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                        INVITATION TO BID 

 

BID NUMBER: 19-0036 BID FOR:    Two Year Requirements Contract for  
 Temporary Personnel Services 

 

BID CLOSING DATE:  December 13, 2018  BID CLOSING TIME:  2:00 p.m.  
 
CONTACT:  Janice K. Hughes, CPPB   
 Purchasing Administrator  
 Email: Janice.Hughes@arlingtontx.gov  
 Telephone:   817-459-6304  

 

1. Sealed bids one original plus one (1) USB Flash drive, subject to the Terms and Conditions of this INVITATION FOR BIDS and 
other contract provisions, will be received in the Purchasing Division, Business Office, 101 S. Mesquite Street, Suite 800, 
Arlington, Texas 76010, before the closing time and date shown above. 

2. Bids must be returned in a sealed envelope, addressed to the Purchasing Manager, City of Arlington and have the bid number, 
closing date, and company name clearly marked on the outside envelope. 

3. Please note that all Notifications, Releases and Amendments associated with this solicitation will be posted Arlington’s Website 
located at https://arlington-tx.ionwave.net  or thru Demandstar by Onvia at: www.demandstar.com  

4. The City of Arlington will make no attempt to contact vendors with updated information. It is the responsibility of each vendor 
to periodically check the website for any and all notifications, releases and amendments associated with this solicitation. 

5. Late bids will be returned to the bidder unopened.   
6. Bids may be withdrawn at any time prior to the official opening.   
7. Bids may not be altered, amended or withdrawn after the official opening without the recommendation and approval of the 

Purchasing Manager. 
 
The undersigned agrees if the bid is accepted, to furnish any and all items upon which prices are offered, at the price(s) and upon 
the terms and conditions contained in the specifications.  The period for acceptance of this proposal shall be 90 calendar days unless 
stated otherwise herein. 
 

 

THE UNDERSIGNED, BY HIS/HER SIGNATURE, REPRESENTS THAT HE/SHE IS AUTHORIZED TO BIND THE BIDDER FOR THE AMOUNT SHOWN ON 
THE ACCOMPANYING BID SHEETS AND HEREBY CERTIFIES FULL COMPLIANCE WITH THE TERMS AND CONDITIONS, SPECIFICATIONS AND SPECIAL 
PROVISIONS OF THE INVITATION FOR BID.  BY SIGNING BELOW, YOU SIGNIFY THAT YOU HAVE READ THE ENTIRE DOCUMENT AND AGREE TO 
THE TERMS AND CONDITIONS THEREIN. BY SIGNING BELOW, YOU ALSO CERTIFY THAT IF A TEXAS ADDRESS IS SHOWN AS THE ADDRESS OF THE 
BIDDER, BIDDER QUALIFIES AS A TEXAS RESIDENT BIDDER AS DEFINED IN RULE 1 TAC 111.2. 

Company Name and Address  

Authorized Person’s Signature and Date 
 

Federal Tax ID No Print or type name and title of signer  
 

DUNS No. Telephone 

Email 

mailto:Janice.Hughes@arlingtontx.gov
https://arlington-tx.ionwave.net/
http://www.demandstar.com/


Reference Number: 19-0036 Return By: December 13, 2018 @ 2:00 p.m. Page  2 

 

 

BID PRICE SCHEDULE FOR 19-0036 

DESCRIPTION    EXT. PRICE 
Bids must be submitted on the form furnished by the City and in accordance with the specifications by the estimated 
quantities listed below. Estimated quantities listed are based upon the best available data, and serve only as a guide and in 
no way represents an intended or guaranteed amount.  As stewards of public funds, the City maintains all adopted 
budgetary parameters in the performance of its contracts.  The ability to maintain a sense of fiscal responsibility shall be 
favorably considered in the evaluation of submittals. The City reserves the right to purchase according to actual need and 
may or may not meet or exceed the estimated quantities shown.   
1.  Total from Attachment A - Bid Price Detail Page 

GRAND TOTAL $ 

In accordance with the terms, conditions, and scope of goods or services set forth the Bidder hereby submits the 
aforementioned prices listed.  

Company Name: 
 
 Signature: 

 
 

Above Prices are F.O.B. DELIVERED Terms: NET 30 Pricing:  FIRM 
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ADDENDUM ACKNOWLEDGEMENT 
 
 
I acknowledge receipt of the following addenda:  
 
 

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

ADDENDUM NO.       DATED      

 

Name of Firm:            

Authorized Signature:            

 Printed Name:            

Title:             

Date:             

 

It is the responsibility of the firm to ensure that they have received addendums if issued.    Call (817) 459-6300 or email 

Purch@arlingtontx.gov  prior to submitting your bid to ensure that you have received addendums. 

 

 

 

mailto:Purch@arlingtontx.gov
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SECTION A                                     INSTRUCTION TO BIDDERS 
 
A1. BID DOCUMENTS: The City’s Website and Demandstar are the only authorized sources for obtaining 

accurate Bid forms.  All addenda and notices related to this procurement will be posted by the City on the 
City’s Website and Demand Star.       Location of Bid Documents are available after registration (fees apply 
and will vary) at: 

• Arlington’s City’s Website https://arlington-tx.ionwave.net 
• Onvia Demand Star located at www.onvia.com,  
• Or, may be picked up via hard copy at location Purchasing Division, Business Office,  

101 S. Mesquite Street, Suite 800, Arlington, Texas 76010, 
 
To receive consideration, the Bid must be submitted on the Bid forms as provided by the City. This 
Invitation to Bid must be with all response forms completely filled out. Bids must be typed or printed in 
black or blue ink only. Use of erasable ink is not permitted. All corrections must be initialed. Any 
information to be submitted as part of the response may be attached behind the Bidders Response form.  
Bidders must use complete bid information for accuracy when preparing bids.  The City assumes no 
responsibility for any errors or misrepresentations that result from the use of incomplete bids. 
 
Any addenda or other modification to the Bid documents will be issued by the City prior to the date and 
time of Bid closing, as written addenda shall be distributed to all prospective bidders who have obtained 
the bid package directly from the City or its authorized representative. Such written addenda or 
modification shall be part of the Bid documents and shall be binding upon each Bidder.  Each Bidder is 
required to acknowledge receipt of any and all addenda in writing and submit with their bid. 
 
The City is not responsible for any solicitations advertised by subscriptions, publications; websites (other 
than the City’s) or other sources not connected with the City and the Bidder should not rely on such 
sources for information regarding ay solicitation made by the City of Arlington.   In the event this Bid is 
obtained through any means other than the City’s Website or Demand Star, the City will not be responsible 
for the completeness, accuracy, or timeliness of the final Bid documents received from those other sources.  
Bid forms obtained from any other source may be incomplete and Bidders risk not receiving necessary 
addenda, or other required documents causing bid to be considered non-responsive, and eliminating the 
Bid from award.   
 

A2. Preparation of Bid: Bidders are expected to carefully examine all documents that make up this bid, 
including all addenda, attachments, and exhibits to thoroughly familiarize themselves with all 
requirements prior to submitting a bid.   Upon examination of the solicitation and discovery of any 
discrepancies, inconsistencies, errors, or ambiguities in, or omissions from the solicitation documents, or 
should the bidder be in doubt of any meanings, the bidder shall promptly notify the Purchasing Manager 
or designee as specified in Section D, Special Conditions.  The submission must be in the form of a written 
request for interpretation or correction thereof.  The bidder submitting the request will be responsible 
for its prompt delivery, and any necessary follow up.  
 
Bid Preparation Costs:  All costs associated with the preparation of response for this bid or any other City 
solicitation shall be borne by the bidder, and not the City. 

 

A3. CONTACT WITH CITY COUNCIL, STAFF AND ADVISORS 

All questions concerning this procurement solicitation must be directed to the Purchasing Agent.  Contact 
information for the Purchasing Agent is listed on cover page of this document. 

 

 

https://arlington-tx.ionwave.net/
http://www.onvia.com/
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The following provisions are intended to ensure a fair and equitable review process so that there is no 
actual or potential situation where one vendor secures or attempts to secure an unfair advantage over 
another vendor or creates a situation where there is an appearance of impropriety in contacts between 
the vendor or vendor’s agent or vendor’s contractor or vendor’s consultant and City officials.   

 
Vendors are prohibited from communicating with council members, City officials and their staff, regarding 
the BID/RFP/RFQ or submittals from the time the BID/RFP/RFQ has been released until posted as a City 
Council agenda item for consideration by the entire city council.   

 
These restrictions extend to letters, phone calls, emails, social media, or any contact that results in the 
direct or indirect discussion of the BID/RFP/RFQ or proposal submitted or to be submitted.  Violation of 
this provision by vendor or vendor’s agent may lead to disqualification from consideration.  Exceptions to 
the restrictions on communication with City employees include:  

Contacts by the vendor with City when such contacts do not pertain to this proposal.  Examples include: 
private (non-business) contacts with the City by the proposer or Proposer’s employees acting in their 
personal capacity; presentations and/or responses to inquiries initiated by City Staff; and if a 
representative of the proposer has a question about any potential contact as described above, the 
Purchasing Manager will be notified in order to make a determination as to whether any contact is allowed 
in accordance with the bid. 

 
A4. Minimum Standards:  Specifications listed herein describe the expected minimum standards. If any 

exceptions are taken by the Bidder, the Bidder is responsible for indicating each deviation from the 
specifications, including an explanation, justification, or applicable literature for the deviation, and initialed 
by representative taking exception(s).  Any and all exception must be submitted at time of bid submittal.  
The City reserves the sole right to accept or reject, in whole or part, any proposed exceptions.  The absence 
of any indications will be interpreted as Bidder’s complete compliance with the entire specification. 

 
A5. Explanation of Bid Language: 
 

1)  It is the intent and purpose of the City of Arlington that this solicitation promotes competitive bidding. It 
shall be the Bidder’s responsibility to advise the Purchasing Manager, at the address or email listed on 
the cover page of this solicitation, if any language, requirements, or combination thereof, inadvertently 
restricts or limits the requirements stated in this Bid to a single source.  Such notification must be 
submitted in writing and must be received by the Purchasing Manager or designee as specified in Section 
D, Special Conditions.   
 

2)  Any explanation, clarification, questions, or interpretation desired by a Bidder relating to any part of this 
solicitation must be requested in writing to the Purchasing Division as specified in Section D, Paragrph 
D1., Procurement Schedule. Request for explanations or clarifications may be emailed to 
purch@arlingtontx.gov . The request must clearly identify the bidder’s company name, point of contact 
and bid number.  Any written information given to one (1) Bidder concerning a solicitation will be 
furnished to all Bidders in the form of an addendum. 

 
Interpretations, corrections, or changes to the bid made in any other manner are not binding upon the 
City, and bidders shall not rely upon such interpretations, corrections or changes.  Oral explanations or 
instructions given before the award of the contract are not binding.   
 

3) Reservations:  The City expressly reserves the right to: 
(a) Specify approximate quantities in the bid; 
(b) Extend the bid opening date and time;  
(c) Add additional terms or modify existing terms in the bid pursuant to Section D, herein. 
 

mailto:purch@arlingtontx.gov
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A6. Addenda: 
1) Any interpretations, clarifications, and changes made will be in the form of written addenda issued by 

the Purchasing Division. 
2) Oral answers received by any member of the Purchasing Division or requesting Department will not be 

authoritative, and the City will not entertain any protest based on a verbal instruction.  
3) It is the bidder’s responsibility to obtain, review, sign and return any and all addenda.   Receipt of Addenda 

must be acknowledged by signing and returning Addenda with the bid, or under separate cover prior to 
the due date.   

4) Addenda containing bid pricing should be returned in a sealed envelope marked on the outside with the 
bidder’s name, address, bid number, and the due date and time. 

5) Addenda are available through the City’s Website, Demand Star, and in the main Purchasing office.  It is 
the responsibility of the Bidder to ascertain if any addenda have been issued, to obtain such addenda, 
and to return executed addenda with their bid.  The City will not consider any request to re-open a bid 
as a result of failure by Bidder to secure addenda in accordance with this bid.  

6) Failure to return any and all issued addenda may adversely affect the bidder’s opportunity for award. 
 

A7. Bid Compliance: 
1) All items contained in the bid must be in total compliance with the specifications in this solicitation.  
2) If Bidder is bidding only a portion of the goods or services, please state “No Bid” on the coordinating 

line item.  
3)    Alternate bids must be submitted under separate cover, unless stated in Section D, Special Provisions. 
4) Each Bidder must furnish the information required by the solicitation on the documents provided.  Bids 

submitted on any other form(s) may be considered non-responsive.  
5) Any attempt to alter the wording in the bid may result in rejection of the bid. 
6) Bids may not include exempted taxes such as City, State, and most Federal taxes.  The successful bidder 

should request a Tax Exemption Certificate from the Purchasing Division as needed.  Under no 
circumstances shall the City be liable to pay taxes for which the City has an exemption. 

7)    Conflict of Interest:  All Bidders must disclose, with the bid, the name of any officer, director, or agent 
who is also an officer or employee of the City of Arlington.  Furthermore, all Bidders must disclose the 
name of any City of Arlington officer or employee who owns, directly, or indirectly, an interest of ten 
percent (10%) or more of the Bidder’s firm or any of its branches.  Failure to disclose in this manner will 
result in the immediate disqualification of or cancellation of the bid for work.  The City will seek all 
damages for the recoupment of losses in having to re-bid or re-assign this bid.  

 
A8. Prices:  Bid pricing for goods and services covered under this specification shall be firm unless otherwise 

specified.  Pricing shall include, but is not limited to, mobilization, labor, material, equipment, tools, license, 
FOB delivery, unless otherwise requested on the Bid Price Schedule.  It is the responsibility of the Bidder to 
check the unit price being submitted on the solicitation, and shall verify accuracy of pricing by signature on 
the Bid Price Schedule.  No price changes will be allowed after opening.  In the event of a discrepancy between 
unit price and extended price, the unit price shall prevail as accurate.   

 
A9. Brand Name or Equal:  If the bid indicates brand name or “equal” products are acceptable, the bidder may 

bid an “equal” product as an alternate bid but must be prepared to demonstrate those features that render 
it equal.  Final determination of a product as an “equal” solely remains with the City. 

 
A10. Delivery Time:  Delivery time, if stated as a number of days, and shall be interpreted as calendar days.  It is 

understood by Bidder that time is of the utmost with any City purchase; and therefore, if the indicated date 
cannot be met, or the date is not indicated, the bidder shall state its best delivery time.  Failure to meet 
delivery times quoted may be grounds for cancellation of contract. 

 
A11. Signature:  The bidder must sign each document in the bid requiring a signature.  If addenda are issued, the 

bidder must execute as an acknowledgement of addenda by signing and returning it at time of bid submittal. 
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The bidder must initial any physical change(s) made to the solicitation document. Bidder’s failure to sign 
required documents may result in the disqualification of the bid.  

 
A12. Compliance with laws:  The Bidder shall give all notices and comply with all federal, state and local laws, 

statutes, ordinances, rules and regulations, and lawful orders and decrees of any court, administrative 
bodies, tribunals, or any public authority in any matter bearing on the performances of the services specified 
herein.  This agreement and the rights and obligations of the parties hereto shall be interpreted, construed, 
and enforced in accordance with the laws of the State of Texas.  The Bidder warrants and covenants to the 
City that all services will be performed in compliance with all applicable federal, state, county, and city health 
and safety codes, rules and ordinances including, but not limited to, workers’ compensation laws, minimum 
and maximum salary and wage statutes and regulations, prompt payment, and licensing laws and 
regulations, the Texas Industrial Safety and Health Act, and the Workers Right to Know Law. 

 
The Bidder shall maintain all required licenses, certifications, etc. throughout the term of the bid 
specification.  Upon request, the Bidder must furnish the City with satisfactory proof of its compliance.  
 
UNAUTHORIZED WORKERS The City will not intentionally award publicly-funded contracts to any Bidder 
who knowingly employs unauthorized alien workers, constituting a violation of the employment provisions 
contained in 8 U.S.C. Section 1324a(e) [Section 274A(e) of the Immigration and Nationality Act ("INA")], 
and as amended. The City shall consider the employment by any Bidder of unauthorized aliens a violation 
of Section 274A(e) of the INA. Such violation by the Recipient of the employment provisions contained in 
Section 274A(e) of the INA shall be grounds for unilateral cancellation of this Agreement by the City.  
 

A13. Bid Submittal:  as specified in Section D, Special Conditions, All bids must be submitted in a sealed envelope, 
plainly marked on the outside with the following information: 

 

Bidder’s Name 
Address 
City, State, Zip 
Telephone Number 

 City of Arlington 
 Purchasing Division Business Office, 8th Floor 
 101 S. Mesquite St. 
 Arlington, Texas 76010 

Bid Number: 19-0036 
Bid Due Date and Time:   _____________________ 
Bid Name: Annual Requirements Contract for Grounds Maintenance of Medians and Rights-of-
Way_ 

 
 

Procurement Submittals which require more than one sealed envelope or box, must clearly identify it as such. 
Example: Package 1 of 2, Package 2 of 2; or Package 1 / 2, 2/2... 
 
Any literature or other material submitted with the bid documents by Bidder will not supersede any of the 
City’s terms and conditions.   

 
Bidders are instructed to retain all pages of the solicitation which DO NOT require a signature, and shall 
be kept as reference and informative material (i.e., Terms and Conditions, Instructions to Bidders, or 
Specifications, etc.) to successfully complete the bid if awarded.  

 
Bid Submittal Costs: The cost of submitting this bid is considered an operational cost of the Bidder, and 
shall not be passed on to or be borne by the City.  
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A14. Receipt of Bids:  Bids must be received in the Purchasing Office prior to the due date and time.  It is the 
sole responsibility of the Bidder to ensure timely delivery of the Bid by means chosen by Bidder.  The time 
stamp clock in the Purchasing Office is the official time of record. 

 
Vendors must allow sufficient time for processing through the City’s internal mailroom system to 
ensure the bid arrives in the Purchasing Office prior to the due date and time.   The City is not 
responsible for mail held by any carrier or third party delivery service. Any Bid received after the 
required date and time will be considered late, and will not be accepted or considered. Late bids will be 
returned to the bidder unopened.  Bids will not be considered if delivered or received at any other City 
office or facility.   The City will not be responsible for failure of service on the part of the U.S. Postal Office, 
courier companies, or any other forms of delivery service chosen by the Bidder; and the bidder bears all 
financial obligations to Bid document submittal.     

 
NOTE:  The Municipal Court is located within the City Tower with one entrance into the building.  Bidders 
will be required to enter through the North Entrance and pass through security via metal detector; in 
addition, all packages will be scanned through x-ray which could result in a lengthy process.  The Bid 
response must arrive on the 8th floor of 101 S. Mesquite St. Arlington, Texas and time stamped no later 
than 2:00 pm in order to be considered for award. 

 
A15. Modifications, Withdrawal of Bid, or No Bid 
 

Modification of Bids:   
1) Bids may be modified in writing at any time prior to the due date and time.  
2) Modifications should be returned in a sealed envelope marked on the outside with the bidder’s name, 

address, bid number, and the due date and time.  
3) The modification package must include a cover letter clearly stating the page(s) and item(s) being 

modified, and any further relevant information.  

4) No additional or modified Terms and Conditions included with the bid response shall be evaluated or 
considered.  If submitted it is understood and agreed that the general Terms and Conditions, Special 
Provisions, and all other supporting documents issued within this solicitation are the only applicable 
terms and conditions, and the bidder’s authorized signature, affixed to the bid, attests to this. 
 

Withdrawal of Bids:   
1) Bidder may withdraw a bid without prejudice to itself, not later than the day and hour set for opening 

bids per the following instructions: 
(a) Bidders may withdraw their bids in writing via email or by facsimile (provided that the facsimile is 

signed by the bidder) at any time prior to the due date.   
(b) Bidder may also withdraw bids in person by a bidder, provided the withdrawal is made prior to the 

due date.  The bidder must sign a receipt of withdrawal, and the City may require proof of agency 
from person withdrawing bid. 

(c ) Withdrawn bids may be resubmitted, with or without modifications, up to the due date.  
 
No Bids: 
1) If Bidder chooses not to bid on the solicitation as a whole, please complete Attachment 3, Intake 

Form, Section “No Bid” and either mail or email to the Purchaser of Record.  
 
A16. Opening of Bids:  The Purchasing Division representative responsible for opening bids shall confirm the 

time and announce the bid opening.  The representative shall then personally and publicly open and read 
aloud all bids received on time, in accordance with solicitation type. 
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A17. Public Disclosure:  Information, documentation, and other material in connection with this solicitation or 
any resulting contract may be subject to public disclosure pursuant to Chapter 552 of the Texas 
Government Code (The "Public Information Act"). 

 
Proprietary Information:  All material submitted to the City becomes public property and is subject to the 
Texas Open Records Act upon receipt.  If a bidder does not desire proprietary information in the bid to be 
publically disclosed, each page must be identified and marked proprietary at time of submittal.   

 
The City will, to the extent allowed by law, endeavor to protect such information from public disclosure.  
The final decision as to what information must be disclosed, however, lies with the Texas Attorney General.  
Failure to identify proprietary information will result in all unmarked sections being deemed non-
proprietary and available upon public request. 

 
A18. Americans with Disabilities Act  
 

Anyone requiring reasonable accommodation for the public meetings specified herein (i.e. Pre-Bid 
Meeting or Bid Opening Meeting) should contact the person/agent of record named on the first page of 
this document at least 24 hours in advance of the activity to request accommodations.   

 
A19. Supplier Code of Ethics:  The City of Arlington, Texas, is committed to a procurement process that 

fosters fair and open competition, as we are governed by the highest ideals of honor and integrity in 
order to merit public respect and confidence in the spending of public dollars.   

 
To achieve these goals, the following ethical principles shall govern each Supplier who seeks to do 
business with the City. 

 
Each Supplier shall not: 
1) Engage in collusive bidding, price fixing, price discrimination, or make an agreement with any other 

competing Supplier for the purpose of restricting competition.  
2) Disclose pricing or quotes in submitted bids or proposals, directly or indirectly, to any other 

competing Supplier prior to the closing date for bids or proposals.  
3) Make any attempt to induce or coerce any other individual/entity to submit or refrain from 

submitting a bid or proposal. 
4) Under any circumstances, offer or give directly or indirectly, any gifts, gratuities, or other things of 

value to a City employee or family member, consultant or contractor in connection with the bid or 
proposal, which might influence or appear to influence purchasing decisions.  

5) Initiate, negotiate, or render an offer of employment to any City employee who is directly involved 
with, or personally participating on behalf of the City with respect to any procurement or other 
matter involving the Supplier. 

 
Each Supplier shall: 
1) Disclose any transaction or participation of any individual in an operational situation that presents a 

conflict of interest as defined paragraph A7.g, herein. 
2) Completely perform any awarded contract, at the contracted price, according to the terms set forth 

in the contract, and will submit timely and accurate invoices for goods and/or services performed. 
 

Violation of any provision of this Supplier’s Code of Ethics, may render the Supplier non-responsible, 
debarred, or in material breach of the contract, which could result in criminal or civil penalties under the 
State or Federal Law. 
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SECTION B                         STANDARD TERMS AND CONDITIONS 

 
B1. APPLICABLE LAW/VENUE - This Contract is entered into subject to the Charter and ordinances of the City of Arlington, 
as they may be amended from time to time, and is subject to and is to be construed, governed, and enforced under all applicable 
State of Texas and federal laws.  The parties to this contract agree and covenant that for all purposes, including performance 
and execution that this contract/agreement will be enforceable in Arlington, Texas; and that if legal action is necessary to 
enforce this contract, exclusive venue will lie in Tarrant County, Texas. 
 
B2. INDEPENDENT CONTRACTOR - Contractor shall operate hereunder as an independent contractor and not as an officer, 
agent, servant or employee of City.  Contractor shall have exclusive control of, and the exclusive right to control, the details of 
its operations hereunder, and all persons performing same, and shall be solely responsible for the acts and omissions of its 
officers, agents, employees, contractors, subcontractors and consultants. 
 
B3. ASSIGNMENT - The Contractor shall not sell, assign, transfer or convey any interest in this contract in whole or in part 
without the prior written consent of the City of Arlington.  No assignment, transfer or conveyance under this contract will be 
effective without the prior written consent of the City. 
 
B4. CONFLICT OF INTEREST – The Contractor covenants and agrees that Contractor and its officers, employees, and agents 
will have no interest, including personal financial interest, and will acquire no interest, either directly or indirectly, which will 
conflict in any manner with the performance of the services called for under this Contract.  No officer of employee of the City 
shall have a financial interest, direct or indirect, in any contract with the City, or be financially interested, directly or indirectly, 
in the sale to the City of any land, materials, supplies or services, except on behalf of the City or in compliance with the provisions 
of the City of Arlington Personnel Policies and Procedures Manual.  Any violation of this provision shall render this contract 
voidable at the discretion of the City.   
 
B5. SEVERABILITY - In case any one or more of the provisions contained in this contract shall for any reason be held to be 
invalid, illegal or unenforceable in any respect, such invalidity, illegality or unenforceability shall not affect any other provision 
of this contract, and this contract shall be construed as if such invalid, illegal or unenforceable provision had never been 
contained herein. 
 
B6. MODIFICATIONS - This contract can be modified only by written agreement of the parties. 
 
B7. REMEDIES - No right or remedy granted herein or reserved to the parties is exclusive of any right or remedy herein by law 
or equity provided or permitted; but each shall be cumulative of every right or remedy given hereunder.  No covenant or 
condition of this contract may be waived without consent of the parties.  Forbearance or indulgence by any party shall not 
constitute a waiver of any covenant or condition to be performed pursuant to this contract. 
 
B8. TARGET ARLINGTON – In performing this contract, Contractor agrees to use diligent efforts to purchase all goods and 
services from Arlington businesses whenever such goods and services are comparable in availability, quality, and price. 
 
B9. M/WBE – As a matter of policy with respect to the City of Arlington projects and procurements, City of Arlington also 
encourages the use, if applicable, of qualified contractors, subcontractors and suppliers where at least fifty-one percent (51%) 
of the ownership of such contractor, subcontractor or supplier is vested in racial or ethnic minorities or women.  In the selection 
of subcontractors, the Contractor agrees to consider this policy and to use its reasonable and best efforts to select and employ 
such company and persons for work on this contract. 
 
B10. PAYMENT TERMS - All payment terms shall be Net 30, and payments shall be made on approved invoices in accordance 
with the Texas Prompt Payment Act.   
 
B11. TAXES - The City of Arlington is exempt from Federal Excise and State Sales taxes.  Taxes must not be included in bid 
pricing.  Tax exemption certificates will be prepared and executed by the City’s Purchasing Division and furnished upon request.  
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B12. FUNDING – Contractor recognizes that the continuation of any contract after the close of any given fiscal year of the 
City of Arlington, which fiscal year ends on September 30 of each year, shall be subject to Council budget approval of the City 
of Arlington providing for or covering such contract item as an expenditure therein.  The City does not represent that said 
budget item will actually be adopted as this determination is within the sole discretion of the City Council.  Should funding not 
be approved by the City Council for any given budget year during the contract term, the contract will terminate and become 
null and void. 
 
B13. F.O.B. DELIVERED AND DAMAGES - Prices bid and quoted shall always be Freight On Board (F.O.B.) Delivered, to 
Municipal Facility, Arlington, Texas, and shall include all freight, delivery and packaging costs.  The City of Arlington assumes no 
liability for goods damaged while in transit and or delivered in a damaged or unacceptable condition.  The Contractor shall be 
responsible for and handle all claims with carriers, and in case of damaged goods shall ship replacement goods immediately 
upon notification by the City of damage. 
 
B14. CONTRACTOR TO PACKAGE GOODS - Contractor will package goods in accordance with good commercial practice.  
Each shipping container, shall be clearly and permanently marked as follows: (a) Contractor's name and address: (b) Consignee's 
name, address and purchase order or purchase change order number; (c) Container number and total number of container, 
e.g., box 1 of 4 boxes; and (d) Number of the container bearing the packing slip.  Contractor shall bear cost of packaging unless 
otherwise provided.  Goods shall be suitably packed to secure lowest transportation costs and to conform to requirements of 
common carriers and any applicable specifications.  City's count or weight shall be final and conclusive on shipments not 
accompanied by packing list. 
 
B15. PLACE OF DELIVERY - The place of delivery shall be set forth in the block of the purchase order or purchase change 
order entitled "Ship to.” 
 
B16. TITLE AND RISK OF LOSS - The title and risk of loss of goods shall not pass to the City of Arlington until the City actually 
receives and takes possession of the goods at the point(s) of delivery, after inspection and acceptance of goods. 
 
B17. FORCE MAJEURE - Contractor shall not be liable for delay in delivery or performance when such delay is due to factors 
beyond its control, including but not limited to, explosions, governmental regulations, court orders or decrees, or acts of nature 
such as flood, wind, earthquake, tornado or hurricane.  If the Contractor is unable to perform any of its obligations as a result 
of force majeure, Contractor shall immediately give written notice to the Purchasing Division of the date of inception of the 
force majeure condition and the extent to which it will affect performance. 
 
B18. RIGHT OF INSPECTION - City shall have the right to inspect the goods upon delivery before accepting them.  Contractor 
shall be responsible for all charges for the return to Contractor of any goods rejected as being nonconforming under the 
specifications. 
 
B19. RIGHT TO AUDIT - Contractor agrees that the City shall, until the expiration of three (3) years after final payment under 
this Contract, have access to and the right to examine any directly pertinent books, documents, papers and records of the 
Contractor involving transactions relating to this Contract.  Contractor agrees that the City shall have access, during normal 
working hours, to all necessary Contractor facilities, and shall be provided adequate and appropriate workspace, in order to 
conduct audits in compliance with the provisions of this section.  The City shall give Contractor reasonable advance notice of 
intended audits. 
 
B20. PRICE WARRANTY - The price to be paid by the City shall be that contained in Contractor's bid, which Contractor 
warrants to be no higher than Contractor's current prices on orders by others for products of the kind and specification covered 
by this contract for similar quantities under like conditions and methods of purchase.  In the event Contractor breaches this 
warranty, the prices of the items shall be reduced to Contractor's current prices on orders by others, or in the alternative upon 
City's option, City shall have the right to cancel this contract without liability to Contractor for breach or for Contractor's actual 
expense.  
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B21. WARRANTY SERVICE CLAUSE - Under the terms of the warranties which arise from these contract documents and/or 
by the terms of any applicable special warranties required by the contract documents, if any of the work in accordance with 
this contract is found to not be in accordance with the requirements of the contract documents, the Contractor shall correct 
such work promptly after receipt of written notice from the City of Arlington or the architect, engineer or other entity as the 
contract documents may provide.  This obligation shall survive acceptance of the work under the contract and termination of 
the contract.  In order to facilitate a prompt response, Contractor agrees to provide for warranty service to the extent practical, 
from local businesses, including goods and services, when such goods and services are comparable in availability, quality and 
price.  If Contractor fails within a reasonable time after written notice to correct defective work or to remove and replace 
rejected work, or if Contractor fails to perform the work in accordance with the contract documents, or if Contractor fails to 
comply with any provision in the contract document, either the City of Arlington or its designee may, after seven (7) days written 
notice to Contractor, correct and remedy any such deficiency. 
 
B22. SAFETY WARRANTY - Seller warrants that the product sold to Buyer shall conform to the standards promulgated by 
the U.S. Department of Labor under the Occupational Safety and Health Act (OSHA) of 1970, as amended. In the event the 
product does not conform to OSHA standards, Buyer may return the product for correction or replacement at Seller's 
expense. In the event Seller fails to make appropriate correction within a reasonable time, any correction made by Buyer will 
be at Seller's expense. Where no correction is or can be made, Seller shall refund all monies received for such goods within 
thirty (30) days after request is made by Buyer in writing and received by Seller. Notice is considered to have been received 
upon hand delivery, or otherwise in accordance with Section B5 of these terms and conditions. Failure to make such refund 
shall constitute breach and cause this contract to terminate immediately. 
 
B23. SOFTWARE LICENSE TO SELLER – If this purchase is for the license of software products and/or services, and unless 
otherwise agreed, Seller hereby grants to Buyer, a perpetual, irrevocable, nonexclusive, nontransferable, royalty free license to 
use the software. This software is  proprietary” to Seller, and is licensed and provided to the Buyer for its sole use for purposes 
under this Agreement and any attached work orders or invoices. The City may not use or share this software without permission 
of the Seller; however Buyer may make copies of the software expressly for backup purposes. 
 
B24. WARRANTY AGAINST INFRINGEMENT OF INTELLECTUAL PROPERTY - Seller warrants that the goods or services do not 
infringe upon or violate any United States patent, copyright, or trade secret. Seller will defend at its expense any action against 
Buyer or Buyer as licensee to the extent that it is based on a claim that goods used or services provided used within the scope 
of the license hereunder infringe upon a United States patent, copyright or trade secret, and Seller will pay any and all costs 
and damages finally awarded against Buyer or Buyer as licensee in such actions which is attributable to such claim. Should the 
products or services become, or in Seller's opinion be likely to become, the subject of any claim of infringement, Seller shall 
either: (a) procure for Buyer the right to continue to use the goods or services; or (b) modify the goods or services to make 
them non-infringing, provided that such modification does not materially adversely affect Buyer’s authorized use; or (c) replace 
the goods or  services with equally suitable, compatible, and functionally equivalent noninfringing goods or services at no 
additional cost to the Buyer; or (d) if none of the foregoing alternatives is  reasonably available to Seller, terminate this 
agreement and refund to Buyer the payments  actually made to Seller under this agreement. 
 
B25. OWNERSHIP OF WORK PRODUCT – Seller agrees that any and all analyses, evaluations, reports, memoranda, letters, 
ideas, processes, methods, programs, and manuals that were developed, prepared, conceived, made or suggested by the Seller 
for the City pursuant to a Work Order, including all such developments as are originated or conceived during the term of the 
Contract and that are completed or reduced to writing thereafter (the “Work Product”) and Seller  acknowledges that such 
Work Product may be considered “work(s) made for hire” and will be and remain the exclusive property of the City. To the 
extent that the Work Product, under applicable law, may not be considered work(s) made for hire, Seller hereby agrees that 
this Agreement effectively transfers, grants, conveys, and assigns exclusively to Buyer, all rights, title and ownership interests, 
including copyright, which Seller may have in any Work Product or any tangible media embodying such Work Product, without 
the necessity of any further  consideration, and Buyer shall be entitled to obtain and hold in its own name, all Intellectual 
Property rights in and to the Work Product. Seller for itself and on behalf of its contractors hereby waives any property interest 
in such Work Product. 
 
B26. NEW MATERIALS - Except as to any supplies or components which the specifications provide need not be new, all 
supplies and components to be provided under this contract shall be new (not used or reconditioned, and not of such age or so 
deteriorated as to impair their usefulness or safety), of current production, and of the most suitable grade for the purpose 
intended.   
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B27. RECYCLE MATERIALS Except as to any supplies or components which the specifications provide need not be new, all 
supplies and components to be provided under this contract shall be new (not used or reconditioned, and not of such age or so 
deteriorated as to impair their usefulness or safety), of current production and of the most suitable grade for the purpose 
intended. If at any time during the performance of this contract the Contractor believes that the furnishing of supplies or 
components which are not new is necessary or desirable, they shall notify the Purchasing Manager immediately, in writing, 
including the reasons therefore and proposing any consideration which will flow to the City if authorization to use supplies or 
components is granted.  
 
The City of Arlington supports a recycling program. Recycled materials are acceptable and will be considered for award. The 
City desires to use recycled products when a comparable material/product is available. If your company distributes products 
made of recycled materials please submit an alternate bid for the items requested. All recycled products should meet the 
minimum standards established in the bid specifications provided. State any exceptions: costs, warranties and percentage of 
recycle materials used in the manufacture of the material/product. The City will determine the acceptability of the 
materials/product bid as an alternate. 
 
B28. USE OF ARLINGTON, TEXAS LANDFILL - All contracts for contractors performing demolition and/or construction 
projects for Arlington, Texas shall contain a provision requiring that all debris, trash and rubble from the project be transported 
to and disposed of at the Arlington Landfill in accordance with local and state regulations. The contractor shall provide evidence 
of proper disposal through manifests, which shall include the types of material disposed of, the name and location of the 
disposal facility, date of disposal and all related fees. 
 
B29. HEALTH, SAFETY, AND ENVIRONMENTAL REQUIREMENTS Services, products, materials, and supplies provided by the 
Seller must meet or exceed all applicable health, safety, and the environmental laws, requirements, and standards. In addition, 
Seller agrees to obtain and pay, at its own expense, for all licenses, permits, certificates, and inspections necessary to provide 
the products or to perform the services hereunder. Seller shall indemnify Buyer from any penalties or liabilities due to violations 
of this provision. Buyer shall have the right to immediately terminate this Agreement for violations of this provision by Seller. 
 
B30. SAMPLES - Samples, if required, shall be furnished free of expense to the City and if not used or destroyed in 
examination and testing will be returned to the bidder, if requested, at the bidder's expense.  Each sample must be marked 
with bidder's name, address, and bid number reference.  SAMPLES SHOULD NOT BE ENCLOSED WITH BID UNLESS REQUESTED. 
 
B31. SILENCE OF SPECIFICATION - The apparent silence of these specifications as to any detail or to the apparent omission 
from it of a detailed description concerning any point shall be regarded as meaning that only the best commercial practices are 
to prevail.  All interpretations of these specifications shall be made on the basis of this statement. 
 
B32. INDEMNIFICATION –Contractor does hereby agree to waive all claims, release, indemnify and both hold harmless 
the City, its officials, agents and employees, in both their public and private capacities, from and against any and all liability, 
claims, losses, damages, suits, demands or causes of action, including all expenses of litigation and/or settlement, court costs 
and attorney fees, which may arise by reason of death or injury to persons or loss of, damage to, or loss of use of any property 
occasioned by any error, omission, or negligent act of the Contractor, its officers, agents, employees, subcontractors, invitees, 
or other persons for whom the Contractor is legally liable, arising out of or in connection with the performance of this 
contract, and Contractor will at its own cost and expense defend and protect the City against any and all such claims and 
demands. 
 
Provided that this contract is not a contract for professional services as described in the Texas Professional Services 
Procurement Act, Contractor does further hereby agree to waive all claims, release, indemnify, defend and hold harmless 
the City and all of its officials, officers, agents and employees from and against any and all claims, losses, damages, suits, 
demands or causes of action, and liability of every kind including all expenses of litigation and/or settlement, court costs and 
attorney fees for injury or death of any person or for loss of, damages to, or loss of use of any property, arising out of or in 
connection with the performance of this contract.  Such indemnity shall apply whether the claims, losses, damages, suits, 
demands or causes of actions arise in whole or in part from the negligence of the City, its officers, officials, agents or 
employees.  It is the express intention of the parties hereto that the indemnity provided for in this paragraph is indemnity 
by the Contractor to indemnify and protect the City from the consequences of City’s own negligence whether that negligence 
is a sole or concurring cause of the injury, death or damage.  
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B33. NON-DISCRIMINATION - Contractor shall not discriminate against any employee or applicant for employment of 
Contractor or of the City of Arlington because of race, age, color, religion, sex, national origin, ancestry, disability, or place of 
birth.  Contractor shall take action to ensure that all persons are employed and/or treated without regard to their race, age, 
color, religion, sex, national origin, ancestry, disability, or place of birth.  This action shall include, but not be limited to the 
following:  employment, promotion, demotion, transfer, working conditions, recruitment, layoff, termination, rates of pay or 
other forms of compensation, and training opportunities. 
 
B34. IMMIGRATION NATIONALITY ACT – The City of Arlington actively supports the Immigration & Nationality Act (INA) 
which includes provisions addressing employment eligibility, employment verification, and nondiscrimination. Seller shall verify 
the identity and employment eligibility of all employees who perform work under this Agreement. Seller shall complete the 
Employment Eligibility Verification Form (I-9), maintain photocopies of all supporting employment eligibility and identity 
documentation for all employees, and upon request, provide Seller with copies of all I-9 forms and supporting eligibility 
documentation for each employee who performs work under this Agreement.  Seller shall establish appropriate procedures 
and controls so that no services will be performed by any worker who is not legally eligible to perform such services. Seller shall 
provide Buyer with a certification letter that it has complied with the verification requirements required by this Agreement. 
Seller shall indemnify Buyer from any penalties or liabilities due to violations of this provision. Buyer shall have the right to 
immediately terminate this Agreement for violations of this provision by Seller. 
 
B35. DISABILITY - In accordance with the provisions of the Americans With Disabilities Act of 1990 (ADA), Contractor 
warrants that it and any and all of its subcontractors will not unlawfully discriminate on the basis of disability in the provision 
of services to general public, nor in the availability, terms and/or conditions of employment for applicants for employment with, 
or employees of Contractor or any of its subcontractors.  Contractor warrants it will fully comply with ADA's provisions and 
any other applicable federal, state and local laws concerning disability and will defend, indemnify and hold City harmless 
against any claims or allegations asserted by third parties or subcontractors against City arising out of Contractor's and/or 
its subcontractor’s alleged failure to comply with the above-referenced laws concerning disability discrimination in the 
performance of this contract. 
 
B36. TERMINATION FOR DEFAULT - The City of Arlington reserves the right to terminate the contract without prior notice 
in the event the Contractor defaults or breaches any of the terms and conditions of this contract, or otherwise fails to perform 
in accordance with the bid specifications.  In the event of termination the City reserves the right to complete the work or 
services in any manner it deems desirable, including engaging the services of other parties therefore and/or awarding the bid 
to the next lowest responsible bidder.  Any such act by the City shall not be deemed a waiver of any other right or remedy of 
City.  If after exercising any such remedy, the cost to City of the performance of the balance of the work or services is in excess 
of that part of the contract sum, which has not therefore been paid to the Contractor hereunder, Contractor shall be liable for 
and shall reimburse the City for such excess.  Bidders shall for this purpose, keep their bids open and prices fixed for a period 
of 90 days following the award of this bid.   
 
B37. TERMINATION WITHOUT CAUSE - The City shall have the right to terminate the contract, in whole or in part, without 
cause any time upon thirty (30) days prior written notice.  Upon receipt of a notice of termination, the Contractor shall promptly 
cease placing orders and all further work pursuant to the Contract, with such exceptions, if any, specified in the notice of 
termination.  The City shall pay the Contractor, to the extent funds are appropriated or otherwise legally available for such 
purposes, for all goods delivered and services performed and obligations incurred prior to the date of termination in accordance 
with the terms hereof. 

 

B38. TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, 78 STAT. 252, 42 U.S.C. 2000D TO 2000D-4:  The (Recipient), in accordance 
with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.S.C. 2000d to 2000d-4 and Title 49, Code of Federal Regulations, 
Department of Transportation, Subtitle A, Office of the Secretary, Part 21,  Nondiscrimination in Federally-Assisted programs of 
the Department of Transportation issued pursuant to such Act, hereby notifies all bidders that it will affirmatively ensure that 
in any contract entered into pursuant to this advertisement, minority business enterprises will be afforded full opportunity to 
submit bids in response to this invitation and will not be discriminated against on the grounds of race, color, or national origin 
in consideration for an award.   

 

B39. PURSUANT TO CHAPTER 2270 OF THE TEXAS GOVERNMENT CODE, the Vendor verifies that Vendor does not boycott 
Israel and will not boycott Israel during the term of this Contract. 
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B40. COMPLIANCE WITH FEDERAL REGULATIONS: All contracts involving federal funds will contain certain 
provisions required by applicable sections of CFR 34, Section 80.36(l). The vendor certifies by signing the bid that 
the vendor and his/her principals are not presently debarred, suspended, proposed for debarment, declared 
ineligible or voluntarily excluded from participation in federally funded transactions and may, in certain instances, 
be required to provide a separate written certification to this effect. 

 
During the term of any contract with the City, in the event of debarment, suspension, proposed debarment, declared ineligible 
or voluntarily excluded from participation in federally funded transactions, the vendor shall immediately notify the City’s 
Purchasing Manager, in writing.  Vendors will also be required to provide access to records, which are directly pertinent to the 
contract and retain all required records for three years after the City makes final payment.  For all contracts involving Federal 
funds in excess of $10,000, the City reserves the right to terminate the contract for cause, as well as for convenience, by issuing 
a certified notice to the vendor. 
 
B41. NO THIRD-PARTY BENEFICIARY – For purposes of this contract, including its intended operation and effect, the parties 
to this contract specifically agree and contract that:  (1) the agreement only affects matters/disputes between the parties to 
this contract, and is in no way intended by the parties to benefit or otherwise affect any third person or entity, notwithstanding 
the fact that such third person or entity may be in a contractual relationship with City or Contractor or both; and (2) the terms 
of this contract are not intended to release, either by contract or operation of law, any third person or entity from obligations 
owing by them to either City or Contractor. 
 
B42. THE AGREEMENT - In the absence of an otherwise negotiated contract, or unless stated  otherwise, the Agreement 
between Buyer and Seller shall consist of these Standard Terms and Conditions together with any applicable bid documents 
published by the Buyer and Seller’s Response to such bid (the “contract documents”). This Agreement is intended by the parties 
as a final expression of their agreement and is intended also as a complete and exclusive statement of the terms of their 
agreement. No course of prior dealings between the parties and no usage of trade shall be relevant to supplement or explain 
any term used in this Agreement.   Acceptance of or acquiescence in a course of performance under this Agreement shall not 
be relevant to determine the meaning of this Agreement even though the accepting or acquiescing party has knowledge of the 
performance and opportunity for objection. Whenever a term defined by the Uniform Commercial Code (UCC) is used in this 
Agreement, the definition contained in the UCC shall control. In the event of a conflict between the contract documents, the 
order of precedence shall be these Standard Terms and Conditions, the Buyer’s published bid documents and the Seller’s 
response. If Buyer and Seller have otherwise negotiated a contract, this Agreement shall not apply. 
 
B43. HEADINGS – The headings of this contract are for convenience of reference only and shall not affect in any manner 
any of the terms and conditions hereof. 
 

 
Revised September 7, 2017 



Reference Number: 19-0036 Return By: December 13, 2018 @ 2:00 p.m. Page  16 

 

SECTION C               EVALUATION FOR AWARD, OR REJECTION OF BIDS 
 
 

C1. EVALUATION 
 

The City reserves the right to accept or reject, in part or in whole, any bid submitted, and to waive any 
technicalities in the best interest of the City.  The City reserves the right to award in whole to a sole 
Bidders, split the award between multiple Bidders, or may choose not to award some or all items, 
depending on the best interest of the City.   

 
The Bidder may furnish pricing for all or a portion of the bid, unless otherwise specified herein.  Bids that 
specify an “all or none” award may be considered if a single award is advantageous. 

 
C2. POST QUALIFICATION   
 

Criteria must be presented at time of Bid’s submission to be considered for award.  Review criteria 
includes, but is not limited to: 

 
1) Bidder’s following Instructions to Bidders, Section A; 
2) Submitting only the documentation required as specified in Section D, and in its entirety; 
3) Review the Experience of Bidder Form (Attachment 1); 

(a) Bidder must submit the minimum number of specified references within the specified number 
of year who can substantiate the Bidder meets the minimum qualifications, experience, 
knowledge, skills, and capability of requirements to successfully complete similar services;  

(b) References shall illustrate Bidder has provided the services as outlined in the specification for 
size, time, and responsibility; 

(c) Any negative verification, failure to verify, or other public information may render bid non-
awardable.  

4) Delivery of Bid is a factor of award.  Failure to perform within the delivery deadline set forth herein, 
or per addenda, shall deem Bid as non-responsive.  

 
C3. PRICING 
 

Pricing shall remain firm for 1 year of the contract period, unless otherwise stated in Section D, Special 
Provisions. Pricing may be reviewed per the following: 

 
1) Best Price:  An award will be made without further negotiation based upon sealed competitive bids; 

therefore, the Bidder’s best and reasonable price should be submitted in response to the solicitation.  
 

(a) Reasonable Pricing will be reviewed as part of Best Pricing.  A reasonable unit price must be 
submitted for each line item. In the event, that any unit pricing is determined to be unreasonably 
too low or too high, the bid may, in whole or part, be determined non-responsive. 
 

C4. RESERVATIONS 
 

The City expressly reserves the right to, with or without cause, and without recourse: 
 

1) Consider and accept alternate bids, if specified in the bid documents, when most advantageous to the 
City; 

2) Waive as an informality, any minor deviations or technicalities from specifications provided they do 
not affect competition or result in functionally unacceptable goods or services; 
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3) Waive any minor informality in any bid or bid procedure (a minor informality is defines as one that 
does not affect the competitiveness of the Bidder); 

4) Reject a bid because of unbalance unit bid prices;  
5) Bidder has previously failed to perform properly, or complete an on-time contract of similar nature, 

or whom has poor vendor performance documented as part of a public record;  
6) To be the sole judge of references;  
7) Reject or cancel any or all bids; 
8) Reject any part of a bid; 
9) Reissue a solicitation for bid; and/or 
10) Procure any item by other means. 

 
C5. PROHIBITED VENDORS   
 

 As of the date of this transaction, Vendor certifies that they are not listed in the prohibited vendors 
list authorized by Executive Order #13224, "Blocking Property and Prohibiting Transactions with 
Persons Who Commit, Threaten to Commit, or Support Terrorism”, published by the United States 
Department of the Treasury, Office of Foreign Assets Control (see 
http://www.treas.gov/offices/enforcement/ofac/sdn/).  
 
In addition, Vendor certifies that they are not listed on the Excluded Parties List System (EPLS) which 
is found at www.epls.gov.  Vendor agrees that should at any time during the term of this contract 
they become listed on the either the Terrorism List or EPLS, Vendor shall promptly notify the City. The 
City shall have the absolute right to terminate this contract without recourse in the event Vendor 
becomes listed on the Terrorism List.   Vendors identified on either list at time of bid review will not 
be considered for award. 

 
C6. AWARD 
 

If awarded, the contract or contract(s) shall be based on the City’s evaluation criteria and compliance 
with solicitation requirements.   
 
1) The City of Arlington shall award the bid(s) to the Bidder(s) who meet both the required 

specifications, and offers the Best Pricing by the lowest responsive, responsible bidder or provides 
the Best Value to the City.  

 
2) A responsive bidder is defined to be one who submits a completed sealed bid packet that conforms 

to all technical and legal requirements within the stated time deadline and in accordance with the 
bid specifications. A responsible bidder is defined to be one who demonstrates specific selection 
criteria responses indicating that the company has the financial resources, judgement, skill, 
integrity, performance record and overall ability to successfully deliver the supplies, equipment, or 
services being procured.   

 
3) Best Value: In determining the “best value” the following criteria will be considered as amended 

in section 252.043 of the Texas Local Government Code: 
 

(a) Purchase Price; 
(b) Reputation of the bidder and the bidder’s goods/services; 
(c) Quality of the bidder’s goods or services; 
(d) Extent to which the goods or services meet the municipality’s needs; 
(e) Bidder’s past relationship with the municipality; 
(f) Impact on the ability of the municipality to comply with laws and rules relating to contracting 

with historically underutilized businesses and non-profit organizations employing persons with 
disabilities; 

http://www.treas.gov/offices/enforcement/ofac/sdn/
http://www.epls.gov/
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(g) Total long-term cost to the municipality to acquire the bidder’s goods or services; and 
(h) Any relevant criteria specifically listed in the request for bids or proposals. 

 
C7. POST-BID DOCUMENTS  
 

1. Certificate of Interested Parties (Form 1295)  

In 2015, the Texas Legislature adopted House Bill 1295, which added Section 2252.908 of the 
Government Code. The law states that a governmental entity may not enter into certain contracts 
with a business entity unless the business entity submits a disclosure of interested parties to the 
governmental entity. The disclosure of interested parties will be submitted online via Form 1295 and 
must be submitted to the governmental entity prior to any signed contract and/or vote by the 
governing authority.  
 
2. The Filing Process:  

(a) Prior to award by Commissioners Court, your firm will be required to log in to the Texas 
Ethics Commission, https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm  and 
fill out the Electronic Filing Application.  

(b) Once submitted, the system will generate an electronic Form 1295 displaying a “Certificate 
Number.” Your firm must print, sign and notarize Form 1295.  

(c) Within ten (10) business days from notification of pending award by the City of Arlington 
Purchasing Manager or designee, the completed Form 1295 must be submitted to the City.  

(d) Your firm will need to repeat this process and obtain a separate Form 1295 each time you 
enter into a new contract, renew a contract or make modification and/or amendments to a 
contract.  

(e) Instruction and information are available at https://www/ethics.state.tx.us/tec/1295-
Info.htm or you may call the Texas Ethics Commission at (512) 463-5800. 

 
3. Certificate(s) of Insurance:  Refer to Section F. 

4. Payment, Performance, and Maintenance Bonds:  Refer to Section D, if required 
 
When payment, performance, and/or maintenance bonds are required, the bidder must provide 
the bonds, in the amounts and on the conditions required, within 15 working days after notification 
of intent to award, or as otherwise required by the bid specifications, applicable requirements will 
be identified in Section D, Special Provisions.  
 

C8. ORDER OF PRECEDENCE:  
 

This bid specification shall be included and incorporated in the final agreement or purchase order.  
Unless otherwise expressly provided in the final agreement or purchase order, in the event of any 
conflict between the terms of the final agreement or purchase order; this bid specification; and the 
vendor’s response, the order of precedence shall be the final agreement or purchase order, followed 
by the solicitation, and then the response to the solicitation. 

 
C9. VENDOR DEBRIEFING 

 
Vendor debriefing is available within 30 days following award of any contract. 

 
C10. BID GRIEVANCE PROCEDURES 
 

https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm
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Any actual bidder or proposer who believes they are aggrieved as a result of a bid or proposal from the 
City of Arlington may file a grievance. Only written grievances may be considered. The grievance may not 
be in regard to specific evaluation criteria or weights. 

 
1) The grievance must be in writing and delivered to the Purchasing Manager of the City of Arlington. 

The grievance may be delivered in person to the department offices located at 101 South Mesquite 
Street, Ste. 800, Arlington, Texas, or by certified mail, return receipt requested, to the following 
address:  

City of Arlington  
Financial Services/Purchasing Division 

P.O. Box 90231 
Mail Stop 63-0810 

Arlington, Texas 76004-3231 
 

2) The Purchasing Division must receive the written grievance within five (5) business days after the 
posting of the City staff’s award recommendation being submitted to the City Council for approval.  

 
3) The written grievance must include the following information before it may be considered by the 

city:  
 

(a) Name, mailing address, and business phone number of the aggrieved party;  
(b) Identification of the bid or proposal to be reviewed; 
(c) Citation detailing the exact law that is believed to have been violated; 
(d) A precise and short statement of the reason or reasons for the grievance which should provide 

enough factual information to enable the city to determine the basis of the grievance; and any 
documentation or other evidence supporting the grievance.  

 
4) All applicable documentation and other information applying to the grievance must be submitted to 

the Purchasing Manager at the time of grievance. 
 

5) The Purchasing Division, in conjunction with the department responsible for the bid or proposal 
solicitation, will attempt to resolve the grievance, including, at the Purchasing Manager’s option, 
meeting with the aggrieved party. If the grievance is successfully resolved by mutual agreement, the 
Purchasing manager shall submit a copy/verification of the resolution to the City Manager or 
designee.  

 
6) If the Purchasing Division is unable to resolve the grievance, the aggrieved party may request the 

grievance be reviewed and resolved by the City Manager or designee.  
 
7) A request for the City Manager’s review must be in writing and received by the Purchasing Division 

within three (3) business days from the date the Purchasing Division notifies the aggrieved party 
that the issue(s) cannot be resolved. The request for City Manager review must be delivered in 
person to the Purchasing Division at the address stated above or by certified mail, return receipt 
requested, to the mailing address stated above.  

 
8) If the aggrieved party fails or refuses to request a review by the City Manager within the three (3) 

days, the grievance is deemed finalized and no further review by the city is required.  
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SECTION D                                           SPECIAL CONDITIONS 
 
D1. PROCUREMENT SCHEDULE 
 

PROCUREMENT Schedule 
Release Date November 7, 2018 
Last day Questions are Due November 21, 2018 NLT 2:00PM 
Release of Addendum 1 November 28, 2018 
Bids Due December 13, 2018 NLT 2:00PM 
Notice of Award February/March 2019 
 

  D2.  PRE-BID CONFERENCE:  N/A 
 
D3.  METHOD OF AWARD – BEST VALUE RANKING APPROACH 

 

The City of Arlington intends to award a contract to the vendor who provides goods or services at the best value for the City 
of Arlington.  In determining the best value for the City of Arlington, the City will consider price, operational plan, and relevant 
experience/references to the extent to which the goods or services conform to the specifications. 
 

Measurable criteria are used to determine the best value ranking.  The evaluation committee will evaluate the information 
provided by the vendor(s) in response to the established measurable weighted criteria contained in the solicitation. The 
combined score of all evaluators for each vendor is the score to be used to determine the ranking for the vendor.  Award will 
be made to the vendor with the highest ranking. 

 

MEASURABLE CRITERIA 
Price         30 points (percent) 
Operational Plan        70 points (percent) 

 

Each vendor is responsible for submitting all relevant, factual, and correct information with their bid.  The evaluation 
committee will assign a ranking score to each vendor based on the available data.  If additional sheets are attached to the bid 
specification package, the bidder shall clearly cross-reference the appropriate location in the solicitation (i.e. page number, 
paragraph, subject, etc.) 
 

1. Price (30 points) The bidder with the lowest price receives the maximum score.  The bidder with the next lowest 
price receives points based on dividing his price into the next lowest price and multiplying that percentage by the 
available points, for example, assume $50,000 is the low offer, then that bidder would receive 30 points 
($50,000/$50,000=1.00x30=30).  Assume $55,000 is the next low offer, then that bidder would receive 26.4 points 
($50,000/$55,000=0.91x30=26.4), etc. 

 

2. Operational Plan (70 points) The bidder’s point value will be based on their measured score.  Evaluation of the 
operational plan shall be based on submittals regarding the following information: 

 

Any proposal without an operational plan will be considered non-responsive. Evaluation of the operational 
plan shall be based on submittals regarding the following information: 

a. Bidder’s Questionnaire 
b. Resume of Account Manager for the City of Arlington 
c. Transition Plan – Describe Communication Plan during transition from one contract to new contract 
d. Financial Statement regarding firm’s financial stability 
e. Experience with contracts similar in size and scope 
f. Temporary Employee Evaluation Form  
g. Reporting Tools – Monthly Report Samples Electronically  
h.  Software Program to Assist city departments in managing their temp services 

Contract requirements 
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i. References - Five References ( City of Arlington may be used as one reference only). 
 
D4.  BID SUBMITTAL INSTRUCTIONS:   
One (1) Original plus one (1) USB Flash Drives.   Electronic copy must be one PDF file and not submitted as separate 
sections. 

 
1) Cover Sheet with authorized signatures; 
2) Addendum Acknowledgement (if applicable) 
3) Bid Price Detail Page Attachment A 
4) Operational Plan labeled Attachment B 

a. Bidder’s Questionnaire 
b. Resume of Account Manager for the City of Arlington 
c. Transition Plan – Describe Communication Plan during transition from one contract to new contract 
d. Background Checks  
e. Pre-screening Procedures (Testing) 
f. Inventory of Temporary Employees  
g. Financial Statement regarding firm’s financial stability 
h. Experience with contracts similar in size and scope 
i. Quality Assuance 
j. Temporary Employee Evaluation Form  
k. Reporting Tools – Monthly Report Samples Electronically  
l.  Software Program to Assist city departments in managing their temp services 

Contract requirements 
m. References - Five References 

5) Required Forms, Attachment C 
a. Copy of W-9 (November 2017 revision) “Request for Taxpayer Identification and Certification”; 
b. Proof of Insurance on original Acord Form; 
c. Local Preference Consideration, Attachment 2 
d. Data Intake Form, Attachment 3 
e. MWBE Participation Form, Attachment 4 (if applicable); 
f. MWBE/HUB CERTIFICATE, (If applicable) 
g. Form CIQ - CONFLICT OF INTEREST QUESTIONNAIRE, Attachment 5 

 
D5. BIDDERS QUALIFICATION 
 
Bidders are required to be familiar with any conditions that may, in any manner, affect the work to be done or affect 
the equipment, materials, or labor required. Bidders are also required to carefully examine the specifications and all 
equipment and all site locations and be thoroughly informed regarding any and all conditions that may, in any manner, 
affect the work to be performed under contract.   By submission of a response to this Invitation to Bid it will be 
construed that the Bidder is acquainted sufficiently with the site(s) and the work to be performed.  
 
Each bidder is responsible for submitting all relevant, factual, and correct information at time of the bid submittal.  If 
additional sheets are attached to the bid specification, the bidder must clearly cross-reference the appropriate location 
in the solicitation (i.e. Section and paragraph Number, Attachment and paragraph number, or Exhibit; page number, 
subject, etc.).  The criteria listed below will be assessed as part of the Post Qualification.   
   

1) Years of Experience:   Bidder shall have a minimum of five (5) consecutive years experience in the supply 
and delivery of goods ,or services to be provided as specified herein. Recent start-up businesses do not meet 
the requirements of this Bid Specification. 
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(a) A start-up business is defined as a new company that has no previous operational history or expertise in 
the relevant business and is not affiliated with a company that has the history or expertise (References).  
Failure to meet this requirement will result in a non-award. 

 
(b) The bidder shall identify its ability, capacity, and skill to perform the contract or provide the service 

within the time specified, as well as, the quality of performance of previous contracts or services 
including previous performance with the City. Any negative vendor performance may be cause for 
non-consideration for award. 

 
(c) Contractor shall have successfully completed a contract of similar size and scope of these contract 

specifications within the past three (3) years. 
 

2) References:  Bidder must provide a list of five (5) governmental or commercial references on Attachment 
1.  The bidder shall choose references that illustrate the Bidder’s ability, capacity, and skill to perform the 
contract as specified. 
 
(a) Bidder may list one (1) previous City of Arlington project that he/she has completed.   
(b) The City reserves the right to inspect any and all known previous locations where services were 

rendered pursuant to the property owners’ expressed permission. 
 
3) Bankruptcy or Insolvency:  If the successful Bidder shall file a Petition in Bankruptcy, or if the same shall 

be adjudged bankrupt or insolvent by any Court, or if a receiver of the property of the successful Bidder 
shall be appointed in any proceeding brought by or against the creditors, or proceedings shall be 
commenced on or against the successful Bidders’ operations of the premises, the City reserves the right to 
terminate any contractual agreement immediately.   
 

4) Public Information:  Any negative vendor performance or information obtained as public record may be 
cause for consideration of non-award. 

 
5) The City of Arlington reserves and shall be free to exercise the right to evaluate bid in relation to 

performance record of bidder with the City itself, another municipal corporation of like size, or private 
corporations during the past two-year period.   

 
6) The City reserves the right to reject a response from a Contractor and/or Sub contractor whose goods 

and/or services to the City or other government entities have been documented as unsatisfactory in 
providing the same goods and/or services. 

 
D6.        Bonds are not applicable. 

   
D7. CONTRACT:  The bid document, as amended by any addendum, must be returned to the City of Arlington 

as it conforms to the bid closing date and time, and awarded by the Arlington City Council, shall constitute 
the contract. 

 
1) Initial Term of Agreement:  Unless otherwise specified, this contract, if awarded, shall be for a period of 

Two (2) year(s) beginning on the date specified in the Award Letter, to be issued by the City's Purchasing 
Division. 
 

2) Probationary Period: The first ninety (90) days of each contract term will be considered a “probationary” 
period. When applicable, at the first City Council meeting following a probationary review, the successful 
Bidder’s contract may be terminated, based on the perfomance of the Bidder, and a new award be granted 
without  issuing a second solicitation.  
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3) Option to Renew:  The City and Contractor may, upon mutual written consent not earlier than ninty (90) 

days prior to the expiration of the contract, renew the contract for an  additional one-year period, not to 
exceed four (4) additional one (1) year renewal options after the initial term.  The Awarded Bidder may 
request a price increase at each renewal time at a rate not to exceed the effective percentage change in 
the Consumer Price Index (CPI-U) for the previous twelve (12) months.   

 
(a) At the City’s discretion, the effective change rate shall be based on either the local or national index 

average rate for all items.   
(b) It is the Awarded Bidder’s responsibility to request any pricing adjustment under this provision. For 

any adjustment to commence on the first day of any exercised option period, the request for 
adjustment should be submitted 90 days prior to expiration of the then current contract term. The 
adjustment request should not be in excess of the relevant pricing index change. If no adjustment 
request is received from the vendor, the City will assume that the vendor has agreed that the optional 
term may be exercised without pricing adjustment. Any adjustment request received after the 
commencement of a new option period may not be considered.  

(c) The City reserves the right to negotiate lower pricing for the additional term(s) based on market 
research information or other factors that influence price. The City reserves the right to apply any 
reduction in pricing for the additional term(s) based on the downward movement of the applicable 
index.  

(d) The City reserves the right to reject any price adjustments submitted by the vendor and/or to not 
exercise any otherwise available option period based on such price adjustments. Continuation of the 
contract beyond the initial term, and any option subsequently exercised, is a City prerogative, and not 
a right of the Awarded Bidder. This prerogative will be exercised only when such continuation is clearly 
in the best interest of the City 

 
4) Option to Extend or Transition of Bidder(s):  In the event that a new Bidder(s) is (are) not selected by the 

City of Arlington, it shall be incumbent upon the Bidder to continue the contract under the same terms and 
conditions until new contracts can be completely operational.  The transition period extend more than 
ninety (90) days beyond the original expiration date of the existing contract. 
 

5) Addition or Deletion:  The City reserves the right to add or remove items as circumstances warrant.  The 
City of Arlington reserves the right to purchase additional units under the terms of this specification. 
 

6) Cancellation:  The City reserves the right to cancel the contract upon thirty (30) days written notification 
for failure to supply the required materials or failure to meet delivery schedules, or should funding not be 
approved by the City Council for any given budget year during the contract term, the contract will terminate 
and become null and void. 

 
7) Estimated Quantities:    This is a requirements contract.  The quantities listed are based upon the best 

available data, and serve only as a guide and in no way represents an intended or guaranteed amount.  The 
City reserves the right to purchase according to actual need and may or may not meet or exceed the 
estimated quantities shown.   

 
8) Order Placement:  Requests for goods and services will be on an as-needed basis by authorized City of 

Arlington employees only.  The City will supply the successful bidder with the names of personnel 
authorized to place orders. The City shall place written orders electronically or via email in the form of a 
purchase order or formal Notice to Proceed which will include a purchase order number and related cycle.   
 
(a) Purchase Orders:  It is the sole responsibility of the supplier to acquire a hard copy purchase order 

authorizing said purchase of goods or services.  Supplier must acquired a purchase order prior to 
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placing any orders or purchasing goods, materials on behalf of the City, or performing services for the 
City.  Failure on behalf of the supplier to obtain a purchase order from the City may result in forfeiture 
of payment due to lack of authorization to purchase goods or services.  Verbal orders from City 
employees are not an acceptable method of authorization.  Such verbal orders shall be forwarded to 
the Purchasing Agent of record, as identified herein. 

 
9) Invoicing:  Unless, otherwise specified herein, the Awarded Vendor shall furnish the City the complete and 

correct itemized invoice for the goods and services.  Awarded Contractor shall issue invoices monthly.    
 
(a) No payment will be made for goods ordered or services performed without a proper order 

authorization.  

(b) Payment shall not be made until the r services have been received, inspected, and accepted by the City 
in the quality and quantity ordered. 

(c) Invoices resulting from scheduled goods or services shall be received no less than one 30 days apart;   

(d) When applicable, invoices shall be compiled per the purchase order number in a 30 day cycle; and 

(e) At no time shall an invoice reflect multiple purchase order numbers. Such invoice(s) will be considered 
incorrect and will not be processed until corrected.  

(f) The City will:   
1. Not accept an incorrect invoice; or 

2. Incur no penalty for late payment if payment is made in thirty (30) days or less from receipt of 
goods/services and/or a correct/accurate invoice, whichever is later in accordance with the Texas 
Prompt Payment Act. 

3. Dismiss invoices lacking an authorized Purchase Order number, and/or Service Agreement number 
and Division Code, as such invoice will be considered as incorrect.  

(g) Submittal: 

Mailed to: 
 

City of Arlington  
  Accounts Payable  
  P.O. Box 30143  

  College Station, TX 77842-0143 
 

Or, registering with Catalyst Vendor Self Service – a web-based application that will provide access to 
invoices/payment status.   

 
(h) Invoice must include, at a minimum, the following information:  

 
1. Service Agreement No.: 19-0036 
2. Division Code:   
3. Coordinating Line Item of PO 
4. Company Name  
5. Point of Contact who placed order  
6. Date of delivery  
7. Delivery Address  
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8. Cost of items as stated on Bid Response and extended price to reflect total cost for number of 
items  

 
(i) Questions concerning invoice status and payment must be directed to 877-629-6295.  Purchasing and 

City staffers will not be able to provide status information. 
 

D8.  Federal Clauses:  Are not applicable under this specification  
   
D9. Safety:  All safety precautions and oversight shall be per OSHA and best practice so to meet the requirements 

of the Specifications and Scope of Work, defined herein.  No direct compensation will be made to the Contractor 
for furnishing, installing, maintaining, and/or the removal of required safety measures, and thus no costs 
associated with meeting the specifications and scope of work will be paid as a separate line item.   

 
D10. Misconduct:  The City is committed to maintaining an alcohol, drug, and firearm free workplace.  Possession or 

use of firearms, or possession, use of, or being under the influence of alcohol or controlled substances by 
Contractor’s employees or Subcontractors’ employees while in the performance of any service(s) or delivery of 
goods to the City of Arlington, Texas, is strictly prohibited.  Violation of this requirement may constitute grounds 
for immediate cancellation of the Contract.  The City reserves the sole right to determine whether this clause is 
violated, which may be grounds for immediate termination. 

 
D11.  Environmental:  The City is committed to purchasing goods, and services from suppliers which can provide the 

least adverse environmental impact within the constraints of statutory purchasing requirements, departmental 
needs, availability, and sound economic considerations while protecting health and safety, be fiscally 
responsible, meet State and Federal mandates, and model environmental stewardship, and encourages 
proactive measures in employee behavior to reduce mobile source air pollution.  

 
D12.  Ordinances:  The City will make a good faith effort to notify the supplier of City ordinances when applicable; 

however, neither the City nor any of its staff, employees, agents, or representatives are responsible for notifying 
the contractor(s) of such ordinances.  It will be the sole responsibility of the Contractor performing the services 
to make him/her aware of such City ordinances.  All costs, including but not limited to, fines, fees, tickets, or 
citations becoming due as a result of violating such ordinances will be handled directly between the Court, the 
issuing department, and the Contractor.  Compensation for costs due to violations will not be warranted under 
this specification or in conjunction with any portion of work as it is associated with this specification.  Should it 
be discovered that an ordinance conflicts with a project, the Contractor shall notify City in writing at once.  The 
City will acknowledge the information via email and may allow an extended work time when ordinance(s) 
impede schedule.  

 
D13.  Public Emergencies:   A Public Emergency shall be defined as, but not limited to, a tornado, flood, hurricane, 

winter weather, large scale disaster and/or relief thereof which is manmade or natural, or by an act of God shall 
herein known as “Emergency.” 
 
It is vital to the citizens and those who seek large scale refuge within the City of Arlington be protected from any 
such Emergency situation(s) that threatens public health and safety as declared by the City of Arlington; 
therefore, at any time before, during, or after a public emergency, the City of Arlington may require a “First 
Priority” for goods and services to be rendered by the awarded Bidder.   
 
The Contractor agrees to rent/sell/lease all goods and service to the City or its governmental entities on a “first 
priority” basis.  The City expects to pay contractual prices for all goods and or services rendered under this 
awarded Agreement in the event of such Emergency.  Should the Bidder provide the City with products and/or 
services not under this awarded Agreement, the City expects to pay a fair and reasonable price for all products 
and/or services rendered or contracted in the event of an Emergency.  
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SECTION E                                                     SCOPE OF WORK 
 
E1.  INTENT 
 
1) The City of Arlington is seeking best value bids from qualified vendors to provide a wide range of temporary 

employment services on an as needed basis as determined by the City.   The City of Arlington is a full-service City 
government and as such is seeking primary and secondary contractors to provide temporary personnel services on 
an “as needed” basis during absences, work overloads, special projects and other work-related situations. Labor 
demands may vary significantly as there is no annual minimum guarantee of need. 

 
2) Services will normally be performed during traditional Monday through Friday regular work hours. A workweek 

constituting forty work hours shall be considered a regular workweek less any established CITY holidays. Official 
operating hours (in most cases) will be 8:00 a.m. to 5:00 p.m. with a one-hour break for lunch.  

3) The selected Contractor(s) shall be required to provide qualified, experienced personnel on a short-term basis 
(generally, less than twelve months) to work at various locations to assist in meeting the temporary employment 
needs of the City. The Contractor(s) will be the legally responsible employer for the temporary personnel during the 
time they are assigned to work at the City. 

 
4) Throughout the contract term, the vendor will furnish labor on an “as-needed” basis. Temporary labor shall be 

provided only on the days for which the City has notified the vendor as to a specific requirement and the quantity 
of workers needed. 

5) The awarded Contractor(s) may also be asked to provide staffing for additional positions not included in the Bid as 
determined necessary by the Department Director or designee. 

6) The awarded Contractor(s) will maintain a listing of all temporary employees who have worked on assignments for 
the City. This list will include at a minimum, the employees name, skill level and assignment.   This list will maintain 
references and test results on all temporary employees assigned to the City for a period of at least three months 
after completion of the work assignment and provide these references and results to the City upon request. 

E2 TEMPORARY EMPLOYEE CLASSIFICATIONS 
 
The following are job classifications routinely utilized by the City of Arlington.    
 

1) Accounting Clerk 
2) Animal Technician 
3) Bilingual Receptionist  
4) Call Center Agent 
5) Community Service Agent 
6) Data Entry Clerk 
7) Deputy Court Clerk II – Collection Clerk 
8) General Maintenance Worker 
9) General Unit Assistant 

10) Operation Support 
11) Project Coordinator 
12) Receptionist 
13) Records Management Senior Clerk 
14) Senior Clerk Secretary 
15) Senior Programmer Analyst 
16) Service Unit Assistant 
17) Youth Outreach Coordinator 
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Critical Positions:  
18) Accountant 
19) Executive Assistant  
20) Paralegal  
21) Project Manager  
22) Recruiter  

 
E3. CONTRACTOR REQUIREMENTS 
 
1) Contractor(s) shall have available the necessary organization and resources to fulfill temporary personnel 

service needs as requested and within the specified time as outlined.  It is essential that the contractor provide 
an adequate staff of experienced personnel, capable of and devoted to the successful accomplishment of work to 
be performed under this contract. Contractor must assign tested and trained individuals specifically skilled for 
position. Once staff is assigned Contractor shall not remove or replace without the prior written approval of 
the issuing department. 
 

2) The Contractor will provide a “temporary employee evaluation” form to the immediate supervisor for each 
assignment. A copy of the evaluation form shall be provided to the Workforce Services Department within two 
weeks of completion of the job assignment. The Contractor must maintain an overall rating of “meets 
expectations” for the duration of the contract term.  Please include a copy of your company’s standard evaluation 
form with this bid response.  
 

3) Reporting Tools: The City will desire the awarded contractor to submit a monthly report to Workforce Services 
detailing all activity with the City. This report must be submitted the first week of each month for the prior month’s 
activity. The report must include, at a minimum, the following information: temporary employee’s name, 
Department/Division assignment, position class, total number of hours worked, total cost, and overall 
performance rating. A summary report shall include total hours assigned per class of employee (e.g. Senior Clerk, 
Secretary, etc.).  The City prefers this report to be available electronically.   
 

4) Contractor shall have a software program available to assist departments in managing their temporary service 
contract.  The software should allow City departments to perform the functions listed below. 
 

a. City would prefer to monitor their account via the web.   
b. Have access to reports that can be viewed or printed monthly, quarterly, and/or annually.  
c. Review invoice lists and time sheets online.  
d. Review of invoices that are open 
e. Listing of current and past temporary employees with total hours from start to finish. 

 
5) Contractor shall be an Equal Opportunity Employer that does not discriminate against qualified individuals on 

the basis of race, religion, color, sex, age, natural origin or disability. Furthermore the Contractor shall 
demonstrate in writing that it will provide a reasonable accommodation to any individual who has a 
physical or mental disability it is aware of. 

 
6) Contractor   shall   provide   individuals   possessing   the   appropriate   qualifications, knowledge and skills to 

provide professional services in each of the categories listed. Contractor shall screen all temporary employees to 
ensure they have the minimum skills necessary for the position being filled.  All employees shall be at least eighteen 
(18) years old and must be capable of working under normal supervision. 
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7) The Awarded Contractor will have and maintain a $1 million fidelity crime bond on the employees it provides to the 
City to protect the City from any loss caused by the worker(s) provided by the agency 

 
8) Vendors must have been engaged in temporary employment services in the DFW Metroplex for a minimum of five 

(5) consecutive years and identify a minimum of five (5) companies or public entities that have been serviced by 
Proposer within the past three (3) years.  

 
9) Contractor or Contractor’s employee shall be responsible for providing all transportation to and from the work 

location. Contractor agrees to abide by and provide staff that performs the work under this contract in compliance 
with all applicable CITY rules, regulations, policies and procedures. CITY will pay only for actual hours worked. No 
travel time or other expense shall be paid by CITY. 

 
10) Contractor shall provide an account manager with all contact information to the CITY during the life of the contract 

to serve as the one point of contact for issues regarding the contract.    CITY shall be immediately notified in writing 
of any changes in this assignment.  The CITY reserves the right to request a change of the Account Manager at any 
time. Any substitution of the Account Manager shall be submitted in writing to the CITY. 

 
11) Contractor shall ensure that employees report to work upon the specified date, at the requested time, to the 

appropriate user facility/department/division ready to commence work. 
 
12) Protection of City Information –  Due  to  the  sensitive  nature  of  the  information maintained by the City, the 

Contractor or any Contractor employee shall not disclose or release in any manner, any and all information the 
City deems private, privileged or confidential transmitted/handled during the performance of the contract service. 
At no time shall any information be disclosed without CITY’s prior written consent. 

 
13) If there is reasonable suspicion based upon objective factors resulting in a communicated belief by CITY staff that 

the temporary worker is under the influence of or impaired by alcohol or a controlled substance the Contractor’s 
Account Manager shall be immediately notified. Contractor shall either replace the suspect worker or have the 
worker tested at the Contractor’s expense. If replaced, worker shall be a fully qualified substitute that meets the 
needs of CITY. Contractor shall be responsible for any disciplinary actions involving any temporary employee. 

 
14) At time of order for temporary personnel, the Contractor must immediately indicate to the ordering 

Department/Section/Division whether it can or cannot provide the needed temporary help. If Contractor informs 
the ordering entity at the time of the order it cannot provide the required temporary help the City will have the 
option of placing the order with any other awarded contractors for this service. Additionally, the contract(s) has 
been awarded with the understanding and agreement that it is for the sole convenience of the CITY. The City 
reserves the right to obtain services from another source when necessary. 

 
E4. CRIMINAL BACKGROUND CHECKS 
 
1) At their expense, Contractor shall conduct and coordinate criminal background checks on all employees responsible 

for performing contractual services at any City facility prior to beginning work at such facilities. Contractor 
employees must not have had any criminal convictions within the past seven (7) years. Contractor represents and 
warrants that Contractor or Contractor’s employees have not been convicted of any criminal offense(s) and is 
required to maintain the proof of background checks. 

2) Contractor shall provide proof (certification) that all personnel assigned to City facilities have had a criminal 
background check prior to their assignment. 
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3) Under no circumstances is Contractor to allow any employee to work at a City facility who has committed a crime 
against children or who is under an investigation for a crime against children, there is no time allowance or 
restrictions regarding this requirement.  

4) For CITY Public Safety Departments and Aviation temporary employee may be subject to additional background 
investigation as requested by the Department.  

5) Additionally, a driver’s license check on employees expected to drive CITY vehicles on the job. Workers must have a 
clean driving record verified through a DMV record check to meet CITY driving standards for that particular position. 

 
 
E5. CITY’S RESPONSIBILITIES 

 
1) CITY must provide all supplies and equipment  necessary  for  performing  tasks assigned. Provide adequate 

supervision for all temporary services workers. 
 

2) CITY reserves the right to interview Contractor’s appointment and make a final decision on the capabilities of 
the assigned personnel for the specific job needs. CITY retains the right to reject or stop time on any assigned 
employee who fails to perform assigned duties satisfactorily; who is not dressed appropriately for the 
assignment; that violates any federal, state or local regulation; disrupts the facility/departmental normal 
activities or for any other reason considered unacceptable in the judgment of the using department. 

 
3) Any CITY Department/Division needing services of between one (1) and three (3) employees MUST call the 

awarded contractor(s) at least twenty-four (24) hours prior to staff reporting.    Any CITY Department/Division 
needing services of between 4 and 10 employees must call the awarded contractor(s) at least forty-eight (48) 
hours prior to staff reporting. Requesting Department/Division shall provide an estimate of the service period 
required.  
 

4) Service estimate will be the City’s best assessment to provide reliable estimate of hours needed. Should 
the Contractor fail to provide the required number of qualified temporary employees within the required 
time frame, the CITY shall refer to other awarded contracts for services. 

 

E6. CITY-FURNISHED PROPERTY 
 

1) The City shall make available to the Contractor’s personnel City-furnished property for use in providing 
service. 
 

2) Title to City-furnished property shall remain with the City. The Contractor’s personnel shall use the City-
furnished property only in work performed under this contract. The City shall maintain the City’s official 
property records in connection with City property under this contract. 

 
3) The Contractor assumes the risk and responsibility for City-furnished property, its loss or damage, except 

a. For reasonable wear and tear; 
b. To the extent property is consumed in performing this contract; or 
c. As otherwise provided for by the terms and conditions of this contract. 
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E7. BILLING RATE 
  

1) The Proposer will propose a Billing Percentage to charge onto the City assigned Hourly Pay Rate to determine the 
Billing Rate. The Billing Rate may differ depending on the hourly pay rate; however, the proposed billing percentage 
shall remain the same for each job title.   This billing percentage rate should include all costs such as: Employee 
Hourly Pay Rate, Social Security taxes, Medicare taxes, State and Federal Unemployment Insurance, Workers 
Compensation Insurance, Liability Insurance, Advertising, Recruiting Costs, Background Checks, Administrative 
Costs, (Payroll, Admin, etc.)  
 

2) The estimated annual hours and estimated pay rate referenced in this RFP are only estimates and provided as a 
guideline for preparing your submittal. The City will use the estimated annual use numbers for the evaluation, but 
the City does not guarantee any minimum usage. Temporary employee service requests will be issued throughout 
the contract period for various department locations on an as-needed basis. 
 

E8. SERVICES 
 

1) Temporary employees furnished by the Awarded Contractor will NOT be entitled to participate in any of the City's 
benefit plans or paid holidays. 

 
2) Any temporary employee may be hired by the City on a part-time or full-time basis after ninety (90)-days of 

continuous temporary employment without a fee paid to the providing contractor. If the department recruited the 
contracted employee, then the buyout fee will apply: 

 
a.      1 to 30 days of contracted service: buy out charge $300 
b. 31 to 60 days of contracted service: buy out charge $200 
c. 61 to 89 days of contracted service: buy out charge $100 
d. 90 days or more of contracted service: buy out charge $0 

 
PLEASE NOTE: If during the assignment, the temporary employee applies for a City position different from the position 
they are currently fulfilling, then City shall not owe a fee to the Contractor. 
 
3) The knowledge, skills and abilities identified in the position specifications represent those needed to perform the 

duties of the job. Additional knowledge, skills and abilities may be applicable for individual positions. Contractor 
may be requested to provide a "worker profile" which will be a brief summary of the temporary worker's 
qualifications and employment outcomes to the requesting department prior to commencement of work 
assignment for review and approval by the department. 

 
4) The City shall have the right of approval and refusal of any temporary employee. In the instance of an unsatisfactory 

or unqualified person being assigned, that person may be dismissed from his/her duties immediately and if 
deemed necessary escorted from City property. If dismissed before commencing work, billing for that temporary 
employee shall not be accepted. 

 
5) EMPLOYEE END OF ASSIGNMENT: The City will notify the Contractor when the temporary employee is no longer 

needed and/or has completed the duration of work assignment. 
 
6) A temporary employee may be dismissed from his/her assignment for infractions including, but not limited to; use 

of alcohol or controlled substances while on duty, using profanity or being verbally abusive, disobedience of 
reasonable directions given by City supervising personnel, and violation of safety rules and regulations. 
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7) Normal working hours for City Departments are 8:00 AM to 5:00 PM, Monday through Friday. However, working 
hours and days may vary depending upon departmental requirements. Shift work may at times be required; 
however, shift differentials shall not be paid. 

 
8) Listed duties within the job descriptions are Illustrative only and are not intended to describe each and every 

function, which may be performed in the job class. The omission of specific statements does not preclude 
management from assigning specific duties not listed herein if such duties are a logical assignment to the position. 

 
E9. JOB DESCRIPTIONS 
 
1) Accounting Clerk 

Previous accounting experience of at least two (2) years.  Ability to perform general accounting duties which require 
knowledge of accounting practices and procedures. Ability to collect, organize, interpret, analyze and summarize 
various types of data. Must be able to use a personal computer and programs including Microsoft Word and Excel. 

 
2) Animal Technician 

Clean and straighten wash room and storage rooms, Assist with cleaning of kennels and feline cages. 
Re-fill sprayers with disinfectant and re-fill food barrels for the next day, Pick up trash and fecal matter in kennels 
and small fenced area, Sweep front lobby, hallway and front sidewalk.  Take incoming and outgoing animals to and 
from kennels. Pick up trash, bedding, old food and water bowls. Straighten up carriers and cages, Feed and water 
animals. 

 
3) Call Center Agent  

Ability to provide customer service functions via multiple points of contact (multi-line ACD phone, email, web, and 
in person); provides assistance to the public regarding a broad range of information relating to organizational 
efforts, resolution times regarding concerns, news items, City department functions and services in a timely and 
courteous manner. Ability to use independent judgment and interview techniques to analyze, assess and route 
citizen inquiries, complaints and request for service from phone, fax, email and web to the appropriate work order 
management software, or department application; monitor status of complaints and requests to ensure proper 
resolution; ability to respond to voice mail callers, enter data, and generate inspection reports from information 
received. Ability to research simple and complex requests, issues, or complaints and initiates appropriate action; 
locate and contact appropriate personnel in other City departments for information or assistance with resolution. 
Ability to enter data into various work order management systems to facilitate correct routing, response and 
resolution as they relate to customer inquiries or complaints; communicate with all levels of departments to 
coordinate and facilitate information exchange and problem resolution. Ability to provide administrative support 
and assistance in responding to department informational inquiries and updating informational databases, and to 
accept payments for various fines and fees (municipal court, water, etc). Ability to proactively research information 
and perform general administrative tasks such as copying, faxing, filing and mail processing. Ability to read and 
interpret general correspondence, City codes, ordinances, reports, budgets, minutes, policies and manuals. 

 
4) Community Service Agents 

Previous clerical experience of at least one (1) year. Ability to read, write and understand proper use of the English 
language including spelling and punctuation. Capable of typing information from handwritten or typed drafts. Skilled 
in alpha/numeric filing. Ability to compile routine computations. Ability to type and use a personal computer. 

 
5) Data Entry Operator 

Previous data entry experience of at least (1) year. Ability to read, write and understand the English language. Ability 
to verify data for accuracy.  Must be able to use a personal computer.  Must be able to key a minimum of 6.000 to 
8,000 key strokes per minute; alpha/numeric. Ability to operate a 10-key adding machine. Must be able to transcribe 
data from source documents; transferring and retrieving data to and from Excel and Access database programs 
interchangeably.   Must be able to perform other related data entry functions as need. 
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6) Deputy Court Clerk II 

Knowledge of modern office methods, procedures and equipment.  Skill in making simple arithmetic calculations.  
Skill in communicating both orally and in writing with a variety of people from all educational levels. Ability to 
operate a variety of office equipment including, but limited to PC, fax machine, typewriter, calculator and copier.  
Ability to perform a variety of physical skills including but limited to filing, holding, lifting up to 50 pounds, seeing, 
sitting, sorting, squatting, standing, stooping, typing, walking and writing.  Ability to receive detailed information 
through oral communication and make fine discriminations in sound.  
 

7) General Service Unit Assistant   
Knowledge of modern office methods, practices and equipment and equipment.  Knowledge of facility management 
to ensure a safe and productive experience for users and customers. Knowledge of basic accounting and budget 
concepts.  Ability to apply appropriate interpersonal skills with the public and city staff to maintain positive relations.  
Ability to learn and apply computer skills to register customers, maintain site records and accounts, authorize 
refunds and track budget expenditures and revenues.  Ability to demonstrate effective organization skills for 
recordkeeping, filing and coordination of a heavily used public facility or facilities.  Ability to perform a variety of 
physical skills including, but not limited to, seeing, sorting and typing. Ability to operate a variety of office equipment 
including, but not limited to a personal computer, RS6000 terminal, fax machine, telephone and calculator.  Ability 
to drive a motorized vehicle.  

 
8) General Maintenance Worker / Landscape Technician 

Ability to perform tasks such as: general waste and trash pickup, using powered weed eater, edgers and 
lawnmowers and other simple hand tools, digging, moving tables and chairs, mopping, basic landscape 
maintenance, display setup and take down, and other light labor functions. Ability to work both indoors and 
outdoors. 

 
9) IT Trainer 

Associate degree in related field and three years of experience in related field. This position will be responsible for 
all aspects of IT Training.  This includes but is not limited to:  Designing comprehensive course materials such as 
handouts, manuals, and exercises.  Preparing training curriculums.  Conducting classroom training.  Tracking training 
and certifications.  Analyzing training needs and making recommendations.  Supporting clients that are using 
computer-based training.  Other duties as required. Knowledge of Microsoft Office, Financial software (A/P, A/R, 
Purchasing, etc.), Geographic Information Systems software and land management/permit software desirable. 

 
10) IT Quality Assurance Manager  

Bachelor’s Degree in related field and five years of experience in related field.  This position will be responsible for 
quality assurance in the Information Technology department.  This includes but is not limited to:  Developing quality 
assurance strategies.  Conducting audits on IT systems and make recommendations.  Conducting backup/recovery 
tests on a regular basis.  Establishing processes for quality assurance and continually refines these processes to 
ensure they are efficient and address the City’s changing needs.  Partnering with development teams to ensure that 
quality is pushed deeply into the requirements and development process.  Assisting these teams in developing both 
requirements and solutions by providing knowledge and expertise of existing systems/data.  Documenting current 
system capabilities to assist other business units in their communication/negotiation with business partners.    
Researching and making recommendations to implement cost-efficient means of automating the testing process to 
improve quality.  Other duties as required. 

 
11) Operation Support 

Knowledge of modern office methods, practices and equipment and equipment.  Knowledge of facility management 
to ensure a safe and productive experience for users and customers. Knowledge of basic accounting and budget 
concepts.  Ability to apply appropriate interpersonal skills with the public and city staff to maintain positive relations.  
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Ability to learn and apply computer skills to register customers, maintain site records and accounts, authorize 
refunds and track budget expenditures and revenues.  Ability to demonstrate effective organization skills for 
recordkeeping, filing and coordination of a heavily used public facility or facilities.  Ability to perform a variety of 
physical skills including, but not limited to, seeing, sorting and typing. Ability to operate a variety of office equipment 
including, but not limited to a personal computer, fax machine, telephone and calculator. 

 
12) Receptionist 

Previous receptionist experience necessary. Ability to operate a multi-line telephone system. Good communication 
and business courtesy skills when greeting and directing visitors. Ability to record information accurately. Ability to 
read, write and understand proper use of the English language. Ability to type and use a personal computer. 

 
13) Records Management Clerk 

Previous experience of at least one (1) year using alpha/numeric filing systems. Experience with 
microfilm/microfiche records. Ability to retrieve and enter information into a file maintenance database. Ability to 
verify documents for accuracy and completeness. Ability to type and use a personal computer. 

 
14) Secretary 

Previous secretarial experience of at least one (1) year. Ability to perform varied and complex secretarial duties. 
Familiarity with Legal and Engineering document and terminology. Ability to read, write and understand proper use 
of the English language. Ability to use a personal computer and programs including Microsoft Word, Access, and 
Excel. Must be detail oriented. Dictation may be required, including the use of a dictation machine or Gregg 
shorthand at 90-120 wpm. Must be able to compose, proof and edit a variety of documents. 
 

15) Senior Clerk-Secretary 
Answer telephone calls from citizens and route complaints to appropriate staff. 
File documents alpha and/or numeric. 
Open mail and distribute to appropriate person. 
Assist customers with city license registration. 
Assist walk-in customers with direction and instruction. 

 
16) Senior Programmer Analyst 

Bachelor’s Degree in related field and three years of experience in related field. This position will design and develop 
efficient program logic for the enhancement of existing systems and the development of new systems, including 
appropriate documentation.  This includes, but is not limited to:  Performing desk checks, prepare tests cases, and 
carry out init integrations to ensure that modified systems perform correctly.  Analyzing system documentation, 
program logic, and manuals.  Conducting on-site review of user procedures to achieve a thorough understanding of 
the various system functions.  Coordinating projects with peers, supervisors, and management to ensure that 
project and departmental objectives are met.  Other duties as required. 
 

17) Service Unit Assistant 
Knowledge of modern office methods, practices and equipment and equipment.  Knowledge of facility management 
to ensure a safe and productive experience for users and customers. Knowledge of basic accounting and budget 
concepts.  Ability to apply appropriate interpersonal skills with the public and city staff to maintain positive relations.  
Ability to learn and apply computer skills to register customers, maintain site records and accounts, authorize 
refunds and track budget expenditures and revenues.  Ability to demonstrate effective organization skills for 
recordkeeping, filing and coordination of a heavily used public facility or facilities.  Ability to perform a variety of 
physical skills including, but not limited to, seeing, sorting and typing. Ability to operate a variety of office equipment 
including, but not limited to a personal computer, RS6000 terminal, fax machine, telephone and calculator.  Ability 
to drive a motorized vehicle.  
 

 



Reference Number: 19-0036 Return By: December 13, 2018 @ 2:00 p.m. Page  34 

 

18) Youth Outreach Coordinator  
YOC provides support to site director for assistance in supporting children and orienting families that are inquiring 
about services, receiving services and/or participating in R.E.A.C.H. programs.  Responsibilities include: manage 
client database, monitor youth participants during events, communicate with parents, participate in community 
presentations, and attend R.E.A.C.H youth-related meetings as designated by the site director 

 
• Manage a caseload of 16 to 30 regular, ongoing participants; and serve 50 to 100 youth monthly. 
• Meet with participants and visit families regularly.  
• Educate and advocate a minimum of 3 service connections per family. 
• Help foster relationships and establish new partnerships. 
• Provide opportunities for youth empowerment. 
• Organize and facilitate activities planned to enhance the psycho-social development of participants and to 

accomplish program goals and objectives. 
• Communicate with parents and guardians and low-income and special needs populations. 
• Work in a team and collaborative effort (can initiate and maintain relationships). 

 
 CRITICAL POSITIONS 
 
Critical positions are defined as positions designated as USDOT, safety sensitive, require handling cash and/or have 
access to confidential systems or information.  The critical positions are as follows: 
 

1) Executive Assistant* 
2) Accountant* 
3) Paralegal * 
4) Project Manager*  
5) Recruiter*  

 
* Critical positions will require resumes to be sent to the City of Arlington for review prior to any employee being sent 
on assignment.  
 
Executive Assistant 

This is position that provides administrative and clerical support to executive members of the City of Arlington.  

Accountant 
Under general supervision, responsible for reconciling general ledger accounts and bank statements, assisting with 
internal and external audits, and assisting in special projects related to financial matters. 

Paralegal 

Under general supervision, provides assistance and support to City's attorneys in gathering  
information, conducting legal research, and preparing opinions and legal documents. 
 

Project Manager  

Oversee the delivery of Information technology based solutions to effectively meet user needs in a variety of 
functional work groups.  Projects should be completed on-time, within budget and to the satisfaction of customers. 

Recruiter  
Under general direction, post and screen applicants for employment.  
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SECTION F INSURANCE REQUIREMENTS (IN THE MINIMUM OF) 
 
 
 
The successful bidder shall submit evidence of required insurance on an original ACORD certificate at time of bid.  The bidder 
will have no longer than fifteen (15) calendar days following notification of award to submit the required Acord form 
identifying The City as an additional insured to all applicable coverage, including materials, equipment, or supplies provided 
by the City. A current Acord form must be submitted upon policy changes, renewal, or upon request by the City. 
 
The Contractor will not commence work under this contract until he or she has obtained all the insurance required herein 
and such insurance has been approved by the City, nor shall Contractor allow any subcontractor to commence work on 
his or her subcontract until all required insurance of the subcontractor has been obtained and submitted to the City.   
 
Failure or refusal to submit the required insurance document(s) on an original Acord within 15 Calendar days after 
notification of award, at any renewal period, when the expiration is between renewals, or upon City’s request may result in 
immediate suspension of the delivery of goods, and services at no additional cost to the City and/or rescinding the award 
at any term of this bid. The City reserves the right to require or receive any additional documents necessary to confirm that 
the insurance requirements are being met, including but not limited to, policies and endorsements.   Failure to provide 
documentation will result in awarding bid to the next lowest responsible bidder when applicable.  
 
A certificate of insurance  listing the city as additional insured is not required at the time of the bid, only proof of insurance 
is required.    However, an insurance certificate is required to be on file prior to start of any work.  
 
1. Commercial General Liability:  $1,000,000.00 per occurrence, $1,000,000.00 products/completed operations and 

$2,000,000.00 general aggregate for bodily injury, personal injury and property damage.  This policy shall have no 
coverages removed by endorsement. 

 
2. Automobile Liability:  $1,000,000.00 combined single limit per accident for bodily injury and property damage.  

Coverage should be provided for any auto, including hired and non-owned vehicles.  
 
3. Workers' Compensation and Employers' Liability:   Statutory.   Employers’ Liability policy limits of $1,000,000.00 for 

each accident, $1,000,000.00 policy limit – disease, $1,000,000.00 each employee - disease. 
 
4. Umbrella or Excess Liability:  $2,000,000.00 per occurrence and aggregate. 

 
Other Insurance Provisions 

 
1. The City, its officials, employees and volunteers shall be named as an additional insured on the Commercial General 

Liability, Automobile Liability and Umbrella Liability insurance policies.  These insurance policies shall contain the 
appropriate additional insured endorsement to cover premises/operations and products/completed operations, 
including materials, equipment or supplies provided by the City. 

2. All policies except professional liability shall be endorsed with a waiver of subrogation in favor of the City, including its 
officials, employees and volunteers for losses arising from the activities under this contract. 

 
3. Each insurance policy required by this clause shall be endorsed to state that coverage shall not be suspended, voided, 

canceled, reduced in coverage or in limits, or materially changed, except after thirty (30) days prior written notice has 
been provided to the City.  If the policy is cancelled for non-payment of premium, only ten (10) days notice is required. 
 

4. Insurance is to be placed with insurers with an A.M. Best rating of no less than A:VII.  The company must also be duly 
authorized to transact business in the State of Texas. 
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5. Certificates of Insurance and Endorsements affecting coverage required by this clause shall be forwarded to: 

 
Financial Services/Purchasing Division, Bid No. 19-0036 

Mail Stop 63-0810 
City of Arlington 
P. O. Box 90231 

Arlington, Texas 76004-3231 
 
6.  Subcontractors and Independent Contractors 
 

a. Certificate of coverage ("certificate") - A copy of a certificate of insurance, a certificate of authority to self-
insure issued by the commission, or a coverage agreement  DWC-81,  DWC-82,  DWC-83 or  DWC-84), showing 
statutory workers' compensation insurance coverage for the person's or entity's employees providing services 
on a project, for the duration of the project.  

 
b. Duration of the project - Includes the time from the beginning of the work on the project until the 

contractor's/person's work on the project has been completed and accepted by the governmental entity.  
 

c. Persons providing services on the project - Includes all persons or entities performing all or part of the services 
the contractor has undertaken to perform on the project, regardless of whether that person contracted directly 
with the contractor and regardless of whether that person has employees.  This includes, without limitation, 
independent contractors, subcontractors, leasing companies, motor carriers, owner-operators, employees of any 
such entity, or employees of any entity which furnishes persons to provide services on the project.  "Services" 
include, without limitation, providing, hauling, or delivering equipment or materials, or providing labor, 
transportation or other service related to a project.  "Services" does not include activities unrelated to the project, 
such as food/beverage vendors, office supply deliveries and delivery of portable toilets.   
 

d. Every contractor, subcontractor and independent contractor providing services under this agreement or 
otherwise performing on the project must comply with the minimum insurance requirements stated herein. 

 
e. The contractor must obtain a certificate of coverage from each subcontractor and/or independent contractor 

prior to beginning work on the contract.   
 

f. If the coverage period shown on the contractor's current certificate of coverage ends during the duration of the 
project, the contractor must, prior to the end of the coverage period, obtain a new certificate of coverage showing 
that coverage has been extended.  
 

g. By signing this contract or providing or causing to be provided a certificate of coverage, the contractor is 
representing to the City that all employees, subcontractors and independent contractors who will provide 
services on the project will be covered by workers' compensation coverage for the duration of the project, that 
the coverage will be based on proper reporting of classification codes and payroll amounts, and that all coverage 
agreements will be filed with the appropriate insurance carrier or, in the case of a self-insured, with the 
commission's Division of Self-Insurance Regulation.   
All required notices shall be posted on each project site in the text, form and manner prescribed by the Texas 
Department of Insurance Division of Workers’ Compensation.  Providing false or misleading information may 
subject the contractor to administrative penalties, criminal penalties, civil penalties, or other civil actions. 

 
h. The contractor's failure to comply with any of these provisions is a breach of contract by the contractor which 

entitles the City to declare the contract void if the contractor does not remedy the breach within ten (10) days 
after receipt of notice of breach from the City. 
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7. Any of the insurance policies required by the city may be written in combination with any of the others, where legally 
permitted, but none of the specified limits may be lowered thereby. 

 

8. Companies issuing the insurance policies and contractor shall have no recourse against CITY for payment of any 
premiums, or assessments for any deductible, as all such premiums are the sole responsibility and risk of contractor. 

 

9. Approval, disapproval or failure to act by CITY regarding any insurance supplied by contractor (or any subcontractors) 
shall not relieve contractor of full responsibility or liability for damages and accidents as set forth in the Contract 
documents.  Neither shall the insolvency or denial of liability by the insurance company exonerate contractor from 
liability. 

 

10.  Liability policies required herein may be written with either an "occurrence" or “claims made” coverage trigger.  If 
coverage is written on a “claims made” basis, contractor must maintain the policy for a period of two (2) years after 
completion of services, or shall purchase an extended reporting period or “tail” coverage providing equivalent 
coverage for the same period of time.  
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ATTACHMENT 1                                           EXPERIENCE OF BIDDERS  

 
1. COMPANY NAME: ____________________________  

Number of years in business under this name: _______   Number of years of experience:  __________ 

Local Address:   

City:   State:   Zip:   

Phone: ___________________________________          Fax:   

Primary Point of Contact responsible for work performed under these specifications: 

Phone: ___________________________________          Cell: ____________________________  

Email  

Alternative Point of Contact responsible for work performed under these specifications: 

Phone: ___________________________________          Cell: ____________________________  

Email  

Has your business operated under any other names?  Yes________ No________  If so, what name(s):  
_____ _______,  
and explain the circumstances of the change:  ______________________________________________ 
  
 

2. PERSONNEL: Please provide the dynamics of your current workforce: 

DESCRIPTION of personnel currently on staff: NUMBER 
Manager, Supervisors, Shift Leaders  
Specialist, Certified, Licensed, Registered   
Technical, Technicians, Operators   
Clerical, Administrative, Secretarial   
Total number of employees  

 

3. EXPERIENCE: 
 

Years in Business: ____________________ Years performing this type of work:  __________________ 
Total Value of work currently under contract   $  
Total Value of work in place within the past 12 months $   
Percentage of work usually self performed ____________% 
 
Subcontractors that you may use for these specifications: 
What service/company do you use for pre-employment criminal background screening? _   
 
Has firm: 
1) Failed to complete a contract _______    Filed Bankruptcy _______  If so, when   
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2) Pending judgment claims or suits against company __________   If so, explain why under separate 
cover.  

 
 
 
4.  SAFETY 
Have you had an OSHA fine within the past three (3) years?     _______ Yes       _______ No 

Have you had any job related fatalities within the past five (5) years?   _______ Yes       _______ No 

If you answer YES to either question above, you MUST submit, on a separate sheet the details describing 

the circumstances surrounding the incident(s).  

Has any other incident occurred which you wish to self declare?     _______ Yes       _______ No 

5. INSURANCE AGENCY:  

Agent:   Phone:   

Total Bonding Capacity: $   Work Presently Bonded $   

6. WORK EXPERIENCE:  
 

 
COMPANY HISTORY, WORK HISTORY and REFERENCES - THIS form must be completed in its entirety - additional 
reference list may be submitted as supplemental. The bidder must submit a minimum of five references to 
substantiate the minimum qualifications and experience requirements for similar services completed within five 
year to be considered for award. References shall illustrate Contractor’s ability to provide the services outlined in 
the specification. ANY NEGATIVE VERIFICATIONS, FAILURE TO VERIFY, OR OTHER PUBLIC INFORMATION MAY 
RENDER BID NON-AWARDABLE. The City will be the sole judge of references.  The City may request additional 
information such as location of property being maintained for a physical review 
 
• The bidder must submit minimum of three government references, plus two additional commercial or 

governmental  references  for a total of five (5) who: 
o Substantiates the Contractor’s ability to provide goods or services as specified; and 
o Confirms Contractor meets the minimum qualifications, and experience as specified. 

• References must be of same size, and have successfully received similar scope of work as requirements of this 
specification;  

• References listed below are subject to onsite visits when applicable to review routine aging and wear of goods 
or services; 

• Services must have been completed or Goods must have been supplied within the prior three years to be 
considered for award. 
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REFERENCE 1: 
Company/Agency Name:  ___________________________________________________________________________________  

 Address:  _________________________________________________________________________________________________  
 Point of Contact:  Phone Number: ________________________________________  
 Email:  ___________________________________________________________________________________________________  
 Project Description: ________________________________________________________________________________________  
 Contract Term: ____________________________________________________________________________________________   
 Were any positions sub-contracted?  ________yes ________No 
 Subcontractor’s Name: _____________________________________________________________________________________  
   Total Contract Amount: _____________________________________________________________________________________ 
  
REFERENCE 2: 

Company/Agency Name:  ___________________________________________________________________________________  
 Address:  _________________________________________________________________________________________________  
 Point of Contact:  Phone Number: ________________________________________  
 Email:  ___________________________________________________________________________________________________  
 Project Description: ________________________________________________________________________________________  
 Contract Term: ____________________________________________________________________________________________  
 Were any positions sub-contracted?  ________yes ________No 
 Subcontractor’s Name: _____________________________________________________________________________________ 
 Total Contract Amount: _____________________________________________________________________________________  
  
REFERENCE 3: 

Company/Agency Name:  ___________________________________________________________________________________  
 Address:  _________________________________________________________________________________________________  
 Point of Contact:  Phone Number: ________________________________________  
 Email:  ___________________________________________________________________________________________________  
 Project Description: ________________________________________________________________________________________  
 Contract Term: ____________________________________________________________________________________________  
 Were any positions sub-contracted?  ________yes ________No 
 Subcontractor’s Name: _____________________________________________________________________________________ 
 Total Contract Amount: _____________________________________________________________________________________  

 
REFERENCE 4: 

Company/Agency Name:  ___________________________________________________________________________________  
 Address:  _________________________________________________________________________________________________  
 Point of Contact:  Phone Number: ________________________________________  
 Email:  ___________________________________________________________________________________________________  
 Project Description: ________________________________________________________________________________________  
 Contract Term: ____________________________________________________________________________________________  
 Were any positions sub-contracted?  ________yes ________No 
 Subcontractor’s Name: _____________________________________________________________________________________ 
 Total Contract Amount: _____________________________________________________________________________________  

 
REFERENCE 5: 

Company/Agency Name:  ___________________________________________________________________________________  
 Address:  _________________________________________________________________________________________________  
 Point of Contact:  Phone Number: ________________________________________  
 Email:  ___________________________________________________________________________________________________  
 Project Description: ________________________________________________________________________________________  
 Contract Term: ____________________________________________________________________________________________  
 Were any positions sub-contracted?  ________yes ________No 
 Subcontractor’s Name: _____________________________________________________________________________________ 
 Total Contract Amount: _____________________________________________________________________________________  
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ATTACHMENT 2   APPLICATION FOR LOCAL BIDDER PREFERENCE CONSIDERATION 

 
This “APPLICATION FOR LOCAL BIDDER PREFERENCE CONSIDERATION” does not mean that the City of Arlington is limiting 
responses to their competitive bids to only those businesses located within the city limits.  All bids are welcome.    
 
Bidders who wish to request a LOCAL PREFERENCE must have their principal place of business located within the City of 
Arlington, city limits.   
 
If your principal place of business is within the Arlington city limits and you wish to apply for local preference 
consideration, then you must meet the minimum requirements below for each bid:  
 

a) Provide a Tax Certificate from the Tarrant County Tax Assessor showing the current status of taxes, penalties, 
interest, and any known costs due on a property; and  

b) Submit the completed application on the following page.    
 
Local Preference may be considered in the following instances: 
 

A. In purchasing any real property or personal property that is not affixed to real property, if a local government 
receives one or more bids from a bidder whose principal place of business is in the local government and whose 
bid is within three percent of the lowest bid price received by the local government from a bidder who is not a 
resident of the local government, the local government may enter into a contract with the bidder whose principal 
place of business is in the local government. (Local Government Code 271.905)  

 
B. In purchasing any real property, personal property that is not affixed to real property, or services, if a municipality 

receives one or more competitive sealed bids from a bidder whose principal place of business is in the 
municipality and whose bid is within five percent of the lowest bid price received by the municipality from a 
bidder who is not a resident of the municipality, the municipality may enter into a contract for construction 
services in an amount of less than $100,000 or a contract for other purchases of less than $500,000 with the 
bidder whose principal place of business is in the municipality.  This section does not apply to the purchase of 
telecommunications services or information services, as defined by 47 U.S.C. Section 153.  (Local Government 
Code 271.9051) 

 
The City of Arlington reserves the right to award to the lowest bidder or reject all bids. 
 
The full text of the Local Government Code related to Purchasing and Contracting Authority of Municipalities, Counties, 
and certain other Governments is available at: 
 
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm#271.   
 
Detailed information related to local bidders is found in Section §271.905 and §271.9051 “CONSIDERATION OF 
LOCATION OF BIDDER’S PRINCIPAL PLACE OF BUSINESS.” 
 
 

http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm#271
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LOCAL PREFERENCE CONSIDERATION APPLICATION 
For bidders whose business is located within the Arlington city limits 

________________________________________________________________________________________________ 
The City of Arlington requires the following information for consideration in award of competitive bids: 
 
1. Location Eligibility:   

 
Principal place of business is defined herein as the primary or executive or administrative office of the business.  Is 
company’s legally identified principal place of business within the City Limits of Arlington, Texas?   
 
a. If yes, identify the following: 

i. Business Name/DBA: _______________________________________________________ 
 

ii. Address: _____________________________________________________________ 
 

iii. Business Structure:  ____________________________________________________ 
(sole proprietorship/partnership/corporation/other) 
 

b. Name and city of residence of owner(s)/partners/corporate officers, as applicable. 

iv. Name/Title: __________________________________________________________ 
 

v. City of Residence: _____________________________________________________ 
If more than one owner/partner/corporate officer exists, attach a separate sheet of paper. 

 
2. Economic Development benefits that would result from award of this contract: 
 

a. Total number of current employees who are residents of the City of Arlington?  __________ 
b. Will award of this contract result in the employment/retention of residents of the City of Arlington?   

___ Yes  ___ No 
c. Will subcontractors with principal places of business in the City of Arlington be utilized?  ___ Yes   ___ No 
d. Will award of this contract result in increased tax revenue to the City?  ___ Yes   ___ No 
e. If yes, check types of taxes?  ___ Property Taxes  ___ Sales Taxes  ___ Hotel Occupancy Taxes  
f. Other economic development benefits deemed pertinent by applicant (attach separate sheet if necessary): 

  ______________________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

City Bid Number for which local preference is requested:______________________________ 
 
Certification of information: 
The undersigned does hereby affirm that the information supplied in its bid and this application are true and correct as of the date 
hereof, under penalty of perjury. 
 

 
                             /      

Company Name             Date 
 
 
           /        

Signature                                                      Print Name 
 

 Tax Certificate from Tarrant County Tax Assessor is attached 
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ATTACHMENT 3                                      DATA INTAKE FORM 
Company’s Authorized Agent (Typed or Printed): ________________________________ 
Signature: ________________________________ 

 

COOPERATIVE PURCHASING FORM 
 

If you, the Vendor/Contractor check “yes” to the statement below, the following will apply:   
Government entities utilizing Inter-Governmental Contracts with the City of Arlington, Texas, will be eligible, but 
not obligated, to purchase materials/services under this contract(s) awarded as a result of this bid.  All purchases 
by Governmental Entities other than the City of Arlington will be billed directly to that Governmental Entity and 
paid by that Governmental Entity.  The City of Arlington will not be responsible for another Governmental Entity’s 
debts.  Each Governmental Entity will order their material/service as needed. 
 

Should other Government Entities decide to participate in this contract, would you, the Vendor/Contractor, 
agree that all terms, conditions, specifications, and pricing would apply?    Yes______     No______ 
 

 

FOR MINORITY AND/OR WOMAN OWNED 
BUSINESS ENTERPRISES 

(To be completed only if applicable) 
 

Minority and/or Woman Owned Business Enterprises are encouraged to participate in Arlington’s procurement process. In order 
to be identified as a Qualified Minority and/or Woman Owned Business Enterprise in the City of Arlington, Texas, this form, along 
with a copy of your certification, must be returned to the City of Arlington Purchasing Division.  
 
PLEASE CHECK THE APPROPRIATE ETHNICITY AND/OR GENDER:   
 ____American Indian   ____Asian   ___Black   ___Hispanic   __Woman Owned Business Enterprise 
 
MINORITY STATUS:  Has this firm been certified as a minority, women or disadvantaged business enterprise by any 
governmental agency?  ____Yes         No ____   (If yes, please specify government agency) 

 
The above information is for information only. The City of Arlington encourages minority business participation; however no 
preferences shall be given. 

 
 

PROCURMENT OPPORTUNITY 
 

How were you notified of this procurement opportunity: 
 

____ City of Arlington City’s Website                                       ____ Bid Notification Service 
____ Fort Worth Star Telegram                                                  ____ City Website 
____ City of Arlington employee (other than Purchasing)    ____ Chamber of Commerce __________________ 
____ City’s Television Station                                                     ____ Other: ________________________________ 
 

 

NO BID SHEET 
If your firm has chosen not to submit a bid for this procurement. Please check item(s) that apply: 
_____ Do not sell the item(s) required    
_____ Unable meet the Specifications    
_____ Unable to be competitive     
_____ Cannot provide Insurance  
_____ Unable to comply with Indemnification 
_____ Do not wish to do business with the City 

_____ Insufficient time to respond  
_____ Specifications are unclear/ambiguous 
_____ Unable to provide Bonding 
_____ Job too large  
_____ Job too small 
_____ Other reason: _________ 
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MWBE SUBCONTRACTING PLAN  ATTACHMENT 4 
 
Local & Minority/Woman-Owned Business Enterprise Policy 
 
The City of Arlington has adopted a Local & Minority/Woman-Owned Business Enterprise (MWBE) Policy through City Council 
Resolution # 13-300 on December 3, 2013.  The Policy’s purpose is to promote full and equal business participation for Local and 
MWBE companies as prime and subcontractors.  In an effort to show good faith effort in utilizing Local and MWBE subcontractors, 
the City requests the following information: 
 

A. MWBE Subcontracting Plan – please identify areas for subtracting opportunities and percentage of work to be 
performed by Local and/or MWBE firm (company name is not required).  This information is for administrative 
purposes only and will not be used in determining the most qualified respondent.  Reference the MWBE 
Subcontracting Plan form (Attachment --). 

 
B. The awarded provider should submit a MWBE Subcontracting Plan and Prime/Subcontractor List within fifteen 

(15) calendar days after Notice of Intent to Award Receipt. 
 
For information about the City’s Local & MWBE Policy, we have included a link to access the document (http://www.arlington-
tx.gov/finance/purchasing/bidding-procurement/). 
 
Please complete this form and include with proposal, as an attachment. 
 
Project Name:               
 
Project No: ______________________________ Date:       
 
LEGEND 
MWBE = Minority/Women Business Enterprise 
* Answer with “YES” or “NO”   
  

Prime Consultant 
 

*Arlington Firm 
(Yes/No) 

*MWBE 
(Yes/No) 

   

  
LIST ALL SUBCONTRACTING OPPORTUNITIES (use additional sheets if necessary): 

Description of Work Type *Potential Arlington and/or MWBE 
Firm Participation 

(Yes/No) 

Anticipated Percentage 
(%) of Work 

   

   

   

 Upon formal award of said project, the proposer will submit a Prime & Subs Report identifying the Local and/or MWBE 
subcontractor(s) that will perform the listed work.  By signing below, the recommended proposer shall agree to meet their Local 
and/or MWBE goal based on the information provided on this document. 
 
Name of Company’s Main Contact Person _______________________________________________ 
 
Signature of Main Contact Person ______________________________________________________ 

 
 

http://www.arlington-tx.gov/finance/purchasing/bidding-procurement/
http://www.arlington-tx.gov/finance/purchasing/bidding-procurement/
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                                aAttachment 5 
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