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	State of South Carolina

Fixed Price Bid


	Solicitation Number

Date Printed

Date Issued

Procurement Officer

Phone

E-Mail Address
	05-S6728

Kimber Craig
(803) 737-0648
kcraig@mmo.sc.gov 


DESCRIPTION:  TEMPORARY PERSONNEL SERVICES - STATEWIDE TERM CONTRACT

USING GOVERNMENTAL UNIT:  STATEWIDE TERM CONTRACT


The Term "Offer" Means Your "Bid" or "Proposal".


SUBMIT OFFER BY (Opening Date/Time):  11/16/2004  11:00 am
See provision entitled "Deadline For Submission Of Offer"

NUMBER OF COPIES TO BE SUBMITTED:
One (1)
QUESTIONS MUST BE RECEIVED BY:

11/01/2004

     See provision entitled "Questions From Offerors"

SUBMIT YOUR OFFER TO EITHER OF THE FOLLOWING ADDRESSES:





	MAILING ADDRESS:
	PHYSICAL ADDRESS:

	
Materials Management Office

P.O. Box 101103

Columbia, S.C. 29211
	
1201 Main St. - Suite 600

Capitol Center – South Trust Bldg.

Columbia, S.C. 29201











         See provision entitled "Submitting Your Offer"

	AWARD & AMENDMENTS
	Award will be posted at the Physical Address stated above on 11/23/2004. The award, this solicitation, and any amendments will be posted at the following web address: http://www.procurement.sc.gov


	You must submit a signed copy of this form with Your Offer. By submitting a bid or proposal, You agree to be bound by the terms of the Solicitation. You agree to hold Your Offer open for a minimum of thirty (30) calendar days after the Opening Date.

	NAME OF OFFEROR                          (Full legal name of business submitting the offer)


	OFFEROR'S TYPE OF ENTITY:

(Check one)

□ Sole Proprietorship

□ Partnership

□ Corporation (tax-exempt)
□ Corporate entity (not tax-exempt)
□ Government entity (federal, state, or local)
□ Other _________________________

       (See provision entitled "Signing Your Offer".)

	AUTHORIZED SIGNATURE

(Person signing must be authorized to submit binding offer to enter contract on behalf of Offeror named above.)
	

	TITLE                                                                    (Business title of person signing above)


	

	PRINTED NAME                     (Printed name of person signing above)


	DATE
	

	Instructions regarding Offeror's name: Any award issued will be issued to, and the contract will be formed with, the entity identified as the offeror above. An offer may be submitted by only one legal entity. The entity named as the offeror must be a single and distinct legal entity. Do not use the name of a branch office or a division of a larger entity if the branch or division is not a separate legal entity, i.e., a separate corporation, partnership, sole proprietorship, etc.


	OFFEROR'S HOME OFFICE ADDRESS                                                          (Address for the offeror's principle place of business)



	CITY


	STATE
	ZIP CODE

	PHONE
	FACSIMILE
	E-MAIL



	STATE OF INCORPORATION                                                               (If offeror is a corporation, identify the state of  Incorporation.)



	TAXPAYER IDENTIFICATION NO.                                                                             (See provision entitled Taxpayer Identification Number)




COVER PAGE MMO (AUG. 2004)

I. 
Scope of Solicitation

II.
Instructions to Offerors


A.
Special Instructions


B.
General Instructions

III.
Scope of Work / Specifications


May be blank if Bidding Schedule / Cost Proposal attached

IV.
Information for Offerors to Submit

V.
Qualifications

VI.
Award Criteria

VII.
Terms and Conditions


A.
Special 


B.
General

VIII.
Bidding Schedule / Cost Proposal

IX.
Attachments to Solicitation



I. 
Scope of Solicitation

TEMPORARY PERSONNEL SERVICES - STATEWIDE TERM CONTRACT
Scope of Services

The purpose of this bid invitation is to provide sources for temporary personnel services as listed herein for all State agencies and local public procurement units within the geographic limits of the State of South Carolina.  This does not require the State to use only private personnel agencies when seeking temporary labor.  The State may choose to provide temporary personnel services for agencies.  Purchases by local procurement units are optional.  Contract providers are needed for the areas/locations listed on Attachment “A”.  Contract providers will be placed on a provider list from which agencies and local procurement units will select a contract provider for a particular job position.  Being placed on a provider list does not guarantee that a provider will be asked to supply temporary personnel services.
Maximum Contract Period:  January 1, 2005 through December 31, 2010
II. Instructions to Offerors

A.
Special Instructions

Type of Contract

A statewide contract or contracts will be awarded by the Materials Management Office for the period indicated and in accordance with the provisions and conditions of this solicitation.  (TCP022)
Bidding Instructions
Bid only as specified.  (TCP510)

If providing services to more that one location/area, vendors must photocopy Attachment “D” and utilize one form for each location/area for which you qualify to provide temporary personnel services.
THE ATTACHED FORM(S) (ATTACHMENT “D”) MUST BE COMPLETED AND MUST ACCOMPANY YOUR BID RESPONSE.

A Vendor Checklist (page _34_) is enclosed for your use in providing ALL the required items or each location/area bid.  Failure to include all requirements will result in rejection of the bid.

B.
General Instructions


AMENDMENTS TO SOLICITATION (AUG 2004) (a) The Solicitation may be amended at any time prior to opening. All actual and prospective Offerors should monitor the following web site for the issuance of Amendments: www.procurement.sc.gov. (b) Bidders shall acknowledge receipt of any Amendment to this solicitation (1) by signing and returning the Amendment, (2) by letter, or (3) by submitting a bid that indicates in some way that the bidder received the amendment.

AWARD NOTIFICATION (AUG 2004) Notice regarding the State’s intent to award a contract will be posted at the location specified on the Cover Page. The date and location of posting will be announced at opening. If the contract resulting from this Solicitation has a total or potential value in excess of fifty thousand dollars, such notice will be sent to all Offerors responding to the Solicitation and any award will not be effective until the sixteenth day after such notice is given.

BID / PROPOSAL AS OFFER TO CONTRACT (AUG 2004) By submitting Your Bid or Proposal, You are offering to enter into a contract with the Using Governmental Unit(s). Without further action by either party, a binding contract shall result upon final award. Any award issued will be issued to, and the contract will be formed with, the entity identified as the Offeror on the Cover Page. An Offer may be submitted by only one legal entity; “joint bids” are not allowed.

BOARD AS PROCUREMENT AGENT (AUG 2004) (a) Authorized Agent. All authority regarding the conduct of this procurement is vested solely with the responsible Procurement Officer. Unless specifically delegated in writing, the Procurement Officer is the only government official authorized to bind the government with regard to this procurement. (b) Purchasing Liability. The Procurement Officer is an employee of the Board acting on behalf of the Using Governmental Unit(s) pursuant to the Consolidated Procurement Code. Any contracts awarded as a result of this procurement are between the Contractor and the Using Governmental Units(s). The Board is not a party to such contracts, unless and to the extent that the board is a using governmental unit, and bears no liability for any party’s losses arising out of or relating in any way to the contract.

DEADLINE FOR SUBMISSION OF OFFER (AUG 2004)  Any offer received after the procurement officer of the governmental body or his designee has declared that the time set for opening has arrived, shall be rejected unless the offer has been delivered to the designated purchasing office or the governmental bodies’ mail room which services that purchasing office prior to the bid opening. [R.19-445.2070(H)]

DEFINITIONS (AUG 2004) Except as otherwise provided herein, the following definitions are applicable to all parts of the solicitation. For additional definitions, see the terms and conditions below.

(1) AMENDMENT - means a document issued to supplement the original solicitation document.

(2) BOARD - means the South Carolina Budget & Control Board.

(3) BUYER - means the Procurement Officer.

(4) COVER PAGE - means the top page of the original solicitation on which the solicitation is identified by number. Offerors are cautioned that Amendments may modify information provided on the Cover Page.

(5) OFFER - means the bid or proposal submitted in response this solicitation. The terms “Bid” and “Proposal” are used interchangeably with the term “Offer.”

(6) OFFEROR - means the single legal entity submitting the offer. The term “Bidder” is used interchangeably with the term “Offeror.” See bidding provisions entitled “Signing Your Offer” and “Bid/Proposal As Offer To Contract.”

(7) PROCUREMENT OFFICER - means the person, or his successor, identified as such on the Cover Page.

(8) YOU and YOUR - means Offeror.

(9) SOLICITATION - means this document, including all its parts, attachments, and any Amendments.
                 (10) STATE - means the Using Governmental Unit(s) identified on the Cover Page.

                 (11) SUBCONTRACTOR - means any person having a contract to perform work or render
                        service to Contractor as a part of the Contractor’s agreement arising from this 
                        solicitation.

                 (12) USING GOVERNMENTAL UNIT - means the unit(s) of government identified as 
                        such on the Cover Page. If the Cover Page names a “Statewide Term Contract” as the 
                        Using Governmental Unit, the Solicitation seeks to establish a Term Contract [11-35-
                         310(35)] open for use by all South Carolina Public Procurement Units [11-35-4610(5)].

DUTY TO INQUIRE (AUG 2004) Offeror, by submitting an Offer, represents that it has read and understands the Solicitation and that its Offer is made in compliance with the Solicitation. Offerors are expected to examine the Solicitation throughly and should request an explanation of any ambiguities, discrepancies, errors, omissions, or conflicting statements in the Solicitation. Failure to do so will be at the Offeror’s risk. Offeror assumes responsibility for any patent ambiguity in the Solicitation that Offeror does not bring to the State’s attention.

OMIT TAXES FROM PRICE (AUG 2004) Do not include any taxes in Your price that the State may be required to pay.

PROTESTS (AUG 2004) Any prospective bidder, offeror, contractor, or subcontractor who is aggrieved in connection with the solicitation of a contract shall protest within fifteen days of the date of issuance of the applicable solicitation document at issue. Any actual bidder, offeror, contractor, or subcontractor who is aggrieved in connection with the intended award or award of a contract shall protest within fifteen days of the date notification of award is posted in accordance with this code. A protest shall be in writing, submitted to the appropriate chief procurement officer, and shall set forth the grounds of the protest and the relief requested with enough particularity to give notice of the issues to be decided. [§ 11-35-4210]

PUBLIC OPENING (AUG 2004) Offers will be publicly opened at the date / time and at the location identified on the Cover Page, or last Amendment, whichever is applicable.

QUESTIONS FROM OFFERORS (Aug 2004) (a) Any prospective offeror desiring an explanation or interpretation of the solicitation, drawings, specifications, etc., must request it in writing. Questions must be received by the Procurement Officer no later than five (5) days prior to opening unless otherwise stated on the Cover Page. Oral explanations or instructions will not be binding. Any information given a prospective offeror concerning a solicitation will be furnished promptly to all other prospective offerors as an Amendment to the solicitation, if that information is necessary for submitting offers or if the lack of it would be prejudicial to other prospective offerors. (b) The State seeks to permit maximum practicable competition. Offerors are urged to advise the Procurement Officer - as soon as possible - regarding any aspect of this procurement, including any aspect of the Solicitation, that unnecessarily or inappropriately limits full and open competition.

RESPONSIVENESS / IMPROPER OFFERS (AUG 2004) (a) Bid as Specified. Offers for supplies or services other than those specified will not be considered unless authorized by the Solicitation. 

(b) Multiple Offers. Offerors may submit more than one Offer, provided that each Offer has significant differences other than price. Each separate Offer must satisfy all Solicitation requirements. While multiple Offers may be submitted as one document, Offeror is responsible for clearly differentiating between each separate Offer. If this solicitation is a Request for Proposals, each separate Offer must include a separate cost proposal.

(c) Responsiveness. Any Offer which fails to conform to the material requirements of the Solicitation may be rejected as nonresponsive. Offers which impose conditions that modify material requirements of the Solicitation may be rejected. If a fixed price is required, an Offer will be rejected if the total possible cost to the State cannot be determined. Offerors will not be given an opportunity to correct any material nonconformity. Any deficiency resulting from a minor informality may be cured or waived at the sole discretion of the Procurement Officer. [R.19-445.2070 and Section 11-35-1520(13)]

(d) Unbalanced Bidding. The State may reject an Offer as nonresponsive if the prices bid are materially unbalanced between line items or subline items. A bid is materially unbalanced when it is based on prices significantly less than cost for some work and prices which are significantly overstated in relation to cost for other work, and if there is a reasonable doubt that the bid will result in the lowest overall cost to the State even though it may be the low evaluated bid, or if it is so unbalanced as to be tantamount to allowing an advance payment.

RESTRICTIONS APPLICABLE TO OFFERORS (AUG 2004) By submitting an Offer, You agree not to discuss this procurement activity in any way with any Using Governmental Unit or its employees, agents or officials. All communications must be solely with the Procurement Officer. This restriction expires once a contract has been formed and may be lifted by express written permission from the Procurement Officer.

SIGNING YOUR OFFER (AUG 2004) Every Offer must be signed by an individual with actual authority to bind the Offeror. (a) If the Offeror is an individual, the Offer must be signed by that individual. If the Offeror is an individual doing business as a firm, the Offer must be submitted in the firm name, signed by the individual, and state that the individual is doing business as a firm. (b) If the Offeror is a partnership, the Offer must be submitted in the partnership name, followed by the words “by its Partner,” and signed by a general partner. (c) If the Offeror is a corporation, the Offer must be submitted in the corporate name, followed by the signature and title of the person authorized to sign. (d) An Offer may be submitted by a joint venturer involving any combination of individuals, partnerships, or corporations.  If the Offeror is a joint venture, the Offer must be submitted in the name of the Joint Venture and signed by every participant in the joint venture in the manner prescribed in paragraphs (a) through (c) above for each type of participant. (e) If an Offer is signed by an agent, other than as stated in subparagraphs (a) through (d) above, the Offer must state that is has been signed by an Agent. Upon request, Offeror must provide proof of the agent's authorization to bind the principal.

SOLICITATION PROVISIONS INCORPORATED BY REFERENCE (AUG 2002) This solicitation incorporates the following solicitation provision(s) by reference, with the same force and effect as if they were given in full text. The full text of a solicitation provision may be accessed electronically at this/these address(es):  

http://www.procurement.sc.gov .



Bid Acceptance Period (Aug 2004)



Bid In English & Dollars (Aug 2004)



Certification Regarding Debarment And Other Responsibility Matters (Aug 2004)



Drug Free Work Place Certification (Aug 2004)



Ethics Act (Aug 2004)



Rejection/Cancellation (Aug 2004)



State Office Closings (Aug 2004)



Taxpayer Identification Number (Aug 2004)



Withdrawal Or Correction Of Offer (Aug 2004)

SUBMITTING CONFIDENTIAL INFORMATION (August 2002): (An overview is available at www.procurement.sc.gov) For every document Offeror submits in response to or with regard to this solicitation or request, Offeror must separately mark with the word "CONFIDENTIAL" every page, or portion thereof, that Offeror contend contains information that is exempt from public disclosure because it is either (a) a trade secret as defined in Section 30-4-40(a)(1), or (b) privileged and confidential, as that phrase is used in Section 11-35-410. For every document Offeror submits in response to or with regard to this solicitation or request, Offeror must separately mark with the words "TRADE SECRET" every page, or portion thereof, that Offeror contends contains a trade secret as that term is defined by Section 39-8-20 of the Trade Secrets Act. For every document Offeror submits in response to or with regard to this solicitation or request, Offeror must separately mark with the word "PROTECTED" every page, or portion thereof, that Offeror contends is protected by Section 11-35-1810. All markings must be conspicuous; use color, bold, underlining, or some other method in order to conspicuously distinguish the mark from the other text. Do not mark your entire response (bid, proposal, quote, etc.) as confidential, trade secret, or protected! If your response, or any part thereof, is improperly marked as confidential or trade secret or protected, the State may, in its sole discretion, determine it nonresponsive. If only portions of a page are subject to some protection, do not mark the entire page. By submitting a response to this solicitation or request, Offeror (1) agrees to the public disclosure of every page of every document regarding this solicitation or request that was submitted at any time prior to entering into a contract (including, but not limited to, documents contained in a response, documents submitted to clarify a response, and documents submitted during negotiations), unless the page is conspicuously marked "TRADE SECRET" or "CONFIDENTIAL" or "PROTECTED", (2) agrees that any information not marked, as required by these bidding instructions, as a "Trade Secret" is not a trade secret as defined by the Trade Secrets Act, and (3) agrees that, notwithstanding any claims or markings otherwise, any prices, commissions, discounts, or other financial figures used to determine the award, as well as the final contract amount, are subject to public disclosure. In determining whether to release documents, the State will detrimentally rely on Offeror's marking of documents, as required by these bidding instructions, as being either "Confidential" or "Trade Secret" or "PROTECTED". By submitting a response, Offeror agrees to defend, indemnify and hold harmless the State of South Carolina, it’s officers and employees, from every claim, demand, loss, expense, cost, damage or injury, including attorney’s fees, arising out of or resulting from the State withholding information that Offeror marked as "confidential" or "trade secret" or "PROTECTED". (All references to S.C. Code of Laws.)

SUBMITTING YOUR OFFER OR MODIFICATION (AUG 2004) (a) Offers and offer modifications shall be submitted in sealed envelopes or packages (unless submitted by approved electronic means) - (1) Addressed to the office specified in the Solicitation; and (2) Showing the time and date specified for opening, the solicitation number, and the name and address of the bidder. (b) Each Offeror must submit the number of copies indicated on the Cover Page. (c) Offerors using commercial carrier services shall ensure that the Offer is addressed and marked on the outermost envelope or wrapper as prescribed in paragraphs (a)(1) and (2) of this provision when delivered to the office specified in the Solicitation. (d) Facsimile Offers, modifications, or withdrawals, will not be considered unless authorized by the Solicitation. (e) Offers submitted by electronic commerce shall be considered only if the electronic commerce method was specifically stipulated or permitted by the solicitation.

TAX CREDIT FOR SUBCONTRACTING WITH MINORITY FIRMS (AUG 2004) Pursuant to Section 12-6-3350, taxpayers, who utilize certified minority subcontractors, may take a tax credit equal to 4% of the payments they make to said subcontractors. The payments claimed must be based on work performed directly for a South Carolina state contract. The credit is capped at $25,000 per year or the total tax liability; whichever is lesser. The taxpayer is eligible to claim the credit for 6 consecutive taxable years beginning with the taxable year in which the credit is first claimed. There is no carry forward of unused credits. The credit may be claimed on Form TC-2, "Minority Business Credit." A copy of the subcontractor's certificate from the Governor's Office of Small and Minority Business (OSMBA) is to be attached to the contractor's income tax return. Taxpayers must maintain evidence of work performed for a State contract by the minority subcontractor. Questions regarding the tax credit and how to file are to be referred to: SC Department of Revenue, Research and Review, Phone: (803) 898-5786, Fax: (803) 898-5888. The subcontractor must be certified as to the criteria of a "Minority Firm" by the Governor's Office of Small and Minority Business Assistance (OSMBA). Certificates are issued to subcontractors upon successful completion of the certification process. Questions regarding subcontractor certification are to be referred to: Governor's Office of Small and Minority Business Assistance, Phone: (803) 734-0657, Fax: (803) 734-2498. Reference: SC §11-35-5010 - Definition for Minority Subcontractor & SC §11-35-5230 (B) - Regulations for Negotiating with State Minority Firms.

III.
Scope of Work / Specifications


May be blank if Bidding Schedule / Cost Proposal attached

Specifications

The attached detailed specifications must be complied with in providing the services identified herein. (TCP701)

IV.
Information for Offerors to Submit

             Please see section “V” and attachment “D”
V.
Qualifications

1. ALL BIDDERS ARE REQUIRED TO HAVE BEEN IN THE BUSINESS OF PROVIDING TEMPORARY PERSONNEL SERVICES AND MUST HAVE BEEN LOCATED WITHIN TWENTY-FIVE (25) MILES OF THE AREA/LOCATION TO BE SERVICED FOR A MINIMUM OF ONE (1) YEAR.  BIDDERS WHO HAVE NOT BEEN IN BUSINESS AND HAVE NOT BEEN LOCATED WITHIN TWENTY-FIVE (25) MILES OF THE SERVICE LOCATIONS FOR A MINIMUM OF ONE (1) YEAR WILL BE DEEMED NON-RESPONSIVE AND WILL NOT BE CONSIDERED FOR AWARD.

ALL BIDDERS MUST HAVE THE FOLLOWING QUALIFICATIONS AND SUBMIT CORROBORATING PROOF AS SPECIFIED:
QUALIFICATION:
1. A FULL-SERVICE OFFICE PROVIDING TEMPORARY PERSONNEL SERVICES IN THE LOCATION TO BE SERVICED.  FULL-SERVICE SHALL MEAN AND:
PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:

· STATEMENT BY AN AUTHORIZED PERSON STATING BUSINESS HOURS OF 8:00 AM AND 5:00 PM, MONDAY THROUGH FRIDAY (MINIMUM) WITH STAFF CAPABLE OF HANDLING INQUIRIES/ORDERS ON LOCATION DURING THOSE BUSINESS HOURS (INCLUDING THE LUNCH HOUR);

· STATEMENT BY AN AUTHORIZED PERSON STATING SIGNAGE SUFFICIENT ENOUGH TO ENABLE INDIVIDUALS TO LOCATE THE BUSINESS OFFICE AND

· PHOTOCOPY OF THE LISTING OF THE BUSINESS OFFICE ADDRESS AND TELEPHONE NUMBER IN THE AREA PHONEBOOK'S WHITE AND/OR YELLOW PAGES.

QUALIFICATION: 

A. BEEN IN THE BUSINESS OF PROVIDING TEMPORARY PERSONNEL SERVICES IN THE AREA/LOCATION TO BE SERVICED FOR A MINIMUM OF ONE (1) YEAR
PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:

· PHOTOCOPY(S) OF BUSINESS LICENSES/PERMITS;

· PHOTOCOPY(S) OF LEASE/RENTAL RECEIPTS AND

· PHOTOCOPY(S) OF PHONE/UTILITY BILLS.

QUALIFICATION:
B. BEEN IN THE BUSINESS OF PROVIDING TEMPORARY PERSONNEL SERVICES FOR A MINIMUM OF ONE (1) YEAR.
PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:

· PHOTOCOPY(S) 0F FINANCIAL STATEMENTS (CONSIDERED CONFIDENTIAL) OR A LETTER ISSUED BY A FINANCIAL INSTITUTION OR A CERTIFIED PUBLIC ACCOUNTANT ATTESTING TO THE FINANCIAL SOLVENCY OF THE VENDOR BIDDING AND THEIR ABILITY TO FLOAT PAYROLLS UP TO SIXTY (60) DAYS AND

· PROOF OF REGISTRATION WITH THE SOUTH CAROLINA SECRETARY OF STATE.

QUALIFICATION:

2. BIDDERS ARE REQUIRED TO HAVE PLACED A MINIMUM OF ONE HUNDRED (100) TEMPORARY WORKERS IN THE AREA/LOCATION THEY WILL SERVICE OVER THE LAST SIX (6) MONTHS.

PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:

· STATEMENT BY AN AUTHORIZED PERSON ATTESTING TO THAT QUALIFICATION FACT .

QUALIFICATION:
3. BIDDERS PROVIDING WHITE COLLAR WORKERS ARE REQUIRED TO HAVE AVAILABLE TESTING AND TRAINING SERVICES TO IMPROVE EXISTING SKILLS OF CURRENT STAFF AND/OR MEASURE SKILLS OF POTENTIAL NEW HIRES.  TESTING SERVICES MUST MEASURE, AT A MINIMUM, SPEED, ACCURACY AND PROFICIENCY. AN ON-SITE VISITATION BY THE MATERIALS MANAGEMENT OFFICE IS POSSIBLE FOR VERIFICATION OF THIS QUALIFICATION.

PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:
· COPIES OF TRAINING/TESTING MANUALS/PROCEDURES. 

4. TRAINING SERVICES PROVIDED BY THE BIDDER MUST TEACH PROFICIENT USE OF BASIC FUNCTIONS AND CURRENT SKILLS BRUSH-UP.

5. BIDDERS PROVIDING BLUE COLLAR WORKERS WILL PROVIDE AN ON-SITE COORDINATOR WHO IS A FULL TIME EMPLOYEE OF THE CONTRACT PROVIDER WHEN A JOB REQUIRES TEN (10) OR MORE TEMPORARY WORKERS.  THIS COORDINATOR WILL BE RESPONSIBLE FOR INSURING THAT THE REQUESTED NUMBER OF TEMPORARIES ARE PRESENT AND THAT ALL WORKING CONDITIONS ARE ACCEPTABLE.

6. ADVERTISMENTS AND INFORMATION GIVEN TO TEMPORARY WORKERS BY THE CONTRACT PROVIDER MUST ACCURATELY DESCRIBE THE POSITION AND THE BENEFITS IN WRITING.

7. APPLICANTS MAY GET COPIES FROM THE CONTRACT PROVIDER OF ALL DOCUMENTS THEY SIGN, IF REQUESTED.

8. THE CONTRACT PROVIDER MUST OFFER GROUP RATE HEALTH INSURANCE COVERAGE AND MUST DISCLOSE ALL ELIGIBILILTY AND PREMIUM REQUIREMENTS, IF REQUESTED.

9. THE STATE RESERVES THE RIGHT TO REQUEST ADDITIONAL INFORMATION IN DETERMINING WHETHER THE STATE STANDARDS OF RESPONSIBILITY HAVE BEEN MET.  THE PROSPECTIVE CONTRACT PROVIDER SHALL SUPPLY INFORMATION REQUESTED BY THIS OFFICE CONCERNING THEIR RESPONSIBILITY.  IF SUCH CONTRACT PROVIDER FAILS TO SUPPLY THE REQUESTED INFORMATION, THIS OFFICE SHALL BASE THE DETERMINATION OF RESPONSIBILITY UPON ANY AVAILABLE DATA OR MAY FIND THE PROSPECTIVE CONTRACT PROVIDER NON-RESPONSIBLE IF SUCH FAILURE IS UNREASONABLE.

10. AT ALL TIMES DURING THE TERM OF THIS AGREEMENT, THE CONTRACT PROVIDER SHALL MAINTAIN EMPLOYMENT PRACTICES LIABILITY INSURANCE WITH MINIMUM COVERAGE OF $1,000,000.00 PER CLAIM AND $1,000,000.00 AGGRREGRATE.  THE CERTIFICATE EVIDENCING THIS INSURANCE (A) SHALL REFLECT THAT ANY CANCELLATION NOT BE EFFECTIVE UNTIL 30 DAYS AFTER THE INSURER GIVES WRITTEN NOTICE TO THE MATERIALS MANAGEMENT OFFICE, (B) SHALL BE ISSUED BY INSURANCE COMPANIES WITH A BEST RATING OF A- OR BETTER AND (C) SHALL NAME THE STATE OF SOUTH CAROLINA AS THE CERTIFICATE HOLDER.  THE CONTRACT PROVIDER SHALL NOT BEGIN PERFORMANCE OF ITS OBLIGATIONS UNDER THIS AGREEMENT UNTIL THE CONTRACT PROVIDER HAS OBTAINED ALL REQUIRED INSURANCE.

PROOF SHALL BE PROVIDED BY SUBMITTAL OF THE FOLLOWING WITH BID:

· CERTIFICATE OF INSURANCE EVIDENCING THE REQUIRED COVERAGE. (AN ACCEPTABLE EXAMPLE OF THE REQUIRED EVIDENCE ATTACHED)
VI.
Award Criteria

Evaluation/Award

Due to the complexity of this bid, the time frame for award of a contract may exceed fourteen (14) days. (TCP067)

Award will be made to all responsive and responsible bidders to the State’s request for competitive fixed price bidding. The minimum pay rates per hours for each job position are listed on Attachment “C”.  A 35% maximum mark-up on white collar positions and a 40% maximum mark-up on blue collar positions will be permitted on each position for the fixed price allowed under this contract as shown.

Contract providers must be able to service every job position within their particular area/location.  Failure to honor this provision on every job position within the area/location will be grounds for rejection of that bid and/or termination of contract.

During the term of this contract, the State may add additional contractors quarterly to the approved provider list upon verification of the contractor’s qualifications as mandated herein by the State.
VII.
Terms and Conditions


A.
Special 

SPECIAL CONTRACT CLAUSES
Bidding Condition of Price

Bid price must be fixed for the initial contract period, except the State shall be advised of, and receive the benefit of, any price decrease.  The contractor must agree to provide written price reduction information within ten (10) days of its effective date.  (TCC011)


Insurance Requirements

Certificate of insurance evidencing the required Employment Practices Liability Insurance coverage must be provided with the bid response.  Failure to provide this evidence will be considered as though no EPLI coverage is in force and will result in rejection of the bid.  Also, all other liability insurances as specified herein must be maintained during the entire term of the contract.   (TCC200)

Indemnification

The State of South Carolina, it's officers, agents, and employees shall be held harmless from liability from any claims, damages and actions of any nature arising from the use of any materials furnished by the contractor, provided that such liability is not attributable to negligence on the part of the using agency or failure of the using agency to use the materials in the manner outlined by the contractor in descriptive literature or specifications submitted with the contractor's bid.  (TCC051)


Service

All bidders are required to have an adequate service organization with local service representative for the geographical area for which the bid is applicable.  The service representative should be employed by the bidder or designated by him as his authorized representative on a full time basis and not as a subcontractor.  (TCC091)


Term/Option to Extend:

Initial contract period: from 01/01/2005 to 12/31/2005.  
A resulting contract will automatically extend on each anniversary date unless either party elects not to extend the contract.  Extensions may be less than, but will not exceed 4 additional one (1) year periods.  If contractor elects not to extend on the anniversary date, the contractor must notify the Materials Management Office of its intention in writing ninety (90) days prior to the anniversary date.


Contract Usage Report

Successful contractor(s) will be required to file a contract usage report quarterly identifying contract number, item description, sales volume (quantity) by paying agency, and total sales.  The contract usage report will be required within 15 days after the end of each quarter and an annual summary report within 15 days after the contract's anniversary or expiration date.  These reports will be submitted to the Materials Management Office, Attention: Contracts Administration, 1201 Main Street, Suite 600, Columbia, S.C., 29201 Note: failure to comply with this provision may subject this contract to termination for cause.  (TCC121)

CONTRACT REQUIREMENTS/CONDITIONS
WHEN USING A PRIVATE CONTRACT PROVIDER, AGENCIES WILL CONTACT A PROVIDER QUALIFIED TO SERVICE THEIR AREA/LOCATION TO FILL THE AGENCY'S NEED FOR TEMPORARY LABOR FOR THE CLASSIFICATION/POSITION DESIRED.  IF THE PROVIDER IS NOT ABLE TO FILL THAT NEED (MUST BE DOCUMENTED AS TO THEIR INABILITY), THE AGENCY WILL REFER TO ANOTHER QUALIFIED PROVIDER FOR SERVICE.  THIS PROCEDURE WILL BE UTILIZED FOR EACH CLASSIFICATION/POSITION NEEDED.  AGENCIES ARE NOT REQUIRED TO USE ONLY PRIVATE CONTRACT PROVIDERS WHEN SEEKING TEMPORARY HELP.

AGENCIES MAY REQUEST INTERVIEWS OF POTENTIAL NEW WORKERS.  THESE INTERVIEWS WILL BE AT THE CONTRACT PROVIDER'S EXPENSE.  INTERVIEW WILL BE NO LONGER THAN ONE (1) HOUR IN DURATION.

AGENCIES MAY REQUEST THAT A TEMPORARY BE PAID A HIGHER WAGE THAN LISTED IN THE BID (MINIMUM PAY RATE).  IF AN AGENCY REQUESTS A HIGHER WAGE BE PAID, THE CONTRACT PROVIDER WILL INVOICE UTILIZING THE REQUESTED WAGE PLUS THEIR MARK-UP AS BID.

FOR CLASSIFICATIONS/POSITIONS NEEDED AND NOT DEFINED IN THIS BID (ATTACHMENT "B")(PAGES 16-25), THE AGENCY WILL PROCURE FOR THAT NEED IN ACCORDANCE WITH THE SOUTH CAROLINA PROCUREMENT CODE.  NEW JOB CLASSIFICATIONS/DESCRIPTIONS MAY NOT BE ADDED TO THE CONTRACT BY THE CONTRACT PROVIDER OR AGENCY.
IT IS UNDERSTOOD AND AGREED THAT ANY PERSONNEL ASSIGNED TO AN AGENCY IS AN EMPLOYEE OF THE PRIVATE EMPLOYMENT CONTRACT PROVIDER AND ALL WAGES, VACATION/HOLIDAY PAY, INSURANCE AND TAXES RELATING TO THEIR EMPLOYMENT IS THE RESPONSIBILITY OF THE CONTRACT PROVIDER.

THE MATERIALS MANAGEMENT OFFICE RESERVES THE RIGHT TO TERMINATE ANY CONTRACT WHERE THE CONTRACT PROVIDER IS UNABLE TO MEET PAYROLL DEMANDS OR WHERE PAYROLL CHECKS ARE RETURNED DUE TO "INSUFFICIENT FUNDS".
THE CONTRACT PROVIDER(S) WILL MAINTAIN, THROUGHOUT THE PERFORMANCE OF ITS OBLIGATIONS UNDER THIS AGREEMENT(S), A POLICY OR POLICIES OF WORKERS' COMPENSATION INSURANCE WITH SUCH LIMITS AS MAY BE REQUIRED BY LAW AND A POLICY OR POLICIES OF GENERAL LIABILITY INSURANCE INSURING AGAINST LIABILITY FOR INJURY TO, OR DEATH OF, PERSONS AND DAMAGE TO, OR DESTRUCTION OF, PROPERTY ARISING OUT OF OR BASED UPON ANY ACT OR OMISSION OF THE CONTRACT PROVIDER OR ANY OF ITS SUBCONTRACTORS OR THEIR RESPECTIVE OFFICERS, DIRECTORS, EMPLOYEES OR AGENTS.  SUCH GENERAL LIABILITY INSURANCE SHALL HAVE LIMITS SUFFICIENT TO COVER ANY LOSS OR POTENTIAL LOSS RESULTING FROM THIS CONTRACT.  THE REQUIUREMENT OF WORKERS' COMPENSATION INSURANCE SHALL NOT BE CIRCUMVENTED BY USE OF A STAFF LEASING SERVICES COMPANY.IN ADDITION, THE CONTRACT PROVIDER SHALL INDEMNIFY AND SAVE HARMLESS THE STATE OF SOUTH CAROLINA FROM ANY LIABILITY ARISING OUT OF THE CONTRACTOR'S UNTIMELY FAILURE IN SECURING ADEQUATE INSURANCE COVERAGE AS PRESCRIBED HEREIN.  ALL SUCH COVERAGES SHALL REMAIN IN FULL FORCE AND EFFECT DURING THE ENTIRE TERM OF THE CONTRACT.

SCREENING OF TEMPORARY PERSONNEL WILL BE ACCOMPLISHED TO INSURE PERFORMANCE OF REQUIRED FUNCTIONS PERTAINING TO SPECIFIC CLASSIFICATIONS/POSITIONS.

CONTRACT PROVIDERS MUST OFFER TIMELY FOLLOW-UP SERVICE TO INSURE SATISFACTORY PERFORMANCE OF ALL WORKERS.  ANY TEMPORARY WORKER FOUND TO BE UNSATISFACTORY WITHIN FORTY-EIGHT (48) HOURS OF PLACEMENT WILL BE REPLACED AT NO EXPENSE TO THE PARTICULAR AGENCY.

INVOICING SHALL BE ACCOMPLISHED IN ACCORDANCE WITH THE STANDARD PROCEDURES OF THE INDIVIDUAL CONTRACT PROVIDERS.  PAYMENT TERMS WILL BE NET THIRTY (30) WORKING DAYS.

IF AN AGENCY PLANS TO HIRE A TEMPORARY WORKER AS A STATE EMPLOYEE, THE AGENCY WILL KEEP THE TEMPORARY WORKER PLACED BY THE CONTRACT PROVIDER ON THE PROVIDER'S PAYROLL FOR A MINIMUM OF THIRTY (30) CALENDAR DAYS PRIOR TO HIRING THE TEMPORARY WORKER AS A STATE EMPLOYEE, UNLESS THE CONTRACT PROVIDER AND AGENCY AGREE OTHERWISE.

AGENCIES WILL UTILIZE TEMPORARY WORKERS A MINIMUM OF FOUR (4) HOURS PER ASSIGNMENT.  ANY HOURS WORKED OVER FORTY (40) HOURS WITHIN ONE (1) WEEK WILL BE CONSIDERED OVERTIME.

CONTRACT PROVIDERS WILL SUPPLY TEMPORARY LABOR AT THE FIXED RATES LISTED HEREIN TO AGENCIES LOCATED WITHIN TWENTY-FIVE (25) MILES OF THE AREA/LOCATION CENTER.  IN CASES OF DISPUTE, THE MATERIALS MANAGEMENT OFFICE WILL MAKE THE FINAL DECISION.

BOTH THE AGENCY AND THE CONTRACT PROVIDER WILL HAVE THE RIGHT TO REFUSE TO REHIRE FORMER EWORKERS WHO ARE CONSIDERED UNSUITABLE.  THE CONTRACT PROVIDER WILL BE RESPONSIBLE FOR ANY TRAFFIC CITATION THAT A DRIVER RECEIVES WHILE DRIVING AN AGENCY VEHICLE.

IN COMPLIANCE WITH THE POLICIES OF SOME AGENCIES, SOME POSITIONS MAY REQUIRE A CRIMINAL BACKGROUND CHECK AND/OR DRUG SCREENING.  BACKGROUND CHECKS AND DRUG TESTING WILL BE PERFORMED BY THE AGENCY UNLESS THE AGENCY SPECIFICALLY REQUESTS THE CONTRACT PROVIDER TO PERFORM THE SAME.  THE PRICES FOR BACKGROUND CHECKS/DRUG SCREENING WILL BE QUOTED AND NEGOTIATED AT THAT TIME.

CONTRACT PROVIDER WILL PROVIDE ONE (1) WEEK (40 HOURS) OF VACATION PAY AT THE TEMPORARY WORKERS CURRENT RATE ONCE THE WORKER HAS COMPLETED 1,500 HOURS OF WORK AT A STATE AGENCY OR LOCAL PUBLIC PROCUREMENT UNIT. CONTRACT PROVIDER WILL PROVIDE, ONCE A WORKER HAS COMPLETED 480 HOURS OF WORK AT A STATE AGENCY OR LOCAL PUBLIC PROCUREMENT UNIT, THE FOLLOWING SIX (6) PAID HOLIDAYS PER YEAR: NEW YEAR'S DAY, MEMORIAL DAY, INDEPENDENCE DAY, LABOR DAY, THANKSGIVING DAY AND CHRISTMAS DAY.  WORKERS MUST WORK THEIR SCHEDULED DAY BEFORE AND SCHEDULED DAY AFTER THE HOLIDAY TO RECEIVE THE HOLIDAY PAY.

Amendment #1

NOTE: The following are changes that will affect Solicitation # 05-S6728

Deadline for questions is extended until 11-08-2004

Add the following Admin Fee clause:
	Fee For Administrative Services – Receipts (August 2004): As provided herein, a public procurement unit, by participating in this contract, owes the Materials Management Office (MMO) a Fee for administrative services. A public procurement unit shall pay the Fee directly to Contractor as a part of the contract price. Contractor is responsible for collecting this Fee from participating public procurement units (state and local) and paying the Fee to MMO. The price stated in any offeror's bid or proposal shall include all amounts necessary for Contractor to meet this obligation. Contractor shall factor the Fee into its contract pricing and shall not separately itemize or invoice for the Fee.

(a)  For each Payment Period, Contractor shall pay to MMO a Fee equal to 1% of the total dollar amount (excluding sales taxes & adjusted for credits or refunds) received from any public procurement unit by Contractor pursuant to this Agreement.  As used in this clause, the term "Payment Period" means each full calendar quarter (Jan. – Mar., Apr. – Jun., Jul. – Sep., and Oct. – Dec.) and any periods less than a full calendar quarter during the term of this Agreement.  Payment for each Payment Period must be received on or before the last day of the month immediately following the end of the Payment Period (Example: Payment for the quarterly "Payment Period" of Jan. - Mar. 2004 is due on or before April 30, 2004).  Payments are to be mailed to:  Materials Management Office, Attn: Contract Admin. Fee, 1201 Main Street, Suite 600, Columbia, S.C., 29201.  Payments shall be made to the order of the Materials Management Office. If the amount due for a Payment Period is less than $10.00, no payment is required.

(b)  Contractor shall submit a Usage Report for each Payment Period, even if no payment is due for the Payment Period. The Usage Report shall include any information requested by MMO to verify the amount due. At a minimum, each Usage Report shall reflect the following information for the applicable Payment Period: contractor's name, contract number, contract description, Payment Period / quarter, Total Dollar Value of Invoice Payments Received (excluding sales taxes and showing any adjustments for credits or refunds), Total Number of Units (if practicable) , and the number, date, and amount of Contractor's check to MMO.  The MMO procurement officer may require the Contractor to provide a separate, more detailed usage report.  Should this be necessary, the procurement officer will work directly with the contractor to determine the appropriate content and format of the separate report.  Separate reports may be required on a quarterly basis.

(c)  During the term of this Agreement and for a period of three years thereafter, MMO, its auditors, or other authorized representatives shall be afforded access at reasonable times to Contractor's accounting records in order to audit all records relating to goods sold or work performed pursuant to this Agreement.  If such an audit indicates that Contractor has materially underpaid MMO, then Contractor shall remit the underpayment and reimburse MMO for all costs of the audit.

(d)  All amounts that become payable by the Contractor to MMO under this Agreement shall bear simple interest from the date due until paid unless paid within 30 calendar days of becoming due. The interest rate shall be the highest prime rate (as published in The Wall Street Journal) plus 2% per annum (unless a higher rate is provided by law, but in no event be greater than the maximum interest rate permitted by law), shall be variable, and shall be adjusted effective at the close of business on the day of any change in the prime rate.

(e)  In the event the Contractor fails to make any payment when due, Contractor shall be liable to MMO for all expenses, court costs, and attorneys' fees (including inside counsel) incurred in enforcing the terms and conditions of this Agreement.

(f)  Failure to pay any amount due pursuant to this clause may result in the Contractor's debarment pursuant to Section 11-35-4220 of the South Carolina Code of Laws, as amended.

(g)  For purposes of this clause, MMO is intended as a third-party beneficiary of this Agreement. The phrase "public procurement unit" is defined by Section 11-35-4610(5) of the South Carolina Code of Laws, as amended.

NOTICE: The administrative fee created by this clause is calculated against receipts. After a contract has been awarded, contractor may elect to calculate the administrative fee against sales. To effect this election, a change order must be executed. The change order will substitute a different administrative fee clause for this one. The alternate clause is available for review upon request and may be found at www.fill-in-the-blank.com. Any election must be made within thirty (30) days of final award. If you wish to make this election, contact the procurement officer identified on the cover page of this solicitation.




ACKNOWLEDGE RECEIPT OF THIS AMENDMENT PRIOR TO DATE AND TIME SPECIFIED IN THE SOLICITATION, OR AS AMENDED, BY ONE OF THE FOLLOWING METHODS:  (A) BY SIGNING AND RETURNING ONE COPY OF THIS AMENDMENT WITH YOUR BID; (B) BY ACKNOWLEDGING RECEIPT OF THIS AMENDMENT ON EACH COPY OF THE OFFER SUBMITTED; OR (C) BY SEPARATE LETTER OR TELE-GRAM WHICH INCLUDES A REFERENCE TO THE SOLICITATION AND AMENDMENT NUMBER(S).  FAILURE OF YOUR ACKNOWLEDGEMENT TO BE RECEIVED AT THE ISSUING OFFICE PRIOR TO DATE AND TIME SPECIFIED MAY RESULT IN REJECTION OF YOUR OFFER.  IF, BY VIRTUE OF THIS AMENDMENT YOU DESIRE TO CHANGE AN OFFER ALREADY SUBMITTED, SUCH CHANGE MAY BE MADE BY LETTER OR TELEGRAM, PROVIDED SUCH LETTER OR TELEGRAM MAKES REFERENCE TO THE SOLICITATION AND THIS AMENDMENT AND IS RECEIVED PRIOR TO DATE AND TIME SPECIFIED.

All other terms and clauses are not effected by this amendment.  Amendment #1
VII.
Terms and Conditions


B.
General

Unless otherwise specified, all deliveries shall be made to the following address:  (Statewide Term Contract) various state agencies and political subdivisions within the State, as specified on the applicable purchase order.

IMPORTANT TAX NOTICE - NONRESIDENTS ONLY
Withholding Requirements for Payments to Nonresidents: Section 12-8-550 of the South Carolina Code of Laws requires persons hiring or contracting with a nonresident conducting a business or performing personal services of a temporary nature within South Carolina to withhold 2% of each payment made to the nonresident. The withholding requirement does not apply to (1) payments on purchase orders for tangible personal property when the payments are not accompanied by services to be performed in South Carolina, (2) nonresidents who are not conducting business in South Carolina, (3) nonresidents for contracts that do not exceed $10,000 in a calendar year, or (4) payments to a nonresident who (a) registers with either the S.C. Department of Revenue or the S.C. Secretary of State and (b) submits a Nonresident Taxpayer Registration Affidavit - Income Tax Withholding, Form I-312 to the person letting the contract.

The withholding requirement applies to every governmental entity that uses a contract ("Using Entity"). Nonresidents should submit a separate copy of the Nonresident Taxpayer Registration Affidavit - Income Tax Withholding, Form I-312 to every Using Entity that makes payment to the nonresident pursuant to this solicitation. Once submitted, an affidavit is valid for all contracts between the nonresident and the Using Entity, unless the Using Entity receives notice from the Department of Revenue that the exemption from withholding has been revoked.

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

Section 12-8-540 requires persons making payment to a nonresident taxpayer of rentals or royalties at a rate of $1,200.00 or more a year for the use of or for the privilege of using property in South Carolina to withhold 7% of the total of each payment made to a nonresident taxpayer who is not a corporation and 5% if the payment is made to a corporation. Contact the Department of Revenue for any applicable exceptions.

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

For information about other withholding requirements (e.g., employee withholding), contact the Withholding Section at the South Carolina Department of Revenue at 803-898-5383 or visit the Department’s website at www.sctax.org.

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

This notice is for informational purposes only. This agency does not administer and has no authority over tax issues. All registration questions should be directed to the License and Registration Section at 803-898-5872 or to the South Carolina Department of Revenue, Registration Unit, Columbia, S.C. 29214-0140. All withholding questions should be directed to the Withholding Section at 803-898-5383. 

[image: image2.png]STATE OF SOUTH CAROLINA

DEPARTMENT OF REVENUE |_31 2
NONRESIDENT TAXPAYER
REGISTRATION AFFIDAVIT (Rev. 6/26/01)
INCOME TAX WITHHOLDING 3923

The undersigned nonresident taxpayer on oath, being first duly sworn, hereby cetrtifies as follows:

1. Name of Nonresident Taxpayer:

2. Trade Name, if applicable (Doing Business As):

w

. Mailing Address:

4. Federal ldentification Number:

5. Hiring or Contracting with:
Name:

Address:

Receiving Rentals or Royalties From:
Name:

Address:

Beneficiary of Trusts and Estates:
Name:

Address:

6. | hereby certify that the above named nonresident taxpayer is currently registered with (check the appropriate box):
[l The South Carolina Secretary of State or
[ The South Carolina Department of Revenue
Date of Registration:

7. | understand that by this registration, the above named nonresident taxpayer has agreed to be subject to the
jurisdiction of the South Carolina Department of Revenue and the courts of South Carolina to determine its South
Carolina tax liability, including estimated taxes, together with any related interest and penalties.

8. | understand the South Carolina Department of Revenue may revoke the withholding exemption granted under Code
Sections 12-8-540 (rentals), 12-8-550 (temporarily doing business or professional services in South Carolina), and
12-8-570 (distributions to nonresident beneficiary by trusts or estates) at any time it determines that the above named

nonresident taxpayer is not cooperating with the Department in the determination of its correct South Carolina tax
liability.

The undersigned understands that any false statement contained herein could be punished by fine, imprisonment or
both.

Recognizing that | am subject to the criminal penalties under Code Section 12-54-44 (B) (6) (a) (i), | declare that | have
examined this affidavit and to the best of my knowledge and belief, it is true, correct and complete.

(Seal)

Signature of Nonresident Taxpayer (Owner, Partner or Corporate Officer, when relevant) Date

If Corporate officer state title:

(Name - Please Print)




VIII.
Bidding Schedule / Cost Proposal

	Agency Req.:  99000630

	Item
	Commodity / Service
	Quantity
	Unit Of Measure
	Unit Price
	Extended Price

	1
	9613010100
	
	Percent
	SEE ATTACHMENT “D”
	SEE ATTACHMENT “D”

	Description: Statewide Temporary Personnel Services





AWARD WILL BE MADE TO ALL RESPONSIVE AND RESPONSIBLE BIDDERS TO THE STATE'S REQUEST FOR COMPETITIVE FIXED PRICE BIDDING.  THE MINIMUM PAY RATES PER HOUR FOR EACH POSITION ARE LISTED ON ATTACHMENT "C" (PAGE 26).  A 35% MAXIMUM MARK-UP ON WHITE COLLAR POSITIONS AND A 40% MAXIMUM MARK-UP ON BLUE COLLAR POSITIONS WILL BE PERMITTED ON EACH POSITION FOR THE FIXED PRICE RATE ALLOWED UNDER THIS CONTRACT AS SHOWN.

IX.
Attachments to Solicitation

ATTACHMENT "A"

TEMPORARY EMPLOYMENT SERVICES

LOCATIONS/AREAS

AIKEN

ANDERSON

CHARLESTON

COLUMBIA

CONWAY/MYRTLE BEACH

FLORENCE

GREENVILLE

GREENWOOD

ORANGEBURG

ROCK HILL

SENECA

SPARTANBURG

SUMTER

NOTE: DO NOT DEVIATE FROM THE THIRTEEN (13) LOCATIONS/AREAS LISTED ABOVE.  ALL BIDDERS ARE REQUIRED TO HAVE BEEN IN THE BUSINESS OF PROVIDING TEMPORARY PERSONNEL SERVICES AND MUST HAVE BEEN LOCATED WITHIN TWENTY-FIVE (25) MILES OF THE AREA/LOCATION TO BE SERVICED FOR A MINIMUM OF ONE (1) YEAR.  (THE TWENTY-FIVE (25) MILES SHALL BE CONSTRUED AS MEASURED FROM THE CENTER OF THE LOCATION/AREA TO BE SERVICED).

ATTACHMENT "B"
TEMPORARY PERSONNEL SERVICES

POSITIONS AND JOB DESCRIPTIONS

	GENERAL FILE CLERK

DUTIES:
*Checks, analyzes, and classifies, alphabetizes

materials, conducts limited research when 

necessary.

*Makes simple postings to various

departmental records.

*Indexes and records information.

*Files information in established files and

removes files upon request and matches with 

reports, correspondence, etc.

*Receives classifies, and routes incoming mail.

*Stuffs envelopes.

*Operates standard office equipment requiring

little or no previous training.

*Issues licenses, permits, or other documents

in accordance with departmental rules and 

regulations.

*Prepares reports involving tabulations

or posted data and simple arithmetic

calculations.

*Receives and issues receipts for payment

for licenses, permits, etc.

*Conducts limited research of records

for information relating to taxes, titles,

judgments, verifications or locations of

other records or information.

*Micro films records.

*May require specialized terminology such

as legal, medical, etc.
	CLERK TYPIST I

DUTIES:
*Performs routine duties outlined in General

File Clerk position.

*Operational knowledge of simple office

machines, including electric/electronic

typewriter.

*Types routine correspondence, purchase

orders, administrative forms and reports from

copy or draft.

*Posts routine data to various departmental

forms.

*Proofreads typed materials for grammatical

and spelling errors.

*Minimum typing skills 35-50 wpm net.

*Proficient at typing specialized terminology

such as legal, medical, etc.

*Acts as backup to Receiptionist.

CLERK TYPIST II

DUTIES:

*Performs routines duties outlined in Clerk

Typist I.

*Composes non-technical correspondence.

*Types and proofreads statistical and financial

reports, manuscripts, and manuals.

*Compiles, prepares, and processes

administrative report forms.




	*Functions independently for extended periods

of time.

*Organizes assigned work to meet established

deadlines.

*Receives and resolves, or refers citizen

complaints.

*Minimum typing skills 50-60 wpm net.

*Proficient in specialized terminology such as

legal, medical, etc.

*Serves as assistant to Secretary, attends

meetings in absence of Secretary, maintains

attendance records and notes of meetings.

*Maintains daily log of project work hours.

*Coordinates some office functions with other

departments.

SECRETARY I

DUTIES:

*Takes and transcribes dictation from

electronic dictating equipment.

*Opens, dates, and routes mail according to

instructions concerning destination.

*Prepares correspondence, reports or other

materials as assigned.

*Arranges for meetings and conferences and

take notes.

*Maintains control files for matters in progress

and follow-up such as appointments, tickler

files, itineraries, telephone logs, etc.

*Receives and screens office visitors and

telephone calls.

*Receives and resolves, or refers citizen

complaints.
	*Maintains organizational files and records.

*Coordinates some office functions with other

departments.

*Supervises subordinate clerical personnel.

*Typing skills 50+ wpm net.

*Composes semi-technical correspondence of

average difficulty.

*Excellent interpersonal skills; ability to work

with wide range of people.  Exhibits poise and

self-confidence under pressure.

SECRETARY II

DUTIES:

*Performs routine duties outlined in Secretary I

position.

*Performs general office management duties.

*Composes and prepares routine correspondence

for signature.

*Organizes, develops and implements 

procedures for recording and filing various

administrative forms and reports.

*Secures factual information from files, records

and publications.

*Compiles information into standardized

reports.

*Independently prepares recurring reports for

signature.

*Answers telephone, provides information and

receives information concerning matters 

relating to the employing agency.

*Sends acknowledgments or selects form

letters in response to inquiries in accordance

with standard instructions.


	*Maintains a calendar for the Supervisor.

*Establishes and maintains a variety of files

and records.

*Assigns work to subordinate clerical

employees.

*Attends meetings and conferences to furnish

information and take notes.

*Minimum typing skills 55+ wpm net.

*Prepares legal documents including warrants,

complaints, summons, indictments, and papers

for filing and serving.

*Takes part in training and/or orientation of

new employees.

*Exhibits poise and self-confidence under

pressure; excellent interpersonal skills;

adept with public.

*Performs other duties as assigned.

RECEPTIONIST

DUTIES:

*Operates small telephone system.

*Answers telephone and routes calls promptly.

*Greets and directs visitors.

*Operates telecopiers.

*Assists with incoming or outgoing mail or

packages when requested.

*Performs basic clerical tasks.

*Maintains professional appearance,

grooming and dress consistent with desired 

agency image.

*Handles outgoing Federal Express, UPS,

and other special shipments as necessary.
	*Announces visitors, and if more than a one-

minute wait, offers and serves coffee, takes

coats, etc. in keeping with agency procedure.

*Straightens reception area daily; makes coffee.

*Other duties as assigned.

ACCOUNTING CLERK I

DUTIES:

*Ability to use posting, adding, or calculating

machine.

*Maintains or assists in the maintenance

of general ledger or subsidiary records of 

financial transactions.

*Reviews and classifies financial data and

verifies mathematical computations.

*Prepares standard financial reports from

maintained records.

*Maintains records of receipts and obligations.

*Audits and prepares vouchers for payment.

*Examines checks, vouchers, and other

documents for conformance with established

laws and regulations.

*Prepares payroll and wage records and

makes computations to determine additions

or deductions.

*Performs related duties as required.

CASUAL LABOR (LIGHT)

DUTIES:

*Semi-skilled or non-skilled physical light

labor duties under direct supervision.

*May include lifting of less than 35 pounds.




	CASUAL LABOR (HEAVY)

DUTIES:

*Performs manual work with supervision.

*Must be willing to perform sustained work

of a physical nature that includes heavy 

lifting, moving of furniture, etc.

CASHIER

DUTIES:

*Receives cash from customers or employees

in payment for goods or services and records.

*Provides receipts.

*Uses adding machines or cash register.

*Minimum six-months experience or

equivalent education.

DATA ENTRY OPERATOR I

DUTIES:

*Operates one or more of the following types 

of data entry terminals:  keypunch, stand-alone,

key/disk, interactive or intelligent.  Able to

enter, retrieve, edit and store data.

*Keys from simple source documents at 7000

to 10,000 keystrokes.

DATA ENTRY OPERATOR II

DUTIES:

*Operates one or more of the following types

of data entry terminals:  keypunch, stand-alone,

key/disk, interactive or intelligent.  Able to

enter, retrieve, edit and store data.

*Keys from all types of source documents from

simple to complex.

*Keys in excess of 10,000 keystrokes.


	WORDPROCESSOR I

DUTIES:

*Performs a range of simple and/or routine

word processing jobs utilizing sophisticated,

modern word processing equipment.

*Records work produced in daily log book to

enable supervisor to make monthly reports.

*Proofreads and corrects drafts grammar,

punctuation, and spelling in order to produce

error-free work.

*Catalogues and files disks and tapes with

instructions for future use; updates existing

records to accommodate changes in material

of files.

*Minimum typing/entry skills 50 wpm net.

*Assigns, prioritizes, and works in absence of

supervisor, as directed.

*Responds to public inquires in a courteous

manner; provides information within scope 

of knowledge or refers to employee of 

higher classification.

WORDPROCESSOR II

DUTIES:

*Duties outlined in position of Wordprocessor I.

*Devises, sets up, records and performs on

power keyboard a variety of dictated or written

material including legal documents, opinions,

repetitive letters, complex, priority and

confidential items, using a variety of dictation

and transcription equipment.

*Requires independent judgement regarding

requested output, machine capability and

operation.

*Minimum typing/entering skills 60 wpm net.

*Takes part in training and/or orientation of

new employees.


	*Exhibits poise and self-confidence under

pressure; excellent interpersonal skills,

adept with people.

STAFF ASSISTANT

DUTIES:

*Performs general office management duties.

*Takes dictation or transcribes from electronic

dictating equipment.

*Supervises subordinate office staff.

*Assists superiors in a variety of administrative

detail manners and supervises office and non-

technical operations.

*Ability to meet and deal effectively with

clients, associates and the general public.

DRIVER

DUTIES:

*Performs driving duties for all vehicles not

exceeding 24,000 lbs.

*Maintains routine records/logs.

*May also be required to perform light or heavy

labor.

*Responsible for checking vehicle fuel and oil.

*Possesses above average inter-personnel skills

for public contact.

SENIOR ACCOUNT CLERK

DUTIES:

*Under general supervision of Controller,

performs general cost accounting, payroll

functions, maintains accounting records and

other related duties in daily administration

of accounting department.
	*Maintains general ledger to include

preparation of journal entries, coding of

invoices, account analysis and reconciliation,

and monthly closing of books.

*Coordinates monthly financial statements to

include preparation of monthly balance sheets,

income statements, reports on changes in

financial position/budget variations.  Prepares

monthly inventory evaluations.  Maintains

related records.

*Prepares or assists with the preparation of

quarterly reports.

*Evaluates subsidiary journals for obvious

errors and omissions and enters corrected

data into General Ledger.  Performs all 

tasks associated with General Ledger, i.e.

enters monthly journal entries, executes

monthly closing entries, executes month

end General Ledger (by cost and by 

natural account).

*Assists outside auditors at year end to include

preparing schedules, invoices; provides

explanations of supporting materials and

procedures.  Prepares any other necessary data.

*Annually, files all appropriate tax forms and

reports with designated agencies.

*Prepares trial balances.

*Performs secretarial functions as needed for

assigned staff members.

*Develops and analyzes spreadsheets.

*Reviews, redesigns and enhances within

departmental guidelines the on-line financial

statements to insure that information reported

properly reflects financial position.

*Maintains records of all financial documents

with appropriate supporting materials.  Updates

records as necessary.


	*Reviews supporting schedules to insure

that agency's accounting practices are

maintained; makes recommendations for

improvement where applicable.

*Recommends, designs and implements

necessary agency controls.

*Reconciles daily cash flow statements and

monitors reconciliation of monthly bank

statements.

*Monitors accounts payable duties such as

verifying all invoices for payment; ensures

expenditures are charged to appropriate accounts.
*Monitors account receivable collection from

individuals and/or institutions; interfaces with 
banks.  Monitors reconciled accounts.

*Monitors performance of bank reconciliation

monthly; verifies deposit; addresses questions and
 problems from banking institutions as needed
*Maintains payroll to include maintenance of

all records; processing paychecks; computation

of Federal and State liability.

*Audits and proofs accounting reports for

clerical and conformance to State procedures.

*Maintains cost system, allocating expenditures

to accounts in accordance with established

procedures.

*Maintains perpetual inventory of supplies

and materials and assists in taking physical

inventory.

*Requires the following abilities:

-Working knowledge of accounting theories

  and practices, and accepted office procedures.

-Ability to perform volume of numerical detail

  work accurately, to make mathematical

  computations with and without mechanical

  assistance, and to operate a calculator by touch.

-Ability to understand and follow complex oral

and written instructions and technical terminology

	-Ability to write legibly.

-Ability to establish and maintain effective

  working relationships with co-workers, a

  variety of governmental employees and

  officials, and the general public.

-Leadership/supervisory abilities.

FIGURE CLERK

DUTIES:

*Under the direction of supervisor performs

assigned duties relating to accounts payable,

payroll, and inventory functions involving

reviewing of all financial and statistical vendor

and employee records and related work.

*Maintains complex set of financial 

accounting codes as required by State

law and administrative requirements.

*Reviews accounts payable invoices for

accuracy, assigns vendor numbers, and

verifies purchasing procedures to include

correct accounting code.

*Enters and verifies invoice/vendor data

placed into computer; generates payable

recap for review.

*Researches vendor accounts to handle

inquiries either by telephone, correspondence,

or direct personal contact.

*Pays vendors upon approval; processes routine

monthly payments as approved by supervisor.

*Generates monthly management reports and

reports for outside governmental agencies.

*Compiles and generates monthly inventory

control reports in conjunction with 

Purchasing/Supply Control.

ACCOUNTING CLERK II

DUTIES:

*Checks and approves all vouchers for

payment, i.e., prices, extensions, and purchase

orders; prepares invoice deduction notices.


	*Audits freight bills against freight manifests.

*Answers vendor inquiries.

*Analyzes vendor accounts and negotiates

extended terms with vendors when cash is

restricted.

*Prepares accounts payable checks monthly.

*Submits jobs for computer requests as

required.

*Prints all accounts payable reports and

maintains all accounts payable files.

*Prepares analysis of accounts, and assists in

monthly closings.

*Develops solutions to a variety of problems

requiring use and application of accounting

concepts, practices, and techniques as they

relate to the agency.

*Prepares daily cash deposits, and fills out

cash control sheet daily.

*Enters finalized cash receipts and updates 

the Accounts Receivable subsidiary ledger

by client.

*Obtains and mails invoice copies for

clients/citizens.

*Processes daily deposits.

*Files check stubs and bank receipts in the

receipt box for the current month.

*Researches and processes citizen claims of

invoice payments.

*Researches and processes charge backs, bad

checks, etc., and enters same into Accounts

Adjustment Control log.

*Answers accounts receivable telephone

inquiries and follows up.


	*Calls and/or mails correspondence to

clients/citizens as necessary in order to

update accounts.

*Serves as backup for the Assistant Controller.

*Collects various accounting data to prepare

and analyze financial income and other

accounting statements and reports.

*Requires the following abilities:

-Working knowledge of accounting theories,

  practices, and office procedures.

-Ability to perform a volume of numerical

  detail work accurately and to make difficult

  mathematical computations with and without

  mechanical assistance; ability to operate

  calculator by touch.

-Ability to understand and follow complex oral

  and written instructions and technical 

  terminology.

BANK RECONCILIATION CLERK

DUTIES:

*Assists in balancing accounts by running

tapes, proofreading, etc.; prepares summary

of balances, cost information, or other reports

as requested for use of supervisor in financial

statement.

*Reconciles bank statements.

*Verifies computer printouts reflecting status

of accounts.

*Prepares summary sheet or other work papers

for use of supervisor or auditors in preparing

comprehensive financial statements.

*Performs all payroll functions from time

sheets through pay checks.

*Gathers, tabulates, proofreads and generates

financial data and reports.

*Assists Account Clerk and Supervisor as

required.


	*Audits and proofs accounting or other reports

for clerical accuracy and conformance to State

and agency procedures.

*Requires the following abilities:

-Working knowledge of accounting practices

  and accepted office procedures.

-Ability to perform a volume of numeral detail

  work accurately and to make difficult

  mathematical computations with and without

  mechanical assistance.  Ability to operate a

  calculator by touch.

-Ability to understand and follow complex oral

  and written instructions and technical 

  terminology.

*Reviews and reconciles payroll and cash

disbursement accounts.

*Reviews Accounts Payable aging and vendor

statements for problems.

SPREADSHEET SPECIALIST

DUTIES:

*Performs mathematical functions and

produce graphs.

*Other analytical functions as required.

*Ability to set up or reformat electronic

spreadsheets utilizing PC software (i.e.

Lotus 1-2-3, Visicalc. Excel).

LEGAL SECRETARY

DUTIES:

*Composes and prepares routine

correspondence for signature.

*Prepares routine legal documents including

warrants, complaints, summons, indictments

and papers for filing and serving.

*Opens, dates and routes mail according to

instructions concerning destination.


	*Sends acknowledgements or selects form

letters in response to inquires in accordance

with standard instructions.

*Maintains organizational files and records.

*Maintains control files for matters in progress

and follow up such as appointments, tickler

files itineraries, telephone logs, etc.

*Receives and screens office visitors and

telephone calls.

*Arranges for meetings and conferences and

takes notes.

*Takes and transcribes dictation from

electronic dictating equipment.

*Exhibits poise and self confidence under

pressure; excellent interpersonal skills; adept

with public.

*Devises, sets up, records, and performs on a

power key board, a variety of dictated or

written materials, including legal documents;

repetitive letters; complex, priority and

confidential items, using a variety of dictation,

transcription and word-processing equipment.

*May require certification as a notary public.

PARALEGAL

DUTIES:

*Assists with all aspects of legal research.

*Researches public documents, records, and

law books for case preparation.

*Contacts clients for information needed for

specific cases.

*Analyzes and follows procedural problems

that arise in various situations.

*Requires knowledge of law, legal procedures,

legal terminology, and must be able to apply

this knowledge.


	*Must exercise discretion and confidentiality.

*Prepares probate inventories, inheritance, or

income tax returns.

*Attends formal meetings with clients and may

be required to be present at court proceedings.

*Preparation of a variety of legal documents.

*Performs related duties as assigned.

RECEPTIONIST/WORDPROCESSOR

DUTIES:

*Performs routine duties as assigned in

Receptionist position.

*Performs a range of simple and/or routine

word processing jobs utilizing sophisticated

modern word processing equipment.

*Proofreads and corrects drafts for grammar,

punctuation, and spelling in order to produce

error-free work.

*Catalogues and files disks or tapes with

instructions for future use; updates existing

records to accommodate changes in materials

of files.

*Minimum word processing speed of 70 wpm

net.

WORD PROCESSING SECRETARY I

DUTIES:

*Performs routine duties as assigned in

Secretary I position.

*Performs a range of simple and/or routine

word processing jobs utilizing sophisticated

modern word processing equipment.

*Proofreads and corrects drafts for grammar,

punctuation, and spelling in order to produce

error-free work.


	*Catalogues and files disks or tapes with

instructions for future use; updates existing

records to accommodate changes in materials

of files.

*Minimum word processing speed of 60 wpm

net.

WORD PROCESSING SECRETARY II

DUTIES:

*Performs routine duties as assigned in

Secretary II position.

*Performs range of simple and/or routine

word processing jobs utilizing sophisticated

modern word processing equipment.

*Proofreads and corrects drafts for grammar,

punctuation, and spelling in order to produce

error-free work.

*Catalogues and files disks or tapes with

instructions for future use; updates existing

records to accommodate changes in materials

of files.

*Minimum word processing speed of 70 wpm

net.

RECORD MANAGEMENT

DUTIES:

*Experienced in all aspects of records

management, including automated filing

systems, laser and optical disc conversions,

records conversion, etc.

*Checks, analyzes and classifies, alphabetizes

materials, conducting limited research as

necessary.

*Prepares reports involving tabulations or

posted data and simple arithmetic calculations.

*Conducts research of records for information

relating to taxes, titles, judgements,

verifications, or location of other records or

information.


	*May require specialized terminology such as 

medical, legal, financial, etc.

DESKTOP - PUBLISHING SPECIALIST

DUTIES:

*Experience in all areas of desk top publishing

software.

*Ability to produce documents of high quality

with no errors.

*Works with little or no supervision.
	


ATTACHMENT "C"
TEMPORARY PERSONNEL SERVICES

MINIMUM PAY RATE PER HOUR
POSITION






BASIC RATE/HOUR

GENERAL FILE CLERK





$  7.25

CLERK TYPIST I






$  7.25

CLERK TYPIST II






$  7.50

SECRETARY I






$  8.75

SECRETARY II






$  9.50

RECEPTIONIST






$  7.25

ACCOUNTING CLERK I





$  7.75

*CASUAL LABOR (LIGHT)




$  7.00

*CASUAL LABOR (HEAVY)




$  7.25

CASHIER







$  6.50

DATA ENTRY OPERATOR I




$  7.50

DATA ENTRY OPERATOR II




$  8.25

WORD PROCESSOR I





$  8.75

WORD PROCESSOR II





$  9.25

STAFF ASSISTANT






$  7.75

*DRIVER







$  7.50

SENIOR ACCOUNT CLERK




$11.50

FIGURE CLERK






$  8.50

ACCOUNTING CLERK II





$  9.50

BANK RECONCILIATION CLERK



$  8.75

SPREADSHEET SPECIALIST




$11.50

LEGAL SECRETARY





$11.50

PARALEGAL






$13.50

RECEPTIONIST/WORDPROCESSOR



$  8.50

WORD PROCESSING SECRETARY I



$  9.50

WORD PROCESSING SECRETARY II



$10.50

RECORDS MANAGEMENT




$  7.75

DESKTOP-PUBLISHING SPECIALIST



$  8.50

* DESIGNATED AS BLUE COLLAR EMPLOYEES

ATTACHMENT "D"
TEMPORARY PERSONNEL SERVICES

CONTRACT PROVIDER RESPONSE FORM

(MUST COMPLETE AND RETURN FOR EACH QUALIFIED SERVICE LOCATION)

LOCATION TO BE SERVICED:  ____________________________________________

(select location/area from Attachment "A" - no deviations)

BIDDER'S BUSINESS NAME:  ______________________________________________

BUSINESS STREET ADDRESS  _____________________________________________

BUSINESS MAILING ADDRESS (IF DIFFERENT)  ____________________________

CITY/STATE/ZIP CODE  ___________________________________________________

TELEPHONE NUMBER  ____________________________________________________

LENGTH OF TIME IN BUSINESS AT THIS LOCATION:  _______________________

CONTACT PERSON'S NAME:  _______________________________________________

WHITE COLLAR PERCENTAGE MARK-UP:____________%

(a maximum of 35% is allowed)

BLUE COLLAR PERCENTAGE MARK-UP: ____________%

(a maximum of 40% is allowed)

BY SIGNING THIS BID, I HEREBY ATTEST THAT THE PERCENTAGE MARK-UPS SHOWN HEREON ARE THE FIXED PRICE BIDS AND THAT THE ABOVE NAMED BUSINESS WILL COMPLY, WITHOUT EXCEPTION, WITH THE SCOPE AND REQUIREMENTS AS SET FORTH HEREIN.

AUTHORIZED SIGNATURE:_________________________________________

F.E.I.N. NUMBER:___________________________________________________

                                               VENDOR CHECKLIST
The following items must be included with bid and in order for each location/area bid:

1. Page 1 - completed and signed .

2. Reference page 8 - PROOF OF QUALIFICATION 1 - (A) statement by an authorized person stating business hours of 8:00 Am and 5:00 PM Monday through Friday (minimum) with staff capable of handling inquiries/orders on location during those business hours (including the lunch hour), (B) statement by an authorized person stating signage sufficient enough to enable an individual to locate the business office and (C) photocopy of the listing of the business office address and telephone number in the area phonebook's white and/or yellow pages.

3. Reference page 8 - PROOF OF QUALIFICATION 1-A - (A) photocopy(s) of business licenses/permits, (B) photocopy(s) of lease/rental receipts and (C) photocopy(s) of phone/utility bills.

4. Reference page 8 - PROOF OF QUALIFICATION 1-B -(A) photocopy(s) of financial statements (considered confidential) or letter issued by a financial institution or a certified public accountant attesting to the financial solvency of the vendor bidding and their ability to float potential payrolls up to sixty (60) days and (B) proof of registration with the South Carolina Secretary of State.

5. Reference page 9 - PROOF OF QUALIFICATION 2 - statement by an authorized person attesting to that qualification fact.

6. Reference page 9 - PROOF OF QUALIFICATION 3 - copies of training/testing manuals/procedures.

7. Reference page 10 - PROOF OF QUALIFICATION 10 - certificate of insurance evidencing the required EPLI coverage as specified.

8. Page 16 - (if applicable), completed and signed.

9. Page 30 - ATTACHMENT "D" - completed in its entirety.
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PROVISIONS AND CLAUSES BY REFERENCE
THE FOLLOWING S.C. STANDARD SOLICITATION PROVISIONS AND GENERAL CONTRACT CLAUSES  ARE INCORPORATED HEREIN BY REFERENCE WITH THE SAME FORCE AND EFFECT AS IF SET FORTH HEREIN IN FULL TEXT. THE FULL TEXT OF THESE PROVISIONS AND CLAUSES IS AVAILABLE ON THE MATERIALS MANAGEMENT OFFICE WEBSITE AT www.state.sc.us/mmo/ops/chgbid.doc AND IS POSTED AT THE MATERIALS MANAGEMENT OFFICE.


STANDARD SOLICITATION PROVISIONS

(APPLIES TO ALL SOLICITATIONS)


AWARD CRITERIA 




ORDER OF PRECEDENCE


REJECTION 





CORRECTION OF ERRORS


INSTRUCTIONS TO BIDDERS



RECORDS RETENTION

UNIT PRICE GOVERNING



DISCUSSION WITH BIDDERS


BIDDERS QUALIFICATION



RISK OF LOSS

INDEMNIFICATION


GENERAL CONTRACT CLAUSES

(APPLIES AS INDICATED BELOW)

OPEN MARKET CONTRACTS


DEFAULT





GOVERNING LAW


CONTRACT ADMINISTRATION


ASSIGNMENT


FORCE MAJURE




AFFIRMATIVE ACTION


SAVE HARMLESS




CONTRACT AMENDMENTS


PUBLICITY RELEASES



PROTECTION OF HUMAN HEALTH


QUALITY OF PRODUCT



PAYMENT FOR GOODS & SERVICES


STATEWIDE TERM CONTRACTS


AGENCY CONTRACTS


DEFAULT





DEFAULT


NON-APPROPRIATIONS



NON-APPROPRIATIONS


CONTRACT ADMINISTRATION


CONTRACT ADMINISTRATION


FORCE MAJURE




FORCE MAJURE


SAVE HARMLESS




SAVE HARMLESS


PUBLICITY RELEASES



PUBLICITY RELEASES


QUALITY OF PRODUCT



QUALITY OF PRODUCT


GOVERNING LAW




GOVERNING LAW


TERMINATION




TERMINATION


ASSIGNMENT





ASSIGNMENT


AFFIRMATIVE ACTION



AFFIRMATIVE ACTION


ITEM SUBSTITUTION




ITEM SUBSTITUTION


RESTRICTIONS/LIMITATIONS


RESTRICTIONS/LIMITATIONS


PURCHASES FROM OTHER SOURCES

PURCHASES FROM OTHER SOURCES


CONTRACT PARTICIPATION



CONTRACT AMENDMENTS


CONTRACT AMENDMENTS



PROTECTION OF HUMAN HEALTH


PROTECTION OF HUMAN HEALTH


PAYMENT FOR GOODS & SERVICES


PAYMENT FOR GOODS & SERVICES
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CONTRACT AMENDMENTS, MODIFICATIONS & CHANGE ORDERS

BIDDER'S CHECKLIST

AVOID COMMON BIDDING MISTAKES
Review this checklist prior to submitting your bid.

If you fail to follow this checklist, you risk having your bid rejected.

Do not include any of your standard contract forms!

Unless expressly required, do not include any additional boilerplate contract clauses.

Reread your entire bid to make sure your bid does not take exception to any of the state's mandatory requirements. 


Make sure you have properly marked all protected, confidential, or trade secret information in accordance with the heading entitled: foia bidding instructions, submitting confidential information.  do not mark your entire bid as confidential, trade secret, or protected!  Do not include a legend on the cover stating that your entire response is not to be released! 
Have you properly acknowledged all amendments?  Instructions regarding how to acknowledge an amendment should appear in all amendments issued.

Make sure your bid includes a copy of the solicitation cover page.  Make sure the cover page is signed by a person that is authorized  to contractually bind your business.

Make sure your bid includes the number of copies requested.

Check to ensure your bid includes everything requested!

Check again to ensure your bid includes everything requested!

If you have concerns about the solicitation, do not raise those concerns in your response!  After opening, it is too late!  If this solicitation includes a pre-bid conference or a question & answer period, raise your questions as a part of that process!  Please see bidding instructions and any provisions regarding pre-bid conferences.

This checklist is included only as a reminder to help bidders avoid common mistakes.

Responsiveness will be evaluated against the solicitation, not against this checklist.

You do not need to return this checklist with your response.

Amendment #2
The Fixed Price Bid Solicitation No. 05-S6728 for Temporary Personnel Services – Statewide Term Contract is hereby amended by incorporating all of the following:

MODIFICATIONS TO THE FIXED PRICE BID
· The opening date is changed to:  NOVEMBER 22, 2004 AT 11:00 A.M.  

· The posting date of the award is changed to:  DECEMBER 1, 2004.

· On page 10 of the bid, Part VI, Award Criteria, under Evaluation/Award, second paragraph, third sentence is changed to read as follows:

A 36% maximum mark-up on white collar positions and a 41% maximum mark-up on blue collar positions will be permitted on each position for the fixed price allowed under this contract as shown.


NOTE:  This same change applies to page 17 under Part VIII, Bidding Schedule and ATTACHMENT “D” (pg. 30) has also been revised to reflect this change.  A “REVISED ATTACHMENT D” is included with this amendment.  Discard the previous Attachment “D” and replace it the one attached herein when completing and returning it with your bid response.

RESPONSES TO QUESTIONS SUBMITTED:

1.
Question:

At the end of one year, will we be able to negotiate pay and bill rates?

This is based on changes in the economy, changes in economic factors.  

Answer:
No.

2.
Question:
Is each year a stand alone year of the contract, starting hours over each 

year?


Answer: 
Page 11, Term/Option to Extend — The contract is for one (1) year with the option to renew for four (4) additional one (1) year periods.

3.
Question:
What is the correct web link in the amendment? 

Answer:
The correct website address on page 3 of Amendment No. 1, under the Notice is:  www.ogs.state.sc.us/DDP/terms/ .

4.
Question:
Must we rebate MMO for monies received as a result of services provided to State agencies.

Answer:
The Administrative Services Fee is required for this statewide term 
contract.

5.
Question:
Can you please let me know the potential number of employees that may be used in the Seneca and Anderson areas?  

Answer:
No, we have no information that would tell us the potential number.

6.
Question:
On the 48 hour satisfaction clause is that actual working hours (1 


week and 1 day) that can not be billed?

Answer:

No, the intent is within 48 hours of placement, not working hours.  See Page 13, paragraph 3.

7.
Question:
What is "a public procurement unit"?

Answer:

Public Procurement unit means either a local public procurement unit or a state public procurement unit.  (Ref. Section 11-35-4610(5) of the SC Code of Laws, as amended.)

8.
Question:
By submitting this bid, will we be eligible to staff medical jobs in addition to 


the white and blue collar positions you have listed?

While we can certainly staff the positions listed in the solicitation, we also specialize in medical placements as well.  If possible, we would like the vendor list to reflect this in case agencies request medical candidates.

Answer:
No, only white and blue collar workers in this contract.  See page 12, 
paragraph 4.

9.
Question:
Can the on-site coordinator required for blue-collar placements of ten or 


more (page 9) be a working coordinator?  If possible, we would like this 


person to work, in addition to being responsible for attendance and 


working conditions.

Answer:
Page 9, item 5., -- The on-site coordinator must be a full time 


employee of the contract provider.

10. Question:
Is the 1% fee for administrative services identified in the addendum 
considered an addition to, or part of the maximum mark-up for white and 

blue collar positions mentioned on page 10?  For example, may we 

increase the maximum mark-up amounts by 1% so as to insure margins 

(resulting in mark-
ups of 36% and 41%), or is the 1% fee considered 

part of the 35% and 40% mark-ups, thereby decreasing margins to 

34% and 39%?


Answer:
See modification made to the bid document per this amendment.  It has been changed to read:  “A 36% maximum mark-up on white collar positions and a 41% maximum mark-up on blue collar positions will be permitted on each position for the fixed price rate allowed under this contract as shown.”

11.
Question:
Do I need to include phone records, lease, etc. for both/all branches.  Also, with phone/utility do they need to go back for a whole year or current month?


Answer:
Yes, include for each qualified service location.  Photocopy(s) of the current month will suffice for the phone/utility bills.

REVISED ATTACHMENT "D"
TEMPORARY PERSONNEL SERVICES

CONTRACT PROVIDER RESPONSE FORM

(MUST COMPLETE AND RETURN FOR EACH QUALIFIED SERVICE LOCATION)

LOCATION TO BE SERVICED:  ____________________________________________

(select location/area from Attachment "A" - no deviations)

BIDDER'S BUSINESS NAME:  ______________________________________________

BUSINESS STREET ADDRESS  _____________________________________________

BUSINESS MAILING ADDRESS (IF DIFFERENT)  ____________________________

CITY/STATE/ZIP CODE  ___________________________________________________

TELEPHONE NUMBER  ____________________________________________________

LENGTH OF TIME IN BUSINESS AT THIS LOCATION:  _______________________

CONTACT PERSON'S NAME:  _______________________________________________

WHITE COLLAR PERCENTAGE MARK-UP:____________%

(a maximum of 36% is allowed)

BLUE COLLAR PERCENTAGE MARK-UP: ____________%

(a maximum of 41% is allowed)

BY SIGNING THIS BID, I HEREBY ATTEST THAT THE PERCENTAGE MARK-UPS SHOWN HEREON ARE THE FIXED PRICE BIDS AND THAT THE ABOVE NAMED BUSINESS WILL COMPLY, WITHOUT EXCEPTION, WITH THE SCOPE AND REQUIREMENTS AS SET FORTH HEREIN.

AUTHORIZED SIGNATURE:_________________________________________

F.E.I.N. NUMBER:___________________________________________________

PAGE  
15

