ot upon completion for-accuracy:

ESSENTIAL EUNCTIONS:

¢ Receivesall incoming calls-on main switchboard, takes messages, routes to proper
individual or department.

» InParks & Recreation, handles inputting and collecting registration fees for
recreafion classes and park permits.

» Acts as receptionist for the public coming into City Hall or professional greeter to
the public in'parks and recreation facilities, handling routine inquiries, requests for
information or directs to proper department or individual.

* Receives, sorts and distributes incoming mail to all departments.

+  Maintains bidders list for purchasing.

»  Performs other duties as assigned and/or teduired.
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o Punctuality and regular attendance are essential-functions of this position.

MINIMUM QUALIFICATIONS:

Eduecation / Certifications / Experience:
Must be a high school graduate or have a GED, and prior ¢xper1cnce of at Jeast one (1)
year in a similar position.

Kuowledge, Skills and Abilities:

Knowledge of office terminology, procedures, equipment, business math and English,

Skill in the operation of Word Perfect and ability to-type from clear copy or rough draft at
a reasonable speed.

Ability to understand and follow simple oral and written directions.

Ability to handle nmoney when collecting fees; and be.able to make correct change, fog in
money, and safeguard funds responsibly.

Ability to write legibly and speak clearly.

Ability to get along well with others and the general public. Clerical aptitude, mental
alertness, tact and courtesy.

Ability to type 20 WPM.,

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:

The physical demands described here are representative of those that must be met by an
employge to successfully perform the essential functions of this job. The work
environiment charactetistics described are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be
made to enable individvals with disabilities to perform the essential functions.

While performmg the duties of this job, the employee is frequently required to sit and talk
.or hear; use hands to finger, handle, feel, or operate objects, tools, or controls; and reach
"With hands and arms. The employee is occaswnally reqmred to: Walk The employee must

mclude clo_se v1510n and the abiiity to adjust focus The noise ievel_ in the work
environment is usually quiet.

3. OFFICE ASSISTANT

WORK OBJECTIVE: _ __

Under general supervision, the purpose: of the poéitﬁ'on 15 to provide routine administrative
support to the assigned department or assigned supervisor. Employees in this classification
function at a moderately difficult generalist level and are accountable for the accuracy of
both routine and non-routine administrative support duties peiformed as dictated by the
natige of. department Positior: may be assigned to a large depattment and perform a broad
arfay of generalized administrative support functions, or assighment may be to a smaller
gpecialized department wherein incumbents receive instruction in departmental functions.
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This classification requires strong organizational and interpersonal skills with the ability to
carry out a variety of directed tagks.

ESSENTIAL FUNCTIONS: __

The list of essential functions, as outlined herein, is intended to be representative of the.
tasks performeé within this classification. It is not necessarily -descriptive of any one:
position in the class, The omission of an essential furiction does not preclude.
managernefit from assigning duties not listed herein if such funetiohs ate a logical
assignment fo the position.

» Researches and genetates correspondence, articles, memos, agendas, orders, repotts,
fotmis, manuals, or other relevant matetials appropriate to the assigned department.

s Performs a variety of routine administrative functions, e.g., data entry; typing,
reports processing.

o Compiles, prépares, and may be responsible for distributing daily, weekly, monthly
or annual reports, invoices, purchasing orders, and other relevant materials
appropriate to the assigned unit,

o Receives télephone inguiries and complaints, ascertaining the nature of the call,
resolving custoriier issues or dlrectmg to appropriate personnel for further
assistance. :

e Performs a variety of ‘essential' record keeping duties, and maintains department
record keeping and filing systetns relévant materials appropriate to assigned unit,
&g, payroll, accounts payable, depattitental files, petSonnel records, accounting
data.

» Develops, receives and reviews: vatious reports, plans, and applications for the
purpose of veétifying accuracy, and ensures necessary copies of pertinent documents
are. made and distributed appropriately; e.g.. statistical data, licenses, invoices,
purchase orders.

e Completes and processes various forms required of assigned department, .,
personnel forms, invoices, work orders, purchase orders.

e Operates various office equipment, ¢.g., computer terminals, word processor,
printers, copy-machines, telephone systems, facsimile machines, calculators.

s Assists other unit personnel in supporting efficient functioning of the department.
MINIMUM QUALIFICATIONS:
Education / Certifications / Experience —
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H1gh school diploma or GED; supplemented. by one (1) to two (2) years experience and/or
treumng in admm1stratwe/seoretar1al support functlons' or an eqmvaient combmatmn of

typmg exam with 45 + Words Per Mmute

Knowledge, Skills, & Abilities —

Knowledge of the functions and operations of the department’s activities.
Knowledge of governmental purchasing, personnel-and-accounting procedures.
Knowledge of the organizational structure and functioning of municipal government.
Knowledge of busitiess writing including spelling, punctuation, and grammar..
Knowledge of mathematics:

Ability to understand and follow written and oral instructions.

Ability to plan, organize, and coordisidte schedules and meetings.

Ability to read, update and maintain various records and files.

Ability to perform routine mathematical computations and tabulations accurately and
efficiently.

Ability to access, operate and maintain various software applications.

Ability to operate basic office equipment e.g., computer terminals, prmters copy
machines, telephone systems, facsimile machines, calculators.

Ability to establish and maintain effective working relations with other employees, pubhc
officials, menagement, and the general public.

Ability to make decisions in accordance with laws, ordinances, regulations, departmental
policies and procedures.

Skill in routine administrative support functions, e.g., bookkeeping; data entry, typing,
reporfs processing,

Skill in-business English, e.g., correspondence formats, spelling, punctuation-and
grammar. _ _ _

Skill in composing routine correspondence, summaries and teports in a clear-and concise
manner; ability to compose routine corréspondence, summaties and reports,

Skill acting as a Haison.

Skill in typing 45 WPM.

Skill in the principles and techniques of customet service skills.

PHYSICAL REQUIREMENTS:

Tasks involve the ability to exert light physical effort in sedentary to light work, but
which may involve some lifting, carrying, pushing and/or pulling of objects and materials
of light weight (5-10 pounds).

ENVIRONMENTAL REQUIREMENTS:

Work is performed in usual office conditions with rare exposure to disagreeable

environmental factors, e.g., dust, ¢cleaning chemicals/fumes, mild iemp‘_er__ah;re variations,
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PRINCIPAL OFFICE ASSISTANT - -

WORK OBJECTIVE: .

Under limited' 's‘upervision, the p'urpose of the position is tor prbV1de responsxble, complex
this classif Catxon function in-a lead capaclty and are accaunta‘ole for the ¢ accuracy of both
routihe and non-routing administrative support dutics performed as dictated by the nature of
department. Position performs essential -duties. for a large operating unit, a specialized unit,
or as primary administrative suppotf for an organization official. Posifion is distmguished
from that of the Office Assistant by the degree of accountability of the work,. greater latitude
in exercise of independent judgment concerning assigned duties, and the ability to function
with a higher degree of independence. Only projects with emtail technical or highly complex-
matters are.given close attention by the immediate supervisor.

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein, is intended to be representative of the
tasks perfonned within this classification. Tt i not necessarily descriptive of any one
position in the class. The omission of an essential finction does mot preclude
management from asmgnmg duties not listed herein if such functions are a logical
 assignimerit to the position.

o Rescarches and genefates routine to complex correspondence, articles, memos, agendas,
orders, reports, forms, manuals, or ottier relevant materials appropriate to the assigned
department; - develops and generates material for supervisor's public speaking
engagements and official corresporidence.

¢ Attends meetings, conferences and briefings to document subject matter conicerning —
amendments and developments impacting the supervisor or assigned work unit;
occasionally takes and transcribes dictation or transcribes fiom dictating equipment.

* Performs a variety of routine to complex administrative functions, e.g., data entry,
typing, reports processing, documentation proofing.

« Compiles, prepares, and may be responsible for distributing daily, weekly, monthly or
annual reports; invoices, and other relevant materials appropriate to the assigned unit.

* Receives ‘telephone inquiries and concerns, ascertaining the nature of the call, and
resolving personally, dlrectmg it to the: appropnate individual or department, or acting
as lizison to the assigned senior level supervisor,

» Performs a variety of essential record keeping duties, and manages department record
keeping and filing systems relevant materials appropriate to assigned unit, e.g., payroll,
accounts payable, departmentai files, personnel records, accounting data, _

¢ Develops, receives, and reviews various reports, plans, and applications for the purpose
of verifying accuracy, and ensures necessary copies of pertinent documents are made
and distributed appropriately, e.g., stafistical data; licenises, invoices, purchase orders.

) '-Campletes and processes various forms required of assigned department, i.¢., personnel
forms, invoices, work orders; purchase orders. Monitors unit’s budget.
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¢ Coordinates logistics and travel arrangements for conferences, meetings and seminars, ¢
g, location reservations, time, and directions; assembly subject matter; travel
reservations,

o Assists in the departmental preparation of operating: budget; requests documents;
reviews budget documentation to ensure compliance with pre-established guidelines and,
requirements, '

s Operates various office equipment, ¢.g., computer terminals, word processor, printers,
copy machines, felephone systems, facsimile machines, calculators.

»  Assists with training and menitoring of other support staff and/or volunteers.

MINIMUM QUALIFICATIONS:
Education / Certifications / Experience -

High school chploma or GED; supplemented by up three (3) to four (4) years progressively:
responsible experience and/or training in administrative/sectetatial support functions; or an
equivalent combination of education, irainifig, and éxperience. Must successfully and
accurately pass the entrance typing exam with 45 + Words Per Minute.

Knowledge, Skills, & Abilities -

Knowledge of the functions and operations of the department’s activities,
Kriowledge of governmental purchasing, personnel and accounting procedures.
Knowledge of the organizational structure and functioning of municipal government.
Knowledge of business writing including spelling, punctuation; and gramniar,
Knowledge of mathematics.

Ability to understand and follow written and oral instructions,

Ability to plan, organize, and coordinate schedules and meetings,

Ability to read; update and maintain varjous records and files.

Ability to perform routine mathematical computations and tabulations accurately and
efficiently.

Ability to access, operate and maintain various software applicatmns

Ability to operate basic office equipment e.g, computer ferminals, printers, copy
‘machines, telephone systems, facsimile machines, calculators.

Ability to establish and maintain effective workihg: relations with other employees, public
officials, management, and the general public.

Ability to make decisions in accordatice with laws, ordinances, tegulations, departmental
policies and procedures.

Skill in moderately complex administrative support functions, ¢.g., bookkeeping, data
eniry, typing, reporty processing.

Skill in business English, ¢.g., correspondence formats, spelling, punctuation and
grammar.

Skill in composing routine con‘eSpondence, summaries and reports in a clear and coneise.
manner; ability to compose moderately complex correspondence, summaries and reports.
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Skill acting as a liaison,
Skill'in typing 45 WPM.
Skill in the prineiples and techniques of customer service skills.

PHYSICAL REQUIREMENTS:

Tasks involve the ability to exert light physical effort in sedentary to light work, but
which may involve some lifting, carrying, pushing and/or pulling of objects and materials
of light weight (5-10 pounds).

ENVIRONMENTAL REQUIREMENTS:

Work is performed in usual office conditions with rare exposure to disagreeable
environmental factors; e. g., dust, cleaning chemicals/fumes; mild temperature vatiations.

SENIOR OFFICE ASSISTANT

WORK OBJECTIVE:;

Under general supervision, the purpose of the position. is to provide highly responsible,
complex administrative support fo the ass1gned department or assigned supervisor:
Employees in this classification finction at journey level and are accountable for the
accuracy of both routine and non:routine administrative support duties performed and
analyzing administrative problems and recommending solutions as dictated by the nature-of
department Position performis essential duties for a large operating unit, a specialized unit,
or'as primary administrative suppott for an organization official. Position is distinguished
frony that of the Pnn(:lpal Office Assistant. by the high degree of accountability of the work;
greater latitude in exercise of independenit Judgment concerning assigned duties, and ‘the
ability to function with a higher degree of independence,

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein, is intended to. bé representative of the
tasks performed within. this classification, It is not necessarily descriptive of any one
position in the class. The omission of an essential function does not preclude
management from assigning duties not listed heiein if such functions are a logical
assignment to the position.

¢ Researches complex data and generates complex correspondence, articles, memos,
agendas, orders, reports, forms, manvals, legal notices, or other relevant materials
appropriate to the assigned department; develops and generates material for supervisot's
public speaking engagements and official correspondence. Attends meetings,
conferences and. briefings to document subject matter concerning amendments and
developments impacting the supervisor or assigned work unit; takes and transcribes
dictation -or transcribes from d1ctat1ng equipment, Assists in the preparation. of
Commission agenda documents,

Page 24 of 47

EXHIBIT 5
13-1515
Page 68 of 92



® Performs a variety of complex administrative functions, e.g, data entry, typing,
researching and deveiopmg complex reports, documentation proofing. Administers and
oversees complex work unit programs involving diversified work regulated by complex
requirements, laws, policies, and/or procedures. Researches and plans activities for
program development and ‘maintenance. Oversees office .administration. Classifies
complex information, develops detailed reports, interprets advisory data, and
implements changes. Recenciles data and accounts forcash fomds. Coordinates a vatiety
of special events, services, projects, and activities.

« Compiles, prepares, and may be responsible for distributing daily, weekly, monthly ot
annual reports, invoices, and other relevant materials appropriate to the assigned unit.

e Recéives telephone inquiries and concerns, ascertaining the: nature of the call, :and
resolving personally, directing it to the appropriate individual or department, or acting
as liaison to' the assigned supervisor. '

e Performs a vadety of complex, essential record management duties, and maintains
department record keeping-and: filing systems relevant materials appropriate 16 assigned
unit; e.g., payroll, accounts payable, departmental files, personnel records, accounting
data. Develops and implements office systems, forms, and procedures; identifies
procedures for process improvements, and recommends new methods and strategies to
improve work flow and customer service;

» Receives and reviews various reports, plans, and applications for the purpose of
verifying accuracy, and ensures necessary copies of pertinent dogumenits ar¢ made and
distributed appropriately; e.g., statistical data, licenses invoices, purchase orders.

o Completes and processes various forms required of assigned department, i.e., personnel
forms, invoices, work orders, purchase orders.

» Coordinates logistics and travel arrangements for conferences, meetings and seminars, e
g., location reservations, time, and directions; asscmbly subject matter; travel
reservations. _

o Assists in the departmental preparation of operating budget; requests documents;
reviews budget dociimentation to énsire compliance with pre-established guidelines and
requirements.

o Operates various office equipment, e.g,, computér terminals, word processor, printers,
copy machines, telephone systems, facsimile machines, calculators.

s Assists with training and monitoiing of unit’s work flow, May assign and review
work of other support staff. Expédites the unit’s work to take care of fluctuating
workloads. Ensures office coverage duting; niorinal business hours, Coordinates office:
and business communications.

MINIMUM QUALIFICATIONS:
Education. / Certifications / Experience —

High. school diploma or GED; supplemented by four (4) to five (5) years responsible
experience and/or training in administrative/secretarial support furictions; or an equivalent
‘combination of education, training, and experience. Must successfully and decurately pass
the entrance typing exam with 45+ Words Per Minute.
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Knowledge, Skills, & Abilities —

‘Considerable khowledge of the functions and operations of the department’s activities.
Considerable knowledge of governméntal purchasing, personnel and accounting
procedures,

Knowledge of the organizational strueture and functioning of municipal goveriiment.
Considerable knowledge of business writing including spelling, punctuation, and
grammar.

Knowledge of mathematics.

Ability to understand and follow written and oral instruetions,

Ability to:plan; organize, and coordinate schedules and.meetings.

Ability to transcribe dictation using notes or dictating equipment.

Ability to read, update and maintain various records and files. -
Ability to perform rovitine mathematical computations and tabulatmns accurately and
efficiently.

Ability to access, operate: atid maintain various software applications,

Ability to operate basi¢c office equipment e.g., compiter terminals, printers, copy
machines, telephione systems, facsimile machines, calculators.

Ability to establish and maintain effective working relations with other employees, public
officials, management, and the general public:

Ability to make decisions in accordance with laws, ordinances, regulations, departmental
policies and procedures.

Skill in routine administrative support functions; ¢.g., bookkeeping, data eritry, typing,
reports processing.

Skill in business English, e.g., cortespondence formats, spelling, punctuation and
grammar., ' o
Skill in composing routine correspondence, summaries and reports in a clear and concise

manner; a o compese moderately complex correspondence, surmnanes and reports,
Skill acting as-& liaison.

Skill in typing 45 WPM.

Skill in the principles and techniques of customer service skills.

PHYSICAL REQUIREMENTS:

Tasks invelve the ability to exert light physical effort in sedentary to .hght work, but
which may involve some lifting, carrying, pushing arid/or pulling of ob]ects and materials —
of light weight (5-10 pounds).

ENVIRONMENTAL REQUIREMENTS: -

Work is performed in usual office conditions with rare exposure to- disagreeable
environmental factors, e.g., dust, cleaning chemicals/fumes, mild temperature variations,
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5. PERMIT SERVICES REPRESENTATIVE

WORK OBJECTIVE:

Under general supervision, the purpose of the position is to assist citizens and contractors
with the: processes of application, review and approval for building permits and
inspections enforcing compliance with established State, County and City safety codes.
Employee is responsible for administrative/clerical work in relation to regulatory
standards, inspection activities, and permitting and licensing funictions for building
constriction throughout the City. Performs other essential duties in support of
departmental objectives to ensure safety and weifa;re of the general public and business
community.

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein; is intended to be representatwe of the
tasks performed within this classification: It is not necessatily descriptive of any one
position in the class. The omission of an essential function does not preclude
management from assigning duties not listed herein if such functions are a logical
assignment tothe position. '

e Answers inquiries and requests from the general public and business community;
through friendly, professional customer service: skills, ascertaining the needs of the
customer and providing appropriate assistance and information; responds to escalated-
customer service issues. Instruct customer on forms completion; advise regarding
permit process,

¢ Performs data entry tasks, and issues the appropriate documentation with compliance
to-established building codes and regulations.

o Coordinates all commercial and private ingpection and permitting documentation to
enforce compliance with South Florida Building Code of each respective trade, e.g.,
structural, electrical, mechanical, plumbing buﬂding/development Receives permit
paperwork scrutinizes for completeness at time of réceipt; logs document in and
issues permit number, Homeowner requests, research open permits, investigate before
issping new permits

s Mainiain contractor listing.and credentials verification

e Performs both routine and non-routine administrative duties, as dictated by the nature of
the task, e.g., data entry; records keeping, filing, bagic calculations, fyping.

» Receives telephone inquiries ascertains the nature of the call, and resolves personally or
dirgcts it to the apprapriate individual or department.

¢ Performs a variety of essential record keeping duties, and maintains department récord
keeping and filing systems relevant to permitting,
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o Performs various fiscal/ cashiering tasks, e.g., receives fees and payments for i
permitting, logs payments, generates appropriate receipts. _

¢ Generates COﬁe_spoﬁd:ence,. memos, agendas, orders, reports, forms, permits or other
relevant materials appropriate to the assigned department.

¢ Assists in maintaining and updating all code revisions and documeritation.

» Receives and distributesall thward and outward office mail,

MINIMUM QUALIFICATIONS:

Eduiﬁ":‘ﬁﬁon / Certifications / Experience —

High School Diploma or. GED; supplemented by one (1) fo two (2) years responsible
secretarial/customer service experience; or an equivalent combination of education,
training, and experience: ‘Must possess Notary Public Certification.

Knowledge, Skills, & Abilities —

Knowledge of all functions relevant to the processing and approval of building
construction permits, e.g., plans review, licenising, permitting, ingpections.

Knowledge of changes to building codes and city ordinances., as well as City/State
changes related to Contractor réquirefiients

Knowledge of the principles and techniques of customer service skills. —~
Ability to understand and follow written and oral instructions. -

Ability to perform routine administrative support functions, e.g., bookkeeping, data entry,
typing, reports processing. _

Ability to compose routine correspondence, summaries and reports in a clear and coneise
‘manner.

Ability to read, update and maintain-various records and files.

Ability to perform: routine mathematical computations and tabulations accurately and
efficiently.

Ability to act as a liaison.
Ability to type 35 WPM.. | .
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Ability to access, opetate and maintain various software applications.

Ability to operate basic: office equipment e.g., computer terminals, printers, copy
machines, telephione systems, facsimile machines.

Ability to establish and maintain effective working relations with, departmental petsonnel,
Inspectors; and the general public..

PHYSICAL REQUIREMENTS:
Tasks involve the ability to exert light physical effort in sedentary to light work, but
which may involve some lifting, carrying, pushing and/or pulling of objects and materials

of light weight (5-10 pounds). Tasks may involve extended périods of time at a keyboard
or workstation.

ENVIRONMENTAL REQUIREMENTS:

Work is performed in usual office conditions with rare exposure fo disagreeable
environmenital factors, e.g., dust, cleaning chemicals/fumies, mild temperature variations.

LEGAL SECRETARY
W()RK OBJECTIVE:

Legal secretamal and staff assistant work of more than ordinary difficulty and
responsibility in the office-of the City Attorney’s Office of the City. Anemployee in this
class performs moderately complex and varied clerical, staff assistant, legal secretarial
duties and public contact work. Work is performed under general supervision and
requires the application of knowledge of legal methods, requirements, and terminology in
meeting a variety of work problems with some: mdependence of action exercised in the
disposition of work matters, giving information, receiving complaints, and other public
contact work. Assignments are usually provided in the form of general outlines of
desired results with detailed instructions teceived as required.

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined hetein, is intended t be representative of the
tasks performed within this classification. It is net necessarily descriptive of any one
position in the class. The omission of an essential functiofi does not preclude
management. from assigning duties not listed herein if such functions are a logical
assignment to the ‘position.

o Provides clerical and secretarial support to legal staff.
e Sets and cancels hearings and trials, deals with judicial personnel,
= TFiles pleadings, obtains copies of court documents and recorded documents.
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Sets witness interviews,
Prepares: simple pleadings, notices and subpoenas
and other legal documents. _

* Makes entries on legal calendar and assembles documents and exhibits needed for
discovery in cases.
Calendars pending cases to avoid délay or default in filing pleadings.
Screens visitors and-arranges appointments for attorney, explains standard programs
and policies.

+ Files and maintains documents and other data requested ini the conduct of official
business.

o  Assists in maintaining the Law Library for legal staff,

& Reads, routes and fypes replies to daily correspondernice.

» Maintains records and reports relative to legal work.

MINIMUM QUALIFICATIONS:
Education /Certifications / Experietce —

High school diploma or GED preferred; supplemented by four (4) to six (6) years of
secretarial or clerical experience; or an equivalent combination of education, training, and
experience.

Knowledge, Skills, & Abilities.~

Considerable knowledge of modern legal office practices, procedures, and appliances,
and of Business English, legal terminology and civil law procedures, and.of spelling and
arithmetic,

Ablhty to work from standard forms to draft legal documents for supervising attemeys
review.

Ability to analyze facts and exercise responsible judgment; understand and interpret
complex rules and regulatmns understand and follow -complex oral and written
instrustions; and express ideas clearly and coricisely, orally, and in writing,

Ability to establish and maintain effective working relationships with other- employees
and the public.

Ability tooperate a computer, knowledge of Word 6.0 or higher and Fxcel.

PHYSICAL REQUIREMENTS:

whzch may mvolve some hft:tn_g, carr_yan_g, pushmg and/or pulhng of Objects and materxals

Page 30 647

EXHIBIT 5
13-1515
Page 74 of 92



of light weight (5-10 pounds). Tasks may involve extended periods of time at a keyboard

ENVIRONMENTAL REQUIREMENTS:

Work is performed in usual office conditions with limited exposure to disagreeable
environmental factors.

GENERAL PURPOSE _ ‘_
Performs cashiering, clerical and accounting work of a routine nature.

SUPERVISION RECEIVED __ |
Works under the general supervision of the Comptroller and/or Utility Billing Specialist..

SUPERVISION EXERCISED
None.

ESSENTIAL DUTIES AND RESPONSIBILITIES
‘Serves as a cashier including receipting of utility payments and various other payments.

Responds to and works with.customers and handles their inquiries.

Enters payment data and petforms account inquiry on peint-of-sale cash register.
Opens mail and balances and totals money received by mail.

Cotints and rolls money received from mihi-biss and parking mefers.

Assists in maintaining a daily cash balance and balancing cash on hand against receipts.
Assists in‘preparing and balancing deposits.

Prepares periodic utility, financial, statistical or operational reports as assigned,

PERIPHERAL DUTIES
Provides clerical and accounting support to the finance staff as required.

Assists in utility billing operations as requi_red__.l
DESIRED MINIMUM QUALIFICATIONS

Education and Experience: :
{A)  High school diploma or GED equivalent, and
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(B).  Two (2) years of accounting or finance related experience, or
(€y  Any equivalent combination of education, training and experience.

Necessary Knowledge, Skills and Abilities:

(A)  Considerable knowledge of the principles and practices: of cashiering and
business math;

(B)  Working knowledge of computers and electronic data processing;
(C)  Working knowledge of modern office practices and procedures;
(D)  Some knowledge of general bookkeeping procedures and practices.
(E) Skjll iti operating listed tools and equipment;
(F)  Ability to perform arithmetic computations accurately and quickly;
(G)  Ability to communicate effectively verbally and in-writing;
(H)  Ability to establish successful working relationiships;
D Ability to work under préssure arid/or frequent intérruptions;
() Ability to receive cash and make change with accuracy and speed;
(K)  Ability to deal effectively with the public.

Certification from the Federal Emergency Management Administration, National Incident
Management System 1S-700 Introduction to NIMS, 18-800 National Response Plan.

SPECIAL REQUIREMENTS
Must be bondable,

TOOLS AND EQUIPMENT USED

Personal computer and computer terminal, including word processing, application, and
spreadsheet softwate; 10-key calculator, phone, fax, point-of-sale cash register and copy
“ machine.

PHYSICAL DEMANDS

The physical demmands desciibed here are representatwe of those. that must be met by an
employee to successfully perform the essential functions of ‘this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, thie employee is frequently required to sit and talk
or hear. The employee is occasionally requited to walk; use hands to operate, finger,
handle, or feel objects, tools, or controls; and reach with hands and arms.

The employee must occasionally lift and/or move up t 25 pounds. Specific vision.
abilities required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here arc representative of those an
employee encounters ‘while performing the essential functions of this job. Reasonable
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accornmodations may be made to enable individuals with disabilities to perform the
essential functiois, ,

The noise level in the work environment is usually moderately guiet,

SELECTION GUIDELINES
Formal ‘application, rating of education and experience; oral interview and reference
check; job telated tests may be required.

The duties listed above are intended only as llustrations of the-varjous types of work that
‘may be performed. The omission of specific statements of duties does not exclude them
from the position if the work is similar, related or a logical assignment'to the position.

The job description does niot constitute an employment agreement between the employer
and emiployee and 1s subject to change by the employer as the needs of the employer and
requiremetits of the job change.

ACCOUNTING ASSISTANT

Under direct supervision, the putpose of the job is to perform routine accounting and
administrative support work acgording ‘to generally accepted standard accounting
principles, established procedures, departmentai guidelines, and regulatory requitemens
applicable to the work, Employees in this job classification funetion at support staff Tevel
to accomplish assigned functions according to established schedules, calendars, projects,
and programs of the assigned department. Work includes posting, data entry, maintenance
and. reconciliation tasks relevant to assigned functional areas, e.g., billing, purchase
orders; invoices, payroll, accounting records and reports. -

ESSENTIAL FUNCTIONS:

The list of essential ﬂmctlons 49 outlined herein, is intended to be representative of the
tasks perfenned within this cla551ﬁcat10n It is not necessatily descriptive of any one
position. in the class. The omission of an essential function does not preclude
management. from assigning duties not listed herein if such functions are 'a logical
ass1gnment to the'position.

s Performs :support level accounting work according to generally accepted standard
accounting principles, established procedures, departmental guidelines, and regulatory
requirements applicable to the work.

¢ Maintains adherence to generally accepted accounting principles. and auditing
standards; ensures maintenance of proper audit trails and verification for all processed
WOrk.
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e Receives #hd performs data entry tasks for various blllmgs and payments relevant fo
accounts: payable and/or receivable functions, e.g., invoices,. requisitions, purchase
orders, check requests, billings, payroll, petty cash receipts, Payments, stop payments.

o Performs posting, data entry, and maintenancs tasks relevant to assigned functional
areas, e.g., puichase orders, billing, invoices, accounting records and reports,

o Performs vérification tagks for mvmces/receipts/balanccs according 1o department
checks and balances procedures,

+ Maintains, updates and reconciles various logs, repotts, ledgers, files, databases, and
spreadsheets,

e (Jenerates various system reports a.nd receipts, and ensures accuracy, e.g.; billing,
-payroll processing; personnel accoutiting precessirig, insurance billings.

MINIMUM QUALIFICATIONS:

Education / Certifications / Experience —

High school diploma or GED; supplemented by one (1) to two (2) years responsible
experience in accountmg work, eig., processing invoices and requisitions, budgeting,
payroll processing, payments, stop payments, maintaining general ledger accounts; or an
equivalent combination of education, training; and experience.

Knowledge, 8kills, & Abilities —

Knowledge in'the principles and techniques of customer service skills.

Ability to understand and-follow written and oral instructions,

Ability to perform routifie administrative sapport functions, e.g., bookkeeping, data entry,
typing, reports processing.

Ability to read, update and maintain variois records and files.
Ability to type 35 WPM.
Ability to ac¢ess, operate and maintain various software applib_atioﬁ'si.-

Ability to operate basic office equipment €.g., computer terthinals, printers, copy
machines, telephone systems, facsimile machines,

Ability to establish and maintain effective working relations with othets,
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$kill in performing routine mathematical computations and tabulations accurately and
efficiently.

PHYSICAL REQUIREMENTS:

Tasks involve the ability to exert light physical effort in sedentary to light work, but
which may involve-some lifting, carrying, pushing and/or pulling of objects and materials
of tight weight (5-10 pounds).

ENVIRONMENTAL REQUIREMENTS:

Work is performed in usual office conditions with rate exposure to disagreeable
environmentsl factors, e.g., dust;, cleaning chermnicals/fumes, mild temperature variations.

ACCOUNTANT

WORK OBJECTIVE:

Under general direction, the purpose of the job is to perform routine to moderately
complex accounting analysis according to generally accepted standard accounting
principles, established procedures, departmental guidelines, and regulatory requirements
applicable to the work, Employees in this job classification function at professional staff
level to accomplish assigned functions according to established schedules, calendars,
projects, and programs of the assigned department. Work includes researching and
collecting data, preparing clear and concise financial reports, and monitoring expenditures
and revenues of assigned divisions and/or departments:

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein, is intended to be representative of the
tasks performed within this classification, It is ‘not necessarily descriptive of any one
position in the class. The omission of an essential function does not preclude
manapgement from assigning duties ot listed herein if such functions are a logieal
assignmient to the position.

o Develops, recommends, implements and conducts accounting audits and programs
designed to accurately reflect financial conditions; prepares reports to. identify
deviations from accounting standards,

o Performs routine accounting -analysis according to generally accepted standard
accounting principles, established procedures, departiniental guidelines, and regulatory
requirements applicable to the work.

s Maintains adherence to generally accepled accounting standards and principles;
ensires maintenance of proper audit trails and verification and reconciliation actions
for all processed work.
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 Prepares and analyzes various investment and financial management programs, e.g.,
Return On Investment (ROI), City grants, audit reports; ¢oordinates and implements
the City’s Cost Allocation Plan. -

L} .'Prepares analyzes and reports monthly financial statements for all areas of accounting;
assists in the preparation of various: five year financial programs.

¢ Analyzes various billings and paymen’ss relevant 10 accounts payable and/or
receivable fungtions, e.g., cash flow, invoices, requisitions, work orders, check
requests, payroll, billings, payments,

 Assists Financial Services Accounting Team in the completion of the Comprehensive
Antwal Financial Report (CAFR), e.g, Cash & Investments lead and footnote
disclosures; Federal, State and Statistical Single Audit Reports.

* Assists staff and support employees with coordination and preparation. of schedules and
activities of year-end audits.

» Muintains, updates and reconciles various logs, reports, ledgers, files, databases, and
spreadsheets.

» Generates various system réports or audit ¢aleulations to verify accuracy, e.g., billing,
payroll processing, personnel accounting processing.

MINIMUM QUALIFICATIONS:

Education / Certifications / Experience —

Bachelor’s Degree in Accounting or related field; supplemented by two (2) to four (4)
years progressively responsible expenencc in accounting or financial analysis, preferably
‘within a similar government agency; or-an equivalent combination of education,  training,
and experience. Must be a Certified Public Accountant in the Staie of Florida.
Knowledge, Skills, & Abilities —

Knowledge of the pnnclples and practices-of governmental accountmg/budgeung
management and analysis,

Ability to understand and follow written and oral instriictions.

Ability to express ideas clearly and concisely, both orally and in writing,
Ability to read, update and maintain various records and files.

Ability to type 35 WPM.
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10.

Ability to access, operate and maintain various software applications.

Ability to operate basic office equipment e.g., computer terminals, printers, copy
machines, telephone systems, facsimilé machines,

Ability to establish and maintain effective working relations with. others.

Skill in performing routine to moderately ¢complex mathematical computations and
tabulations accurately and efficiently.

PHYSICAL REQUIREMENTS:

Tasks -irwghr_e the ability to exert light physical effort in sedentary to light work, but
which may involve some lifting, carrying, pushing-and/er-pulling of objects and materials
of light weight (5-10 pounds).

EINTAL REQUIREMENTS:

Work is performed it usual office conditions with rare exposure to disagreeable
environmental factors, e.g:, dust, cleaning chemicals/fumes, mild tefmperature vatiations.

INFORMATION SERVICES TECHNICIAN

WORK OBJECTIVE: _
Performs technical and administrative work for Production Support Team. This position
assasts depar&m t’m mectmg service level agreements relative to: system avaxlablhty,

dlrectlon Wlth some lat_ﬁqde for Jndlvxdual initigtive and Judgmen_t and is rgviewed via
customer feedback and tangible results.

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein, is intended to be representative of the
tasks perfoxmed within this classification. It is not necessarily descriptive of any one
position in the class. The omission of an essential function does not preclude
management from ‘assigning duties not listed herein if such functions are a logical
assignment to the position.

e Staff service desk as assigned and provide 1* level support in accordanes with semce
level agreements, _ o
o Perform Production Service Events and System Availability Checks as required.
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+ Update service requests to reflect current status and work completed based upon
results reported by other teams. )
e Perform system backups as scheduled. —
»  Perform quality control of completed work requests and update cause codeand sla
indicators,
s Perform password resets on numerous systems
‘e Assist with developing and delivering training programs relative to software and

procedures

»  Assist it §ystem testing of new and/or upgraded applications and services prior to -
implementation,

»  Assist in testing of new and/or revised production procedures as part of change
management process. _

» Perform related tasks as:assigned.
MINIMUM QUALIFICATIONS:
Education / Certifications/ Experience —

Associate’s Degree in Computer Scienceor closeiy related field; supplemented by two (2)
to four (4) years responsible experience in production support and/or service desk
environments; or an equivalent combination of education, training, and experience;

Knowledge, Skills, & Abilities -

Knowledge of modern office practices, procedures and equipment.

Ability to operate office information equipment.and communicate accurately in writien
-and verbal form. —

Ability to keep and monitor detailed recotds, prepate reports, conduct tests, analyze test
results and take proper corrective steps,

Knowledge of computer operations atid the concepts of operating systems, utilities, and
application software.

- Ability to establish and maintain effective workirig relationships with co-workers,
eustomers, outside contractors and vendors

" Ability to train users in technical support procedures, -
Ability to troubleshoot and resolve basic software, hardware and network problems.

Ability-to make decisions recognizing per established guidelines, precedents and
practices.

PHYSICAL REQUIREMENTS:
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11.

Tasks ‘involve the intermittent performance of physically demanding work, typically
involving some combination of reaching, bending, stooping, kneeling, or crouching, and
that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects
and materials (20-50 pounds).

ENVIRONMENTAL REQUIREMENTS:

Some tasks include working around moving parts, light to- moderate weight motor

equipment, and materials handling where ‘physical risks are predictable and/or
conirollable by observance of standard safety precautions,

Position is responsible for work supporting the operation, installation and use of

information processing software, appliﬁafii'cs'ns and procedures. Incumbent tests and
resoives pmblems with pmduction app'li'ca'tions and s‘ervices Dut1es inclucie data analysis,

INFORMATION SERVICES SPECIALIST

WORK OBJECTIVE:

This is'moderately complex technical work supporting the operation, maintenance and
installation of information processing equipment, software, applications and procedures.

An employee inthis class tests and evaluates information processing eqmpment and
procedures; resolves problems with equipment and provides basic {raining in procedures
and techniques. Duties include data-analysis, report generation, and problem solving.
Independent analysis and work decisions are made on technical matters. Leadership may
be given to-subordinate technicians regarding mainienance, equipment setup and repair.
This class supports any or all departmental avtomation efforts, including AN, WEB
development, graphics software and GIS functions as related to departmental projects and
requirements.

Assignments are made orally or in writing and work is reviewed through observation of
results obtained, conferences and periodic reports or evaluations,

ESSENTIAL FUNCTIONS:

The list of essential functions, as outlined herein, is intended to be representative of the
tasks -performed within this classification. It is not necessarily descriptive of any one
position in the class, The omission of an essential fonction does not preclude
management from assigning duties not listed herein if such functions are a logical

assignment to the position.

 Acts as user contact point for teporting problems, analyzes and makes prehmmary
detérminations regarding network relatéd problenis, applications or software
problenis, .and guides users through corrective action steps.
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s Prepares technical user documentation for a variety of applications.
« Develops and provides tfaining programs to user personnel in the proper use of .
equipment, software and procedures, B
s Cobrdinates and assists in the installation and implementation of information '
processmg systems, analyzes equlpment and recommends mod1ﬁcat10ns

software, performs specxahzed operanons suc,h as system recoveries system backup
and assignment of passwordsand other protection features,

« Advises management on applications to assist department operations,

» May supervise, lead or guide suberdinate technical and clerical employees.

« Installs and configures operating systems on computers.

» Configures, maintains and troubleshoots telephone systems and other communication
systems.

MINIMUM QUALIFICATIONS:
Education / Certiﬁcatiﬁlis_kfEkperi'ence—

Associate’s Degree in Computer Science or closely related field; supplemented by three
(3) to five (5) years responsible technical expericnce mvolmng network installation,
implementation, and administration, 1o include two (2) years'in & supetvisory capacity; or
an equivalent combination of education, training, and experience.

Knowledge, Skills, & Abilities -

Knowledge of business English, spelling and mathematics and modem office practices,
procedures. and machines.

Knowledge of office automation, data processing and word processing equipment,
practices, and procedures.

Knowledge of collection, inputting, analysis and dispersal of departmental data into or
out of a computer.

Knowledge of computer operations and the concepts of operating systems, utilities, and
application software.

Knowledge of information network or operating systems troubleshooting and
maintenarice procedures.

Knowledge of the principles, practices, techniques and instruments associated with
drafting, graphics and design work.

Skill in hardware/software diagnostic pracedures.
Skill in verbal and written communication, personnel interaction, and interpretation of

poorly defined information.
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12.

Ability to train users in technical support procedures.

Ability to organize and conduct basic training classes for noa-technical users.

Ability to utilize application software and utilities to perform analyses, generate reports,

sort and categotize data, etc. which may include skill in the:manipulation of automation
equipment and software relative to application of graphics and Web sites,

Ability to troubleshoot and tesolve routine software, hardware and rietwork problems:

Tasks involve the intermittent performance of physically demanding work, typically
involving somie combination of reachmg, bending, stooping, kneeling, or crouching, and
that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects
and materials (20-50 pounds)..

Some tagks include working around moving parts, light to- moderate weight motot
equipment, and materials handling where physical risks are predictable andfof
controllable by observance of standard safety precautions.

PUBLIC WORKS INSPECTOR

WORK OBJECTIVE:

Provide Construction Engineering Services for Public Works: PraJectg (stormwsiter, thilling

and resurfacing; sidewalk, new road construction, landscaping, 1rr1gatl,on, lighting).

The candidate must possess the following: minimum requzrcments;

s Have background experience inengineering, construction management or related
field.
Be able to read design plans :
Perform technical and administrative work to:determine compliance with contract
‘plans and specifications.

o  Keep acourate records with daily project items mstalled {e.g. square foot, linear feet;

tons, etc.)

s  Producedsily, W‘e’ekiy;‘mointhly reports related with project activities.

s Review and approve quantities submitted by the Contractor for payment.

s  Inform residents, formal and informal about project progress (phone, email, letters,

face to face conversations), ' '

Respond to customer corplaints,
Monitor project schedule.
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13. PARK RANGER

GENERAL STATEMENT OF JOB

Under general supervision, performs a wide variety of tasks in the day-to-day operation,
maintesiarice and patrol of the Town Parks and related facilities. Is responsible safety and
security of parks and patrons, Reports to Parks and Reeteation Coordinator or designee.

ESSENTIAL JOB FUNCTIONS :

s Patrols the park and related facilities to enforce regulations, maintain order and assist the
public in the use of the facilities; opens and closes. parks and community buildings as
necessary, Inspects
parks and playgrounds to ascertain need for repair or maintenance and perfarms minoft
repair work or submit work ordets for repair.

Enforces rules and rggula_tions with the public concerning matters of park vsage.

Radios for police help in emergen01es such as serious injuries, disordetly conduct or lost
children.

Performs a variety of duties associated with the daily custodial thainteniance of park areas
and facilities. -

Performs minor maintenance duties fo park equipment and facilities; processes work
orders for more complicated mairitenance needs. -

Opens reserved park areas for use by a variety of clubs and organizations or the. .general
public; prepares and ensures area ot buildings are in working order and there is no
dariage prior to event.and after usdge. Secures area or facility afterward.

Participates in various fee collection, accounting and records ‘maintenance activities..

Promotes.good public relations with citizens using the park and recreation facilities.

ADDITIONAL JOB FUNCTIONS

» Assists in the instryction of new employees on new or difficult job assignmenits;
& Performs other related work as required.

MINIMUM TRAINING AND EXPERIENCE
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Graduation from high school and 1 to 2 years of experience in park operations and
maintenance work prefetred; or any equivalent combination of fraining and experience which
provides the tequired skills, knowledge and abilities.

SPECIAL REQUIREMENTS
Must possess a valid Class “E” Florida driver’s license

MINIMUM QUALIFICATIONS OR STANDARDS UIRED
TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to exert upto 100-pounds of*force oceasionally, and/or up to 25 pounds of force

‘requzrements are those for Medium Work Must be able to walk; tralls throughout the various
parks for extended period of time.

Data Conception: Requires the ability to compare and/or judge the readily observable,
functional, structural or compositional characteristics (whether similar or divergent from
obvious standards) of data, people or:things. '
Interpersonal Communication: Requires the ability of speaking. and/or signaling people to
convey or exchange information. Includes receiving instructions, assignments or directions
from superiors, and giving instructions, assignments or ditections to subordinates or
assistants.

Language Ability: Requires the ability to read a variety of reports, letters and memos; w
orders, dlagams drangs, studles ete. Requlres the abzhty to prepare correspondence_
reports, _forms, permits, records, purchase orders, etc., using prescribed formats and
conforming to all rules. of punctuation, grammar, _.dit;ti()n,_ and style. Requires the ability to
speak before groups of people with poise, voice control and confidence.

Intelh_ ence: Requires the ability to apply principles of rat;ona} systems to solve practical
probléms and deal with a variety of concrete variables in situations where only limited
standardization exists; to interpret a variety of instructions furnished in written, oral,
diagrammatic or schedule form :

Verbal Aptitude: Requires the ability to record and deliver information, to explain
procedures, to follow oral and written instructions. Must be able to communicate effectively
and efficiently in a variety of technical or professional languages including accounting,
‘echanical and natural science terminology. :

Numerical Aptitude: Requires the ability to utilize mathematical formulas; t¢: add and
subtract; multiply and divide; utilize decimals and percentages.
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Form/Spatial Aptitude; Requires the ability to inspect items for proper length, width and
shape,

Motor Coordination: Requires the ability coordinate hands and eyes rapidly and accurately in
using hand and power tools, Must be able to operate a vehicle safely.

Manual Dexterity; Requires the ability to handle a variety of items such as hand and power
tools. Must have minimal levels of eyehaind/foot. coordination.

Color Discrimination: Requires the ability to differentiate between colors and shades of color.

_Inte- ersonal Temperament: Requires the ability to deal with people beyond giving and
feeeiving instractions, Must be adaptable to performing urider stress and when confronted

with emergency situations, -

Physical Communication: Requites the ability to talk and hear: (Talking: expressing or
exchanging ideas by means of" spoken words. Hearing: perceiving nature of sounds by ear.)
‘Must be able to communicaté vid a telephone and two-way radio.

PERFORMANCE INDICATORS
Knowledge of J ob Has general knﬁwiedge of the standard practxces matenais tools and

prov151ons law ordinances and policies pertaxmng to care of park equipment and pmper’ues
Has some knowledge of the occupational hazards and safety precautions related to the work.
Is skilled in'the use and gare of the tools, equipment and materials employed in the work. Is
able to prepare and maintain routine work records and reports. Is able to communicate
effectively both orally and in writing, Ts able to exercise tact and courtesy in dealings with the
public, Is able to establish and maintain effective working relationships.as necessitated by
work assignments,

Quality of Work: Maintains high standards of accuracy in éxercising duties and
responsibilities. Exercises immediate remedial action to correct any quality deficiencies that
oceur in areas of responsxblhty Maintains high quality communication and inferacts with all
Town departments and divisions, co-workers and the general public.

Quantity of Work: Maintains effective and efficient output of all duties and responsibilities as
describéd under “Illustrative Examples of Work.”

Dependability: Assumes responsibility for doing assigned work and meeting' deadlines.
Completes assigned work on or before deadlines in accordance with directives, Town policy,
standards and prescribed procedures. Accepts accountability for meeting assigned
responsibilities in the technical, human and conceptual areas.

Attendance: Attends work regularly and adheres to. Town policies and procedures tegarding
absences and tardiness. Provides adequate notice to higher management with respect fo
vacation time and time- off requests.
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Initiative and Enthusiasm: Maintains an enthusiastic, self-reliant and elf-starting approach to
meet job responsibilities and accountahility. Strives to anticipate work to be done and
initiates proper and acceptable direction for completion of work with a minimum of
supervision and instruction.

~ Judpment: Exercises analytical judgment in areas of responsibility. Identifies problems ot

situations as they occur and specifies decision objectives. Identifies or assists in identifying
~ alternative solutions to problems or situations. Implements decisions in accordance with
prescribed and effective policies and procedures and with a minimum of errors. Seeks expert
or experienced advice and researchés probléms, situations and alternatives before exercising
judgment.

Cooperation: Acoepts supervisory instruction and direction and strives to'meet the goals and
objectives of same. Questions such instruction and direction when. clarification of results or
cotisequences are justified, i.e., poor communications, variance with Town policy or
procedures, eto. Offers suggestions and recommendations to encourage and improve
cooperation between all staff persons and departments within the Town,

Relationships with Others: Shares knowledge with supervisors and staff for mutual and Town
bengfit. Contributes to maintaining high morale among-all Town eémployees. Develops and
maintains cooperative and courteous relationships with depattment” employees, staffers and
managers in othier departments, representatives from organizations, and the general public so
as to maintain good will toward the Town and project a good Town image. Tactfully and
effectively handles requests, suggestions and complaints from other departments and persons
in order to:maintain good will within the Town, Interacts effectively with fellow employees,
supervisars, professionals and the general public.

Coordination of Work; Plans and organizes daily work routine. Establishes priorities for the
completion -of work in accordance with sound time-management methodology. Avoids
duplication of effort. Estimates expected. time of completion of elements of work and
establishes a personal schedule accordingly. Attends mieefings, planning sessions and
discussions on time. Implements work: activity in accordance with priorities. and estimated
schedules. Maintains a calendar for meetings, deadlines and events.

Safety and Housekeeping: Adheres to all safety and housekeeping standards-established by
the Town and: various regulatory agencics. Secs that the standards are not violated, Maintains
a clean and orderly workplace.

14. PURCHASING ASSISTANT
WORK OBJECTIVE:

Under direct supervision, the purpose of the position is to .assist the administrative
functions of pwrchasing and receiving commiodities and. supplies for all departments.
Employees in. this job classification function at entry level to aid in mainfaining vendor
relationships for the continuous supply of quality products. Work includes maintaining basic
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MINIMUM QUALIFICATIONS:

commodity buying, records and reports, weekly and monthly product updates, -and
product inventory journals.

The st of essential funcnons as outlined herein, is. intended to be representative of
the tasks perforined within this classification. It is mot necessarily descriptive of any
one -position in ‘the class. The omission of an essential function does not preclude
management from assigning duties not. listed herein if'such functions are a logical
assignment to the position.

Assists 'in the operational functions of parchasing, stocking and distributing
commodities and

supplies for the

City.

Conducts bids of basic commodity items for Central Stores, “utilization of others,
and existing governmentcontracts,

- Recelyes and prepares special shnpments UPS #nd Freight shlpments notifies specific

departments of delivery.
Prepares and submits purchase orders and reorder reports.
Aids inmaintaining vendor relationships for the continuous supply of quality products.

Maintains records and reports; weekly and monthly product updates, and. product
inventory B
journals,

Maintains -active communication with Purchasing Agents, and Purchasing Administrator
to define required tasks that will support departmental administrative functions.

Participates in current and new product review to determine appropriate
product purchasing, distribution and development,

Performs administrative support duties, e.g., data entry, file and records maintenance.
Reviews information for product procurement, -

Operates a forklift to stock and retrieve products and supplies from warehouse.

Education 7 Certifications 7 Experience -
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High School Diploma or GED; supplemented by six {6) to eleven (11) months
experience in the administrative support functions of purchasing, accounting or related
field; or an equivalent combination of education, fraining, and éxperience.

Knowledge. Skills, & Abilities -

'If;’ihow_iedgc of generally accepted standard purchasing principles, cstablished
procedures, departmental guidelines, and regulatory requirerents applicable to the
work.

Ability to understand and follow written and ofal instructions,

Ability to utilize vendor catalogues, commercial registers, directories, office files
and other recourses for the procurement of goods,

Ability to perform routine mathematical computations and tabulations accurately ard
efficiently asthey relateto purchasing.

Ability to read, update and maintain various records and files.

Ability to acceéss,operate: and maintain various software
applications.

Ability to clearly communicate information both verbally and
i wiiting,

Ability to operite basic office equipment, e.g.cqmputer terminals, printers, copy
machines, telephohe systems, facsimile machines.

Ability to establish and maintain effective working relationships with all City personnel,
departmental personneland supervisors,and vendors.

Skill in operating pallet jack and forklift safely,

PHYSICAL REQUIREMENTS:

Tasks involve the intermittent performance of physically demanding work, typically
involving some combination of reaching, bending, stooping, kneeling, or crouching;
and that rna:y 1nvolve the hﬁmg,carrymg, pusting, and/or pullmg of heavy objects and

EN-_V;RONMENT_AL REQUIREMENTS:

Some tasks include working around moving parts, light to moderate weight motor
equipment, and materials handling where physical risks are predictable and/or
conirollable by observance of standard safety precautions.
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