AGREEMENT FOR
PRESORT MAIL & FULFILLMENT SERVICES

THIS AGREEMENT, made this’d?) day of M% 2014, is by and between the
City of Fort Lauderdale, a Florida municipality, (“City™), whose address is 100 North Andrews
Avenue, Fort Lauderdale, FL 33301-1016, and Arrowmail Presort Company, Inc., a Florida

corporation, (“Contractor” or “Company”), whose address and phone number are 9825 NW 17
Street Miami, Florida 33172, Phone: 305-591-0024 x330, Email: Patrick@arrowmailservice.com.

- NOW THEREFORE, for and in consideration of the mutual promises and covenants set forth
_ herein and other good and valuable consideration, the City and the Contractor covenant and agree

as follows:
WITNESSETH:
I DOCUMENTS

The following documents (collectively “Contract Documents™) are hereby incorporated into and
made part of this Agreement (Form P-0001):

() Invitation to Bid No. 733-11241, Presort Mail & Fulfillment Services, including any and
all addenda, prepared by the City of Fort Lauderdale, (“ITB”or “Exhibit A™).

(2) The Contractor’s response to the ITB, dated June 18™ 2013, (“Exhibit B”).

All Contract Documents may also be collectively referred to as the “Documents.” In the event of
any conflict between or among the Documents or any ambiguity or missing specifications or
instruction, the following priority is established:

A. First, specific direction from the City Manager (or designee)

B.  Second, this Agreement (Form P-0001) dated A G4 , 2014, and any
attachments.

C. Third, Exhibit A

D. Fourth, Exhibit B

II. SCOPE

‘The Contractor shall perform the Work under the general direction of the City as set forth in the

Contract Documents.

Unless otherwise specified herein, the Contractor shall perform all Work identified in this
Agreement. The parties agree that the scope of services is a description of Contractor’s
obligations and responsibilities, and is deemed to include preliminary considerations and

* prerequisites, and all labor, materials, equipment, and tasks which are such an inseparable part of

the work described that exclusion would render performance by Contractor impractical, illogical,
or unconscionable.
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Contractor acknowledges and agrees that the City’s Contract Administrator has no authority to
make changes that would increase, decrease, or otherwise modify the Scope of Services to be
provided under this Agreement.

By signing this Agreement, the Contractor represents that it thoroughly reviewed the documents
incorporated into this Agreement by reference and that it accepts the description of the Work and
the conditions under which the Work is to be performed.

1. TERM OF AGREEMENT

The initial contract period shall commence on January 20, 2014, and shall end on January 19,
2015. In the event the term of this Agreement extends beyond the end of any fiscal year of City,
to wit, September 30th, the continuation of this Agreement beyond the end of such fiscal year
shall be subject to both the appropriation and the availability of funds.

Iv. COMPENSATION

The Contractor agrees to provide the services and/or materials as specified in the Contract
Documents at the cost specified in Exhibit B, not to exceed the amount of $25,000.00. Tt is
acknowledged and agreed by Contractor that this amount is the maximum payable and constitutes
a limitation upon City’s obligation to compensate Contractor for Contractor’s services related to
this Agreement. This maximum amount, however, does not constitute a limitation of any sort
upon Contractor’s obligation to perform all items of work required by or which can be reasonably
inferred from the Scope of Services. Except as otherwise provided in the solicitation, no amount
shall be paid to Contractor to reimburse Contractor’s expenses.

V. METHOD OF BILLING AND PAYMENT

Contractor may submit invoices for compensation no more often than monthly, but only after the
services for which the invoices are submitted have been completed. An original invoice plus one
copy are due within fifteen (15) days of the end of the month except the final invoice which must
be received no later than sixty (60) days after this Agreement expires. Invoices shall designate the
nature of the services performed and/or the goods provided.

City shall pay Contractor within forty-five (45) days of receipt of Contractor’s proper invoice, as
provided in the Florida Local Government Prompt Payment Act.

To be deemed proper, all invoices must comply with the requirements set forth in this Agreement
and must be submitted on the form and pursuant to instructions prescribed by the City’s Contract
Administrator. Payment may be withheld for failure of Contractor to comply with a term,
condition, or requirement of this Agreement.

Notwithstanding any provision of this Agreement to the contrary, City may withhold, in whole or in
part, payment to the extent necessary to protect itself from loss on account of inadequate or
defective work that has not been remedied or resolved in a manner satisfactory to the City’s
Contract Administrator or failure to comply with this Agreement. The amount withheld shall not
be subject to payment of interest by City.
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VL GENERAL CONDITIONS
A. Indemnification

Contractor shall protect and defend at Contractor's expense, counsel being subject to the
City's approval, and indemnify and hold harmless the City and the City's officers,
employees, volunteers, and agents from and against any and all losses, penalties, fines,
damages, settlements, judgments, claims, costs, charges, expenses, or liabilities, including
any award of attorney fees and any award of costs, in connection with or arising directly
or indirectly out of any act or omission by the Contractor or by any officer, employee,
-agent, invitee, subcontractor, or sublicensee of the Contractor. The provisions and
obligations of this section shall survive the expiration or earlier termination of this
Agreement. To the extent considered necessary by the City Manager, any sums due
Contractor under this Agreement may be retained by City until all of City's claims for
indemnification pursuant to this Agreement have been settled or otherwise resolved, and
any amount withheld shall not be subject to payment of interest by City.

B. Intellectual Property

Contractor shall protect and defend at Contractor’s expense, counsel being subject to the
City’s approval, and indemnify and hold harmless the City from and against any and all
losses, penalties, fines, damages, settlements, judgments, claims, costs, charges, royalties,
expenses, or liabilities, including any award of attorney fees and any award of costs, in
connection with or arising directly or indirectly out of any infringement or allegation of
infringement of any patent, copyright, or other intellectual property right in connection
with the Contractor’s or the City’s use of any copyrighted, patented or un-patented
invention, process, article, material, or device that is manufactured, provided, or used
pursuant to this Agreement. If the Contractor uses any design, device, or materials
covered by letters, patent or copyright, it is mutually agreed and understood without
exception that the bid prices shall include all royalties or costs arising from the use of such
design, device, or materials in any way involved in the work.

C. Termination for Cause

The aggrieved party may terminate this Agreement for cause if the party in breach has not
corrected the breach within ten (10) days after written notice from the aggrieved party
identifying the breach. The City Manager may also terminate this Agreement upon such
notice as the City Manager deems appropriate under the circumstances in the event the
City Manager determines that termination is necessary to protect the public health or
safety. The parties agree that if the City erroneously, improperly or unjustifiably terminates
for cause, such termination shall be deemed a termination for convenience, which shall be
effective thirty (30) days after such notice of termination for cause is provided.

This Agreement may be terminated for cause for reasons including, but not limited to,
Contractor’s repeated (whether negligent or intentional) submission for payment of false
or incorrect bills or invoices, failure to perform the Work to the City’s satisfaction; or
failure to continuously perform the work in a manner calculated to meet or accomplish
the objectives as set forth in this Agreement,
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D. Termination for Convenience

The City reserves the right, in its best interest as determined by the City, to cancel this
contract for convenience by giving written notice to the Contractor at least thirty (30) days
prior to the effective date of such cancellation. In the event this Agreement is terminated
for convenience, Contractor shall be paid for any services performed to the City’s
satisfaction pursuant to the Agreement through the termination date specified in the
written notice of termination. Contractor acknowledges and agrees that he/she/it has
received good, valuable and sufficient consideration from City, the receipt and adequacy
of which are hereby acknowledged by Coniractor, for City’s right to terminate this
Agreement for convenience.

E. Cancellation for Unappropriated Funds

The City reserves the right, in its best interest as determined by the City, to cancel this
contract for unappropriated funds or unavailability of funds by giving written notice to the
Contractor at least thirty (30) days prior to the effective date of such cancellation. The
obligation of the City for payment to a Contractor is limited to the availability of funds
appropriated in a current fiscal period, and continuvation of the contract into a subsequent
fiscal period is subject to appropriation of funds, unless otherwise provided by law.

F. Insurance

The Contractor shall furnish proof of insurance requirements as indicated below. The

coverage is to remain in force at all times during the contract period. The following

minimum insurance coverage is required. The commercial general liability insurance

policy shall name the City of Fort Lauderdale, a Florida municipality, as an “additional
insured.” This MUST be written in the description section of the insurance certificate, even
if there is a check-off box on the insurance certificate. Any costs for adding the City as
“additional insured” shall be at the Contractor’s expense.

The City of Fort Lauderdale shall be given notice 10 days prior to cancellation or
modification of any required insurance. The insurance provided shall be endorsed or
amended to comply with this notice requirement. In the event that the insurer is unable to
accommodate, it shall be the responsibility of the Contractor to provide the proper notice.
Such notification will be in writing by registered mail, return receipt requested and
addressed to the Procurement Services Division.

The Contractor’s insurance must be provided by an AM, Best’s “A-“rated or better
insurance company authorized to issue insurance policies in the State of Florida, subject to
approval by the City’s Risk Manager. Any exclusions or provisions in the insurance
maintained by the contractor that excludes coverage for work contemplated in this
solicitation shall be deemed unacceptable, and shall be considered breach of contract.

Workers’ Compensation and Employers’ Liability Insurance

Limits: Workers’ Compensation — Per Chapter 440, Florida Statutes
Employers’ Liability - $500,000
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Any firm performing work for or on behalf of the City of Fort Lauderdale must provide
Workers’ Compensation insurance. Exceptions and exemptions will be allowed, by the
City’s Risk Manager, if they are in accordance with Florida Statutes.

Commercial General Liability Insurance

Covering premises-operations, products completed operations, independent contractors
and contractual liability.

Limits: Corﬁbined single limit bodily injury/property damage $1,000,000.

This coverage must include, but not limited to:
a. Coverage for the liability assumed by the contractor under the
indemnity provision of the contract.
Coverage for Premises/Operations
Products/Completed Operations
Broad Form Contractual Liability
Independent Contractors

L s i

Automobile Liability Insurance

Covering all owned, hired and non-owned automobile equipment.

Limits: Bedily injury $250,000 each person,
$500,000 each occurrence
Property damage $£100,000 each occurrence

Commercial Crime Policy; Including Employee Theft/Dishonesty

Limits: $1,000,000
Certificate holder should be addressed as follows:

City of Fort Lauderdale

Procurement Services Division

100 North Andrews Avenue, Room 619
Fort Lauderdale, FL, 33301

G. Envircnmental, Health and Safety

Contractor shall place the highest priority on health and safety and shall maintain a safe
working environment during performance of the Work. Contractor shall comply, and
shall secure compliance by its employees, agents, and subcontractors, with all applicable
environmental, health, safety and security laws and regulations, and performance
conditions in this Agreement. Compliance with such requirements shall represent the
minimum standard required of Contractor. Contractor shall be responsible for examining
all requirements and determine whether additional or more stringent environmental,
health, safety and security provisions are required for the Work. Contractor agrees to
utilize protective devices as required by applicable laws, regulations, and any industry or
Contractor’s health and safety plans and regulations, and to pay the costs and expenses
thereof, and warrants that all such persons shall be fit and qualified to carry out the Work.
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H. Standard of Care

Contractor represents that he/she/it is qualified to perform the Work, that Contractor and
his/her/its subcontractors possess current, valid state and/or local licenses to perform the
Work, and that their services shall be performed in a manner consistent with that level of
care and skill ordinarily exercised by other qualified contractors under similar
circumstances.

1. Rights in Documents and Work |

Any and all reports, photographs, surveys, and other data and documents provided or
created in connection with this Agreement are and shall remain the property of City; and
Contractor disclaims any copyright in such materials. In the event of and upon
termination of this Agreement, any reports, photographs, surveys, and other data and
documents prepared by Contractor, whether finished or unfinished, shall become the
property of City and shall be delivered by Contractor to the City’s Contract Administrator
within seven (7) days of termination of this Agreement by either party. Any
compensation due to Contractor shall be withheld until Contractor delivers all documents
to the City as provided herein. :

J. Audit Right and Retention of Records |

City shall have the right to audit the books, records, and accounts of Contractor and
Contractor’s subcontractors that are related to this Agreement. Contractor shall keep, and
Contractor shall cause Contractor’s subcontractors to keep, such books, records, and
accounts as may be necessary in order to record complete and correct entries related to
this Agreement. All books, records, and accounts of Contractor and Contractor’s
subcontractors shall be kept in written form, or in a form capable of conversion into written
form within a reasonable time, and upon request to do so, Contractor or Contractor’s
subcontractor, as applicable, shall make same available at no cost to City in written form.

Contractor and Contractor’s subcontractors shall preserve and make available, at
reasonable times for examination and audit by City in Broward County, Florida, all
financial records, supporting documents, statistical records, and any other documents
pertinent to this Agreement for the required retention period of the Florida public records
law, Chapter 119, Florida Statutes, as may be amended from time to time, if applicable,
or, if the Florida Public Records Act is not applicable, for a minimum period of three (3)
years after termination of this Agreement. If any audit has been initiated and audit
findings have not been resolved at the end of the retention period or three (3) years,
whichever is longer, the books, records, and accounts shall be retained until resolution of
the audit findings. If the Florida public records law is determined by City to be applicable
to Contractor and Confractor’s subcontractors’ records, Contractor and Contractor’s
subcontractors shall comply with all requirements thereof, however, Contractor and
Contractor’s subcontractors shall violate no confidentiality or non-disclosure requirement
of either federal or state law. Any incomplete or incorrect entry in such books, records,
and accounts shall be a basis for City's disallowance and recovery of any payment upon
such entry. :

Contractor shall, by written contract, require Contractor’s subcontractors to agree to the
requirements and obligations of this Section.
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The Contractor shall maintain during the term of the contract all books of account,
reports and records in accordance with generally accepted accounting practices and
standards for records directly related to this contract.

K. Public Entity Crime Act

Contractor represents that the execution of this Agreement will not violate the Public
Entity Crime Act, Section 287.133, Florida Statutes, as may be amended from time to
time, which essentially provides that a person or affiliate who is a contractor, consultant,
or other provider and who has been placed on the convicted vendor list following a
conviction for a public entity crime may not submit a bid on a contract to provide any
goods or services to City, may not submit a bid on a contract with City for the
construction or repair of a public building or public work, may not submit bids on leases
of real property to City, may not be awarded or perform work as a contractor, supplier,
subcontractor, or consultant under a contract with City, and may not transact any business
with City in excess of the threshold amount provided in Section 287.017, Florida Statutes,
as may be amended from time to time, for category two purchases for a period of 36
months from the date of being placed on the convicted vendor list. Violation of this
section shall result in termination of this Agreement and recovery of all monies paid by
City pursuant to this Agreement, and may result in debarment from City’s competitive
procurement activities.

L. Independent Contractor

Contractor is an independent contractor under this Agreement. Services provided by
Contractor pursuant to this Agreement shall be subject to the supervision of the
Contractor. In providing such services, neither Contractor nor Contractor’s agents shall
act as officers, employees, or agents of City. No partnership, joint venture, or other joint
relationship is created hereby. City does not extend to Contractor or Contractor’s agents
any authority of any kind to bind City in any respect whatsoever.

M. Inspection and Non-Waiver

Contractor shall permit the representatives of CITY to inspect and observe the Work at
all times. :

The failure of the City to insist upon strict performance of any other terms of this
Agreement or to exercise any rights conferred by this Agreement shall not be construed by
Contractor as a waiver of the City’s right to assert or rely on any such terms or rights on
any future occasion or as a waiver of any other terms or rights.

N. Assignment and Performiance

Neither this Agreement nor any right or interest herein shall be assigned, transferred, or
encumbered without the written consent of the other party. In addition, Contractor shall
not subcontract any portion of the work required by this Agreement, except as provided in
the Schedule of Subcontractor Participation. City may terminate this Agreement, effective
immediately, if there is any assignment, or attempted assignment, transfer, or
encumbrance, by Contractor of this Agreement or any right or interest herein without City's
written consent.
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Contractor represents that each person who will render services pursuant to this
Agreement is duly qualified to perform such services by all appropriate governmental
authorities, where required, and that each such person is reasonably experienced and
skilled in the area(s) for which he or she will render his or her services.

Contractor shall perform Contractor’s duties, obligations, and services under this
Agreement in a skillful and respectable manner. The quality of Contractor’s performance
and all interim and final product(s) provided to or on behalf of City shall be comparable to
the best local and national standards.

In the event Contractor engages any subcontractor in the performance of this Agreement,
Contractor shall ensure that all of Contractor 's subcontractors perform in accordance with
the terms and conditions of this Agreement. Contractor shall be fully responsible for all of
Contractor's subcontractors' performance, and liable for any of Contractor’s
subcontractors’ non-performance and all of Contractor’s subcontractors' acts and
omissions. Contractor shall defend at Contractor’s expense, counsel being subject to
City’s approval or disapproval, and indemnify and hold City and City’s officers,
employees, and agents harmless from and against any claim, lawsuit, third party action,
fine, penalty, settlement, or judgment, including any award of attorney fees and any award
of costs, by or in favor of any of Contractor’s subcontractors for payment for work
performed for City by any of such subcontractors, and from and against any claim,
lawsuit, third party action, fine, penalty, settlement, or judgment, including any award of
attorney fees and any award of costs, occasioned by or arising out of any act or omission
by any of Contractor 's subcontractors or by any of Contractor’s subcontractors’ officers,
agents, or employees. Contractor’s use of subcontractors in connection with this
Agreement shall be subject to City’s prior written approval, which approval City may
revoke at any time.

0. Conflicts

Neither Contractor nor any of Contractor’s employees shall have or hold any continuing
or frequently recurring employment or contractual relationship that is substantially
antagonistic or incompatible with Contractor’s loyal and conscientious exercise of judgment
and care related to Contractor’s performance under this Agreement.

Contractor further agrees that none of Contractor’s officers or employees shall, during the
term of this Agreement, serve as an expert witness against City in any legal or
administrative proceeding in which he, she, or Contractor is not a party, unless compelled
by court process. Further, Contractor agrees that such persons shall not give sworn
testimony or issue a report or writing, as an expression of his or her expert opinion, which
is adverse or prejudicial to the interests of City in connection with any such pending or
threatened legal or administrative proceeding unless compelled by court process. The
limitations of this section shall not preclude Contractor or any persons in any way from
representing themselves, including giving expert testimony in support thereof, in any action
or in any administrative or legal proceeding.

In the event Contractor is permitted pursuant to this Agreement to utilize subcontractors to
perform any services required by this Agreement, Contractor agrees to require such
subcontractors, by writien contract, to comply with the provisions of this section to the
same extent as Contractor,

P. Schedule and Delays
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Time is of the essence in this Agreement. By signing, Contractor affirms that it believes
the schedule to be reasonable; provided, however, the partics acknowledge that the
schedule might be modified as the City directs.

Q. Materiality and Waiver of Breach

City and Contractor agree that each requirement, duty, and obligation set forth herein was
bargained for at arm’s-length and is agreed to by the parties in exchange for quid pro quo,
that each is substantial and important to the formation of this Agreement and that each is,
therefore, a material term hereof.

City’s failure to enforce any provision of this Agreement shall not be deemed a waiver of
such provision or modification of this Agreement. A waiver of any breach of a provision
of this Agreement shall not be deemed a waiver of any subsequent breach and shall not be
construed to be a modification of the terms of this Agreement.

R. Compliance With Laws

Contractor shall comply with all applicable federal, state, and local laws, codes,
ordinances, rules, and regulations in.performing Contractor’s duties, responsibilities, and
obligations pursuant to this Agreement.

S. Severance

In the event a portion of this Agreement is found by a court of competent jurisdiction to be
invalid or unenforceable, the provisions not having been found by a court of competent
Jjurisdiction to be invalid or unenforceable shall continue to be effective.

T. Limitation of Liability

The City desires to enter into this Agreement only if in so doing the City can place a limit
on the City’s liability for any cause of action for money damages due to an alleged breach
by the City of this Agreement, so that its liability for any such breach never exceeds the
sum of $1,000. Contractor hereby expresses its willingness to enter into this Agreement
with Contractor’s recovery from the City for any damage action for breach of contract or
for any action or claim arising from this Agreement to be limited to 2 maximum amount of
$1,000 less the amount of all funds actually paid by the City to Contractor pursuant to this
Agreement. '

Accordingly, -and notwithstanding any other term or condition of this Agreement,
Contractor hereby agrees that the City shall not be liable to Contractor for damages in an
amount in excess of $1,000 which amount shall be reduced by the amount actually paid by
the City to Contractor pursuant to this Agreement, for any action for breach of contract or
for any action or claim arising out of this Agreement. Nothing contained in this paragraph
or elsewhere in this Agreement is in any way intended to be a waiver of the limitation
placed upon City’s liability as set forth in Section 768.28, Florida Statutes.

U. Jurisdiction, Venue, Waiver, Waiver of Jury Trial

This Agreement shall be interpreted and construed in accordance with and governed by
the laws of the State of Florida. Venue for any lawsuit by either party against the other
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party or otherwise arising out of this Agreement, and for any other legal proceeding, shall
be in the Seventeenth Judicial Circuit in and for Broward County, Florida, or in the event
of federal jurisdiction, in the Southern District of Florida, Fort Lauderdale Division.

In the event Contractor is a corporation organized under the laws of any province of
Canada or is a Canadian federal corporation, the City may enforce in the United States of
America or in Canada or in both countries a judgment entered against the Contractor. The
Contractor waives any and all defenses to the City's enforcement in Canada of a judgment
entered by a court in the United States of America.

V. Amendments

No modification, amendment, or alteration in the terms or conditions contained herein
shall be effective unless contained in a written document prepared with the same or
similar formality as this Agreement and executed by the Mayor-Commissioner and/or City
Manager, as determined by City Charter and Ordinances, and Contractor or others
delegated authority to or otherwise authorized fo execute same on their behalf.

W. Prior Agreements

This document represents the final and complete understanding of the parties and
incorporates or supersedes all prior negotiations, correspondence, conversations,
agreements, and understandings applicable to the matters contained herein. The parties
agree that there is no commitment, agreement, or understanding concerning the subject
matter of this Agreement that is not contained in this written document. Accordingly, the
parties agree that no deviation from the terms hereof shall be predicated upon any prior
representation or agreement, whether oral or written.

X. Payable Interest

Except as required and provided for by the Florida Local Government Prompt Payment
Act, City shall not be liable for interest for any reason, whether as prejudgment interest
or for any other purpose, and in furtherance thereof Contractor waives, rejects,
disclaims and surrenders any and all entitlement it has or may have to receive interest in
connection with a dispute or claim based on or related to this Agreement.

Y. Representation of Authority

Each individual executing this Agreement on behalf of a party hereto hereby represents
and warrants that he or she is, on the date he or she signs this Agreement, duly
authorized by all necessary and appropriate action to execute this Agreement on behalf of
such party and does so with full legal authority.

AA.Uncontrollable Circumstances ("Force Majeure'")

The City and Contractor will be excused from the performance of their respective
obligations under this agreement when and to the extent that their performance is delayed
or prevented by any circumstances beyond their control including, fire, flood, explosion,
strikes or other labor disputes, act of God or public emergency, war, riot, civil
commotion, malicious damage, act or omission of any governmental authority, delay or
failure or shortage of any type of transportation, equipment, or service from a public
utility needed for their performance, provided that:
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A. The non performing party gives the other party prompt written notice describing
the particulars of the Force Majeure including, but not limited to, the nature of the
occurrence and its expected duration, and continues to furnish timely reports with respect
thereto during the period of the Force Majeure; '

B. The excuse of performance is of no greater scope and of no longer duration than
is required by the Force Majeure;

C. No obligations of either party that arose before the Force Majeure causing the
excuse of performance are excused as a result of the Force Majeure; and

D. The non-performing party uses-its best efforts to remedy its inability to perform.
Notwithstanding the above, performance shall not be excused under this Section for a
period in excess of two (2) months, provided that in extenuating circumstances, the City
may excuse performance for a longer term. Economic hardship of the Contractor wiil not
constitute Force Majeure. The term of the agreement shall be extended by a period equal
to that during which either party's performance is suspended under this Section.

BB. Scratinized Companies

Subject to Odebrecht Construction, Inc., v. Prasad, 876 F.Supp.2d 1305 (S.D. Fla, 2012),
affirmed, Odebrecht Construction, Inc., v. Secretary, Florida Department of
Transportation, 715 F.3d 1268 (11th Cir. 2013), this Section applies to any contract for
goods or services of $1 million or more:

The Contractor certifies that it is not on the Scrutinized Companies with Activities in
Sudan List or the Scrutinized Companies with Activities in the Iran Petroleum Energy
Sector List and that it does not have business operations in Cuba or Syria as provided in
section 287.135, Florida Statutes (2013), as may be amended or revised. The City may
terminate this Contract at the City’s option if the Contractor is found to have submitted a
false certification as provided under subsection (5) of section 287.135, Florida Statutes
(2013), as may be amended or revised, or been placed on the Scrutinized Companies with
Activities in Sudan List or the Scrutinized Companies with Activities in the Iran
Petroleum Energy Sector List or has been engaged in business operations in Cuba or
Syria, as defined in Section 287.135, Florida Statutes (2013), as may be amended or
revised.

CC. Public Records _
Contractor shall:

a) Keep and maintain public records that ordinarily and necessarily would be required by
the City in order to perform the service.

(b) Provide the public with access to public records on the same terms and conditions that
the City would provide the records and at a cost that does not exceed the cost provided in
Chapter 119, Florida Statutes (2013), as may be amended or revised, or as otherwise
provided by law. '

(c) Ensure that public records that are exempt or confidential and exempt from public
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records disclosure requirements are not disclosed except as authorized by law.

(d) Meet all requirements for retaining public records and transfer, at no cost, to the City,
all public records in possession of the contractor upon términation of this contract and
destroy any duplicate public records that are exempt or confidential and exempt from
public records disclosure requirements. All records stored electronically must be
provided to the City in a format that is compatible with the information technology
systems of the City.

IN WITNESS WHEREOF, the City and the Contractor execute this Contract as follows:

CITY OF ORPWE
By: JL /

City Mhnager

Approved as to form: /{

| S’P %&Vémm

Seniof Assistant (fity Attorney

ATTEST: Arrowmail Presort 7%
L vy G . fab

Rafael A. Fc?aandez Cristina-M-Eemandéz/ ¥
Secretary President
(CORPORATE SEAL)

Th foregoing instrument was acknowledged before me this ‘% day of
t’“ “P ? ) , 2014, by Cristina M. Fernandez as president for Arrowmail Presort

Company, In¢., 2 Florida_corporaj;ign__ p
Netary P Jb'l' S T
SHEILA BLANCO tary Public, State o fol}

Notary Public - State of Floriga (Sign ature of Notary Py blic)

My Comm. Expires Oct 7, 2014 \
Commission # EE 33198

Banded Thiough National Nolary Assn. .- (Print, Type, or Stamp Commissioned Name of
. Notary Public)

Personally Known y OR Produced Identification
Type of Identification Produced

o>

.
T

-

Form P-0001 12



ORI A




City of Fort Lauderdale Bid 733-11241

EXHIBIT B

CITY OF FORT LAUDERDALE
SPECIFICATIONS PACKAGE

733-11241

Pres-ort Mail & F.ulﬁllmént.‘Services’

OITY OF FORT LAUDERDALE

Richard Ewell

954-828-5138

May 31, 2013 10:13:25 AM EDY P 1



Bid Number
Bid Title

Bid Start Date
Bid End Date

_Question & Answer
End Date

Bid Contact

Contract Duration
‘Coritract Renewal
" Prices Good for

Bid Comments

Item
Quantity
Unit Price

Delivery Location

Description

City of Fort L.auderdale

Bid 733-11241
Presort Mail & Fulfillment Services.

733-11241 3 _
Presort Mail & Fulfillment Services

May 31, 2013 9:59:58 AM EDT
Jun 19, 2013 2:00:00 PM EDT
Jun 14, 2013 5:00:00 PM EDT

Richard Ewell
Procurement Speclalist 1T
Procurement Services
954-838-5138 '
rewell@fortiauderdale.gov

1 year _
3 annual renewals
120 days

i{'

Bid 733-1 1?44. 1

“

The Cil:v of Fort Lauderdale desires o esl:abllsh a contract with a quallfled Contractor to provlde
various fulfillment and mall services on a daily and “as needed” basis, Such services must
Include, but are not limited to! baicoding, presorting, move update, and commingling of First

" Class letters and Flat mall (permit & meterad mail); same day pick-up and delivery to the
United States Postal Service (USPS) of daily mail, pre-barcoded post office ready mail {(water
bills, etc.) and spacial events mailings. Optional services such as metering and fulfiliment

services l.e. inserting, labeling folding, etc:), may be required on an “as needed” basis.

For a topy of_the bid, goto www.bidswc.cqm.
Item Res’bo_nse Form

733-11241--01-01 - Barcode & sort letter size mall
500000 each
B0\
City of Fort Lauderdale
Central Services
100 N. Andrews Avenue
2nd Floor

Fort Lauderdale FL 33301
Qty 500000

Barcode & sort letter size mail

Item
Quantity
Unit Price

Delivery Location

May 31, 2013 10:01:49 AM EBT

733-11241--01-02 - Barcode & sort flat mail
5000 each

(RO oo |

City of Fort Lauderdale
_Centrai Services




Description

Barcode & sort flat mail

City of Fort Lauderdale
2nd Floor
Fort: Lauderdale FL 33301
Qty 5000

Bid 733-11241

Item

Quantity

Unit Price
Dellvery Location

733 11241—-01—03 Barcode & Sott Package
100 each '

o5 l

Citv of Fort Lauderdale

100 N Andrews Averue

2rid Floor -
Fort Lauderdale FL 33301
Qtv 100
Description
Barcode & Sort Package
item 733_511-24140'1'.04 ~ Move Update
Quantity 500000 each -
Unit Price BE Y3 00 R) | .

Delivery Location

City of Fort Laiiderdale

Central Services
100 N. Andrews Avenue

2nd Fioor
Fort Lauderdale FL 33301
o Qty 500000 -
Description '
Move Update
Item 733-11241--01-05 - Dally Pick Up
Quantity - 291 each
Unit Price | S gg oS }
Delivery Location City of Fort Lauderdale

Description
Daily Pick Up

May 31, 2013 10:13:25 AM EDT

Central Services
100 N. Andrews Avenue

2nd Floor
Fort Lauderdale FL 33301
Qty 291
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City of Fort Lauderdale

SQUTHEAST FLORIDA GOVERNMENTAL
PURCHASING COOPERATIVE GROUP

TO OUR PROSPECTIVE CONTRACTORS
The attached Invitation for Bid or Request for Proposal reprasents a cooperatlve procurement for the
Southeast Florida Goverimental Purchasing- Cooperative Group.

For the past several years, apptoximately forty-five (45) government entities have participated in
Cooperative Purchasing  in Southeast Florida. The Southeast Florida - Governmental Purchasing

" Cooperative Group was formed in an effort to provide cost savings and cost avoidances to all erltif[eS by
utilizing the buying power of combined requirements for common, basic items.

The Government Agencles participating in this particu[ar procurement and their respectlve delivery
-locations are listed in the attached document.

Southeast Florida Governmental Purchasmq Cooperative Progurement Operational Procedures;

All questions concerning this procurement should be addressed to the issuirig agency, heteinafter
referred to as the “lead agency”. All résponses are to be returned in accordance with the instructions
contained in the attached document. Any difficulty with partlclpatmg agencies referenced in this
award must be brought to the attention of the lead agency. :

Each participating governmental entity will be responsible for awardmg the contract |ssuing |ts own

. purchase orders, and for order placement. Each entity will require separate billings, be responsible

for payment to the Contractor(s) awarded thls contract, and issue its own tax exemption certificates
as requirad by the Contractor.
The Contract/purchase order terms of each entity will prevail for the mdlwdual participating entity,

T
Bid 733-11241

invaicing instructions, delivery locations and insurance requirements will be in accordahce with the

respettive agenhcy requirements.

Any reference in the documents to a single entity or location will, in fact, be understood as referring to
all participating enfities raferenced in the documents and cover lefter unless specn‘"cally noted
otherwise. . %

The awarded Contractor(s) shall be responsible for advising the lead agency of those participants
who fail to place orders as a result of this award during the contract petiod.

The Confractor(s) shall furnish the Lead Agency a detailed Summary of Sales semi-annually during
the contract period. Sales Summary shall include contract number(s), contractor's name, the total of
each commodity sold during the reporting period and the total dollar amount of purchases by
commodity.

Municipalities and other governmental entities which are not_members of the Southeast Florida
Governmental Purchasing Cooperative are strictly prohibited from utilizing any ¢ontract or purchase
order resulting form this bid award. However, other Southeast Fiorida Governmental Purchasing
Cooperative Group members may participate in their contract for new usage, during the contract
term, or in any contract extension term, if approved by the lead agency. New Southeast Flotida
Governmental Purchasing Cooperative Group members may participate in any contract on
acceptance and approval by the lead agency.

None- of the participating governmental entities shall be deemed or construed to be a party to any
contract executed by and between any other governmentai entity and the Contractor(s) as a result of

this procurement action,
“WORKING TOGETHER TO REDUCE COSTS”

May 31, 2013 10:13:25 AM EDT
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CHy of Fort Lauderdale

©ITB #733-11241

TITLE: Pre-Sort Mail & Fulfillment Services

01.

02.

03.

04.

085.

06.

PART | - INFORMATION SPECIAL CONDITIONS

PURPOSE -
The City of Fort Lauderdale, Florida (City) is seeking bids from quallfied brdders hereinafter
referred to as the Contractor, to provide various fulfillment and mail services on a daily and “as

. needed” basis for the City of Fort Lauderdale, in accordance with the terms conditions, and
specrﬂcations contamed in this: lnvitatlon To Bid (ITB) '

INFORMATION OR CLARIFICAT!ON _

. For information concerning technical speclﬁcations please utilize the questrcn / answer feature

provrded by BidSync at www.bidsync.com. Questions of a material natiire must be received
priot to the cut-off date specified In the solicitation. Materlal changes, if any, to the scope of
setvices or bidding procedures will only be transmitted by written addendum. (See addendum
section of BidSyne Srte) ‘Contractors please note: No part of your bid can be submitted via
FAX. No variation in price or conditions shall be permitted based upon a c¢laim of ignorance.
Submission of a bid will be considered evidence that the Contractor has familiarized themselves

Bid 733-11241

with the nature and extent of the work, and the equipment, materials, and labor requlred The

entire bid response must be submrtted in accordance with all specifi icatiohs contarned in this
sollcatatron _

It is the sole respcnsfbrhty of the Contractor to ensure that their bid is submitted electromcalty
through BidSync at www.bidsyne.com or reaches the City of Fort Lauderdale City Hall,
Procurement Services Division, 6" floor, Room 619, 100 N. Andrews Avenue, Fort Lauderdale,
FL 33301 in a sealed envelope marked on the outside with the ITB solicitation number and
Contractor's name, ho later than the time and date specified in this solicitation.

TRANSACTION FEES

The City of Fort Lauderdale uses BidSync ( v.bidsyne.com) to distribute and receive bids and
proposals. There is no charge to vendors/contractors to register and participate In the
solicitation process, nor will any fees be charged to the awarded contractor.

ELIGIBILITY

To be eligible for award of a contract in response to this solicitation, the Contractor must '

- demonstrate that they have siiccessfully completed services, as specified in the Technical

Specrfrcatlons ! Scope of Services section of this solicitation are normally and routinely engaged
in performing such services, and are properly and legally licensed to perform such work. In
addition, the Contractor must have no conflict of interest with regard to any other work
performed by the Contractor for the City of Fort Lauderdale.

PRICING
Failure to provide costs as requested in this ITB may deem your brd non-responsive.

BID DOCUMENTS

The Contractor shall examine this bid carefully. Ignorance of the requirements will not relieve
the Contractor from liability and obligation under the Contract.

May 31, 2013 10:13:25 AM EDT
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08.

09,
10.

11.

12,

13.

14.

City of Fort Lauderdale

AWARD
Award will be made to the responsive and responsrble bidder, quoting the lowest price, for that
product/service that will best setve the needs of the City of Fort Lauderdale.

The City reserves the right fo walve minor variations in the specifications and in the bidding
process. The City further reserves the tight to accept or refect any andlor all bids and to award

or not award a contract based on this bid eollcrtatron

Contractor must bid on all iteme Partrai brds wdl not be considered.

PRICE VALIDITY
Prices provided in this Invitation to bid (ITB) are valid for 120 days from time of ITB opening.

The City shall award contract within this time period or. shall request to the recommended.

awarded vendor an extension to hold pricing, unt productslservroes have been awarded.

GENERAL CONDITIONS
General Condrtions Form G-107 Rev. 01113 (GC) are included and made a part of this ITB.

NEWS RELEASESIPUBL!CITY
News releases, publicity releases, or advertisements relating to this contract or the tasks or
projects associated with the project shall not be made without prior City approval.

CONTRACTORS' COSTS

The City shall not be liable for any costs incurred by proposers m responding to this solicitation.

RULES AND SUBMITTALS OF BIDS.

The signer of the bid must declare that the only person(s), company or parties interested in the
proposal as principals are named therein; that the bid is made without collusion with any other
person{s), company or parties submitting a bid; that it is in all respects fair and in good faith,
without collusion or fraud; and that the signer of the bid has full authority to bind the prlncrpal
bidder.

CONTRACT PERIOD

2

Bid 73311241

The initial contract term shall commence upon date of award by the City or October 5, 2013,

whichever is later, and shall expire one year from that date. The City reserves the right to
extend the contract for three additional one year terms, providing all terms conditions and
speclfications remain the same, both parties agree to the extension, and such extension is
approved by the City.

In the event services are scheduled to end because of the expiration of this contract, the

Contractor shall continue the service upon the request of the City as authorized by the awarding
authority. The extension period shall not extend for more than ninety (90) days beyond the
expiration date of the existing contract. The Contractor shall be compensated for the service at
the rate in effect when this extension clause is invoked by the City.

COST ADJUSTMENTS ,

Prices quoted shall be firm for the initial contract term. No cost increases shall be accepted in
this initial contract term. Please consider this when providing your pricing for this request for
proposal.

May 31, 2013 10:13:25 AM EDT
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P : City of Fort Lauderdale , Bid 733-11241

Thereafter, any extensions which may be approved by the City shall be subject to the following:
Costs for any extension terms shall be subject to an adjustment only if increases or decreases
occur in the industry. Such adjustment shall be based on the latest yearly percentage increase
in the All Urban Consumers Price Index (CPI-U) as published by the Bureau of Labor Statistics,
U.S. Dep't. of Labor, and shall not exceed five percent (5%).

The yearly increase or decrease in the GPI shall be that latest Index published and available for
the calendar year ending 12/31, prior to the end of the contract year then in effect, as compared
to the index for the comparable month one-year prior.

Any requested adjustment shall be fully documented and submitted to the City at least ninety
(90) days prior to the contract anniversary date. Any approved cost adjustimerits shall becorne
efiectlve on the beginning date of the approved contract extension.

The City may, aﬂ:er exammatton, refuee to accept the adjusted costs if they are not properly
the event the City does not wish to accept the adjusted costs and the matter cannot be resolved
to the satisfaction of the City, the Contract will be consndered cancelled on the scheduled
explratlon date.

15. - SERVICE TEST PERIOD
If the Contractor has not prewously performed the services to the city, the City reserves the right
to require a test period to determine if the Contractor can perform in accordance with the
requirements of the contact, and to the City's satisfaction. Such test period can be from thirty to
ninety days, and will be conducted under all specifications, terms and conditions contained in
the contract. This trial period will then become part of the initial contract penod

A performanoe evaluation will be conducted prior to the end of the test period and that
evaluation will be the basis for the City's decision to continue with the Contractor or to select
another Contractor (if applicable).

16. ~ NO EXCLUSIVE CONTRACT/ADDITIONAL SERVICES _
While this contract is for services provided to the department referenced in this Invitation For
Bid, the City may require similar work for other City departments. Contractor agrees to take on
such work unless such work would not be considered reasonable or become an undue burden
to the Contractor.

Contractor agrees and understands that the contract shall not be construed as an exclusive
arrangement and further agrees that the City may, at any time, secure similar or identical
services from another vendor at the City's sole option.

The City may require additional items or services of a similar nature, but not specifically listed in
the contract. The Contractor agrees to provide such items or services, and shall provide the
City prices on such additional items or services based upon a formula or method, which is the
same or similar to that used in establishing the prices in his proposal. If the price(s) offered are
not acceptable to the City, and the situation cannot be resolved to the satisfaction of the City,
the City resetves the right to procure those items or services from other vendors, or to cancel
the contract upon giving the Contractor thirty (30) days written notice.

17.  DELETION OR MODIFICATION OF SERVICES
The City reserves the right to delete any portion of the Contract at any time without cause, and if

May 31, 2013 10:13:25 AM EDT p7
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3 o Clty of Fort Lauderdale ' Bld 733-1124

such right is exercised by the City, the total fee shall be reduced in the same ratio as the
estimated cost of the work deleted bears to the estimated cost of the work originally planned. If
work has already been accomplished on the pottion of the Contract to be deleted,. the
Contractor shall be paid for the deleted portion on the basis of the estimated parcentage of
completion of such portion.

If the Contractor and the City agree on moduﬂcatlons or revisions to services, after the City has
approved work to begin on such services, and a budget has. been established for those
services, the Contractor will submit a revised budget to the Clty for approvai prior to proceeding
with the work

- 18. INSURANCE : ' C
The Contractor shall furnish proof of insurance requnrements as Indicated below. The cc)Verage.-
is to remain in force at all times during the contract period. The following minimum insurance
coverage is required. The City is to be added as an “additional Insured” with relation to General
Liability Insurance. This MUST be written in the description section of the insurance certificats,
even if you have a check-off box on-your insurance cerfificate. Any costs for addlng the Clty as
“additional insured” will be at the contractor's expense.

__ The City of Fort Lauderdale shall be given notice 10 days prior to ‘cancellation or modification of
any stipulated insurance. The insurance provided shall be endorsed or amended to comply with
this notice requirement. In the event that the insurer is unable to accommodate, it shall be the
responsibility of the Contractor to providé the proper notice. Such notification wil be in writing
by registered mail, return receipt requested and addressed to the Procurement Services
Division. , _

3 i

' The Contractor’s insurance must be provided by an A.M. Best's A-* rated or better insurance
company authorized to issue Insurance policles in the State of Florida, subject to approval by
the City's Risk Manager. Any exclusions. or provisions in the insurance maintained by the
contractor that precludes coverage for work contemplated in this ITB shall be deemed
unacceptable, and shall be considered breach of contract.

Workers’ compens'atidn and Employers’ Liability Insurance
Limits: Workers' Compensation — Per Florida Statute 440
Employers’ Liability - $500,000

Any firm performing work on behalf of the City of Fort Lauderdale must provide Workers’ |
Compensation insurance. Exceptions and exemptions can only be made if they are in
accordance with Florida Statute. For additional information contact the Department of Financial
Services, Workers' Compensation Division at (850} 413-1601 or on the web at www.fldfs.com.
Commercial General L:ablllty Insurance

Coverlng premises-operations, products-completed operations, independent contractors and
contractual liability.

Limits: Combined single limit bodily injurylproperty. damage $1,000,000.

This coverage must include, but not limited to:

May 31, 2013 10:13:25 AM EDT ) ) p. 8



City of Fort Lauderdale Bid 73311241

Coverage for the liability assumed by the contractor under the indemnity provision of
the contract.

Coverage for Premises/Operations

Products/Completed Operations

Broad Form Contractual Liability

Independent Contractors

®

poow

Automobile Llabllity lnsurance

Covering aII owned hired and non—owned automoblle equipment

Limits: Bodily injury $260,000 each pereon
$500,000 each occutrence
Property damage | $100,000 eech oceurrence

Co_mmercial Crime Poliéy‘; including E_m‘ployee Theft/Dishonesty
Limits: . $1,000,000.
__Acopyof A ug current Certificate of Insurance should be mcluded with your propoeal

In the event that you are the successful b:dder you will be requnred to provide a certificate
: nammg the City as an “addltlonal insured” for General Liability.

Certificate holder should be addres ed as fi I wWs:
City of Fort Lauderdale

Procurement Services Division

100 N. Andrews Avenue, Room 619

Fort Lauderdale, FL. 33301 -

19. SUB CONTRACTORS '

' If the Contractor proposes to use subcontractors in the couree of providing these services to the
City, this information shall be a part of the bid response.. Such information shall be subject to
review, acceptance and approval of the City, prior to any contract award. The City reserves the
right to approve or disapprove of any subcontractor candidate in its best interest and to requlre
Contractor to replace subcontractor with one that meets City approval.

Contractor shall ensure thet all of Contractor’s subcontractors perform in accordance with the
terms and conditions of this Contract. Contractor shall be fully responsible for all of Contractor’s
subcontractors’ performance, and liable for any of Contractor's subcontractors’ non-
performance and all of Contractor's subcontractors’ acts and omissions. Contractor shall
defend, at Contractor's expense, counsel being subject to the City’s approval or disapproval,
and indemnify and hold harmless the City and the City’s officers, employees, and agents from
and against any claim, fawsuit, third-party action, or judgment, including any award of attorney
fees and any award of costs, by or in favor of any Contractor's subcontractors for payment for
work performed for the City.

20. INSURANCE - SUB-CONTRACTORS
Contractor shall require all of its sub-contractors to provide the aforementioned coverage as well

as any other coverage that the contractor may consider hecessary, and any deficiency in the
coverage or policy limits of said sub-contractors will be the sole responsibility of the contractor.

May 31, 2013 10:13:25 AM EDT p.9
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-

21, UNCONTROLLABLE CIRCUMSTANCES ("Force Majeurs") :

The City and Contractor will be excused from the performance of their respective obligations
under this agreement when and to the extent that their performance is delayed or prevented by
any circumstances beyond their control including, fire, flood, explosion, strikes or other labor
disputes, act of God or public emergency, war, riot, civil commotion, malicious damage, act or
omission of any governmental authority, delay or fallure or shortage of any type of
fransportation, equipment, or service from a public utmty heeded for thelr performance provided
that:

A. The non performing patty gives the othier party prompt written notrce describlng
the particulars of the Force Majeure including, but not limited to, the hature of the occurrence
-and its expected duration, and continues to furmsh tumely reports with- respect thersto duting the
period of the Force Majeure;

| B.  The excuse of performance is of no greater scope and of no Ionger duration than
is required by the Force Majeure;

C. No ob’ligations of either party that arose befo_ré the Force Majeure causing the
excuse of performance are excused as a result of the Force Majsure; and

D. The non performing party uses its best efforts to remedy its inability to perform.

Notwithstanding the above, performance shall not be excused under this Section for a period in
excess of two (2) months, provided that in extenuating circumstarices, the City may excuse
performance for a longer term. Economic hardship of the Contractor will not constitute Force
Majeure. The term of the agreement shall be extended by a period equal to that durlng which
either party's performance is suspended under this Section.

22.  PUBLIC ENTITY CRIMES

~ NOTE: Contractor, by submitting a proposal attests shethe/it has not been placed on the
convicted vendor list.
A person or affiliate who has been placed on the convicted vendot list foliowmg a conviction for
a public entity crime may not submit a bid on a contract to provide any goods or services to a
public entity, may not submit a bid on a contract with a public entity for the construction or repair
of a public building or public work, may not submit bids on leases of real property to a public
entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or
consuitant under a contract with any public entity, and may not transact business with any public
entity in excess of the threshold amount provided in Section 287.017, Florida Statutes, for
Category Two for a petiod of 36 months from the date of being placed on the convicted vendor

list.

23.  CANADIAN COMPANIES
The City may enforce in the United States of America or in Canada or in both countries a

judgment entered against the Contractor. The Contractor waives any and all defenses to the
City's enforcement in Canada, of a judgment entered by a court in the United States of America.
All monetary amounts set forth in this Contract are in United States dollars.

24. LOBBYING ACTIVITIES
ALL CONTRACTORS PLEASE NOTE: Any contractor submitting a response to this solicitation
must comply, if applicable, with City of Fort Lauderdale Ordinance No. C-00-27 & Resolution
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ity of Fort Lauderdale ' _ | Bid 73311241

No. 07-101, Lobbying Activities. Coples of Ordlnance No C-00-27 and Resolution No. 07-101

may be obtained from the City Clerk's Office on the 7th Floor-of City Hall, 100 N. Andrews

Avenue. Fort Lauderdale, Florida. The otdinance mey also be viewed on the Cltys website at
' fist {lob 1009.pd .

25, BID TABULATIONSIINTENTTO AWARD '
' -~ Notice of lntent o Award Contract/Bld, . resulting from the Citys Formal solicitation process,
requiring City - Commissmn - actton, . may ‘be - found at:
hitos/Avww | -I . h 1Q/1 3 ent.htm . Tabulations of recelpt of those
‘may -~ be. found at
', or any interested party may call the '

I uderdale ha It
Praeurement Ser\nces Dlweuon at 954 828-5933

- 26. SAMPLE CONTRACTAGREEMENT _ .
A sample of the formal agreement template which may be reqmred to be executed by
~the- awarded - vendor ¢an be .~ -found at - our - websute
' ttg Jffortlauderdale. gpv/nurch sing/general/conira tsam |2021412,pdf o

May 31, 2013 10:13:25 AM EDT ' n. 11



City of Fort Lauderdale ‘ Bid 733-11241

PART Il - TECHNICAL SPECIFICATIONS/SCOPE OF SERVICES

1.0 SCOPE AND PURF’OSE

The City desires to establish a contract with a qualified Contractor to provide various
fulfilment and mall services on a daily and “as needed" basis. Such services must
include, but are not limited to: barcoding, presorting, move tipdate, and commingling of
First Class letters and Flat mail (permit & metered mall); same day pick-up and delivery
to the United States Postal Service (USPS) of daily mail, pre-barcoded post office ready
mall (water bills, etc.) and special events mailings. Optional services such as metermg
and fulfillment services i.e. inserting, labeling fotdmg, etc.), may be requ:red on an "as
needed” basis.

1.1 GENERAL INFORMATION : '

The City of Fort Lauderdale estimates its reqwrement on this contract will encompass
the barcoding, move update, presorting and handling of an estimated 38,000 pieces of
first class mail per month. City mail consists of computer generated pieces in wlndow
envelopes, labeled pieces, typewritten and hand written addressed pleces.

The contract shall also include the barcodingi preeortmg and processing. of an estlmated, —
50,000 pieces per year of bulk mail and pick-up and delivery only of barcoded, presorted
water bills fo the United States Postal Service Mail Entry Facility. The successful
contractor will service the City's needs, as requested. This is only an estimate, and no
warranty or guarantee is given as to the number of actual pieces of mail processed, or
optional fulfiliment and mailing services that shall be used as a result of this contract.

“The City is acting as the “lead agency” for several Broward County municipalities, and in
this capacity issues the [TB including thelr respective requirements as a part of any
resultant contract. Pick-up locations and volumes shalf vary for each participating entity.
Technical requirements of the ITB will be applicabie to all contract participants, except
as may be specifi cally noted for a particular agency.

1.2 TECHNICAL REQUIREMENTS : ' _
Mail for the City of Fort Lauderdale will be metered daily with the USPS Automation §-
digit rate. The contractor shall arrange for daily mail pick-up, take the mail to his/her
facility, apply intelligent maii barcode, presort and commingle it with other customers’
mail to maximize the postage discount rate according fo current U.S. Post Office
guidelines and deliver such mail to the Post Office on the same day it is picked up. Due
to the large quantity of City mail destined for Broward County addresses, the Contractor
must have a large Broward County customer base for comingling and maintenance of
50% or more of City mail at the 5 digit postage rate. The Contractor must also have the
customer base to maintain the balance of the mail at the 3-digit, AADC and mixed AADC
rates for maximum postage savings, excluding international Mail and Parcels. Mail
“pieces determined to be non-compliant with the USPS Automationh 5 digit rate or non-
barcodable shall be upgraded with additional postage. The Contractor shail apply the
additional postage utilizing the lowest possible rate. Additional postage usage must be
listed on the weekly “analysis report”,

The Contractor shall notify the designated City representative for unusual or large sum
postage additions and receive authorization before postage is added.
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The Contractor shall comply with all USPS rules, regulations, policies and procedures in
the performance of this contract.

Contractor shall pick-up all mail from City Hall, 100 N Andrews Avenue, 2" Floor Mail
Room, No earlier than 3:30 P.M. and not later than 5:00 P.M. daily, Monday through
Friday (excluding desrgnated City Ho[idays) unléss otherwise approved by the Crty in
writing.

Recerpts shall be provided by Contraotor for City personnel to_submit the number of ma:l -
trays, said to contain a specified number of mail pieces, for each dally pick-up. The
receipts require’ fields to state the date submitted, the City name: and account nimber
and quantity and type of mail stibmitted to the Contractor for processfng It should also
contain a field for special instructions for additional processmg" requests i.8. tabbing tri-
folded meilers and permlt processing

The City shall hot be responsible for- separatlon or. sortlng of mail prior to Contractor
pick-up. Contractor shall sort all tendered mail for presort proceeemg, except for pre-
barcoded Post Office ready mail.

Contractor shall guarantee all processed mail is forwarded to the USPS designated meII
entry facility each day of the Week except Saturday, Sunday and offacral Clty Hoiadays

1.3 EQUIPMENT REQUIREMENTS
The Contractor shall use . state- of-the«ar‘t-eqmpment and techmquee such as
commmgllng of mail to maximize the City's mail dlecount rate. ' _—

Contractor shall submit a list of the mail processing -equipment utilized at their facility for
the ‘processing of ‘mail per the bid specifications. - The City reserves the right to
determine if contractor has the sufficlent and proper equrpment needed to fulfill the bid
requ!rements .

1.4 ANALYSIS REPORT
After processing and delivering the Cltys mail to the U.S. Post Ofﬁce, an “analysis
report’ must be retutned to the City’s Central Services Mail Room on a weekly basis.

The “analysis report” shall include the following minimum information:

Total pieces processed and delivered to the U.S. Post Office.

Total pieces barcoded and the unit and extended cost.

Total number. of items that did not qualify, the reason(s) and the unit and
extended cost.

Total additional postage charges including qualification rate(s).

Total International pieces.

This information shall be forwarded weekly: however, invoices shall be processed for
payment by the City monthly.
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Pre-Barcoded Mall: The City's water bills are printed every day, barcoded and USPS
form 3600-R is prepared by the City and attached to sleeved trays.

The Contractor shall pick-up this Post Office ready mall in trays from the City Hall Mail
Room and deliver it to the USPS on the same day of pick-up. Bldder shall provide a
firm, ﬂxed cost per plck-up and delivery for this service.

Contractor shall provide all USPS trays and buckets on an "es needed" baens

Bulk Mall Bldder shall provide complete detaiis, requurements, Ilmltatlone, and all costs
assoclated with move update, presort barcode, and processmg of bulk mail using the
City's Indicla.

Such information shall tnclude, but not be _Iimi_ied to:
» Cost of barcoding Presorted First Class Mail.
¢ Cost of barcoding Presorted Standard meil
e Cost for processing permit mail.
+ Bidder shall provide details on alE other related costs

_Special Event and other Spemej Notlce First. Cless end Standard Mailings: . _ . e e
The Contractor shall have the ability to haridie the City’s special mailings on an “as )

requested” basis. - In compliance with the ITB requirements, such ma:lmg shall comply

with the following addltional regulations: o :

Contractor shall prepare and. provide the appropriate vetification form to the USPS of
each specnal malling. Verification must include date mailed, number of pieces, and
welight per piece.. These special mailings may be labeled by the City, or may require the
Contractor to inkjet the indicia and/or address. If Contractor shall be requested to ink jet
addresses, the City will- provide a mailing address list. The Contractor shall be
responsible for any certification of the mailing as required by USPS regulations. The
.charges for such services or certification shall be identified i in the Bidders iTB response
for Optlonal/Other Costs.

Special mailings may require foldmg, stapling and/or tabbing services to comply with
USPS regulations. Bidder shall provide the cost for all these services as part in the ITB
response for Optional/Other Costs.

Turn Around Times/Schedules: Coniractor shall provide a “Maximum Turn-Around
Time” for guarantee of mail processing on all Special Mailings, First Class and Standard.

2.0 PARTICIPATING CO-OP AGENCIES _

The following are estimated quantities for Co-Op agencies that have stated their
intentions to participate in this contract. Note: services may of may not include the
following: pickup, presort, metering, barcode, commingling, move update, ete. accordmg
to their respective requirements for the foEEowmg mummpallttes '

City of Oakland Park; Contractor shall plck up all mail from City Hall, 3650 NE 12"
Avenue, Oakland Park, FL. 33334, No Earlier than 3:00 P.M. and not later than 5:00
P.M. daily Monday through Friday (excluding designated City Holidays).

Estimated weekly QTY. 1 Class Letters; 350
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Estimated weekly QTY. 1% Class Flats; 40 -

Estimated weekly QTY. Certified Mail; 10

Estimated weekly QTY. International Mail 4 :

Estimated weekly (bulk) mailings: 600 pleoes utllizlng ink jet addressing, folding and
inserting.

City of Pompano Beach Contractor shell plckaup all mai[ from 100 W Atlantic Bivd.,
Pompano Beach, FL 33080, Mallroom, 1 Floor, at'4:00 P. M daily’ Monday through
Friday(excluding designated City Holidays) .

Estimated weekly QTY. 1% Clase Letters, 2, 700

Estimated weekly QTY. 1% Class Flats; 50

Estimated weekly QTY. 1* Class Parcels; 1.

Estimated weekly QTY. Standard Maii; 2,698

Estirated weekly QTY. International Mail; 2

Estimated weekly QTY. permit (bulk) mall 5, 400 pes (no processmg reqmred Pickup
and dellvery to Post Off’ce)

City of Tamarao, Contractor shalll plck—up all man from 7525 NW 88 Avenue, Tamarac,
FL. 33321 at 500 PM dally Monday through Fr:day (excludlng designated City

Hohdays)

Estimated weekly QTY. 1% Class Letters; 676
Estimated weekly QTY. 1% Class Flats; 22
Estimated weekly QTY. Certified Mall; 95
_Estlmated weekly QTy. Internatlonal Mail; 2

Clty of Hollywood Contractor shall plck-up all ma|l from 2600 Hollywwd B[vd
Hollywood, FL. 33020, at 3:00 P M da:ly Monday through Friday {excluding designated.
City Holidays)

Estlmated Weekly QTY. 1% Class Letters; 2,500
Estimated Weekly QTY. 1% Class Flats; 30
Estimated Weekly QTY. 1% Class Parcels; 2
Estimated Weekly QTY. Certified Mail; 75
Estimated Weekly QTY. Registered Mail; 75
Estimated Weekly QTY. International Mail; 20

City of Lauderdale Lakes; Contractor shall pick-up all mail from 4300 NW 36" Street,
Lauderdale Lakes FL 33319, at 4:30 P.M daily Monday through Fnday(excludmg
designated City Holidays).

Estimated Weekly QTY. 1% Class Letters; 150
Estimated Weekly QTY. 1% Class Flats; 24
Estimated Weekly QTY. Certified Mail; 4
Estimated Weekly QTY. Registered Mail, 6

City of Wilton Manors; Contractor shall pick-up all mail from 2020 Wilton Drive, Wilton

Manors FL 33305, at 4:00 P.M daily Monday through Friday{excluding designated City
Holidays).
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Estimated Weekly QTY. 1* Class Letters; 250
Estimated Monthly utility bills QTY.; 4,200
Estimated Annual QTY. Flyers; 15, 000
Estimated Weekly QTY. Certified Matt; 10
Estimated Weekly QTY. Registered Mall; 10
Estimated Weekly QTY. Internstronsl Merl 5

Broward Sheriff's Office; Contractor shall pick-up all mail from 2601 W. Broward Bivd.
Fort Lauderdaie: F 33312 betwsen -3pm ‘and 330 P.M derly Monday through
Fnday(exciuding des:gnated agency holidays)

Estimated Weekly QTY 1% Class Letters; 3,100
Estimated Weekly QTY. 1% Class Flats; 72
Estimated Weekly QTY. 1% Class Parcels;. 190
Estimated Weekly QTY. Certified Mail; 150
Estimated Weekty QTY. Standard Mail; 6 878

3. D PRICING
Bidders shall provide the Clty with a firm, f’ xed unrt cost (fee) for each service requested
in the ITB specifications, and for any other services offered or proposed by the

Bidder in the ITB response.

4.0 OPTIONAL ADDITIONAL SERVICES '

The City, and participating Co-Op agencies may require various additional malling_
services on an "as needed" basis. Bidders are requested to submit specific: rates to
perform all available optional services mcludmg, but not limited to, those Irsted below, as

an appendix to their ITB response
o “As needed’ metermg service; cost/per plece

Labeling: Ink jetting address with supplied mamng list; Cost per prece to
mclude all costs assosrated with preparing mailing list,

L}

Inserting in #10 envelope (cost per M)
. 1insert; Cost per M
2 inserts; Cost per M
3 inserts; Cost per M

Folding: Trifold, 8 1/2x11", Quadfold, 8 1/2x14"; Cost per M
Tabbing: cost/per piece;
3 tabs

»

The City reserves the right to accept or reject any or all responses, ot parts of ITB
responses and waive minor vatiations to specifications and ih the ITB process. The City
reserves the right to visit and inspect the Proposer's facilities prior to award to
determine their capability to perform the . services requested in accordance with the
specifications contained in the ITB.
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The City may require additional information and Proposers agree to furnish such information.
The City resetves the right to award the contract to that Proposer who will best serve the
interest of the City. The City reserves the Hight, based upon its deliberations and in its
opimon, to accept or reject any or aII proposals.
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ITB Questionnaire: 733-11241

Please answer all questlons completelv Fer additional questlon comments or to provide information
requested in the bid, please use additional sheet(s). -

1, Biddername-_/ ~rstacha) . of ol q SR
2, - Primary Business address (location) r_§a5 N\.\) \"-l—'\"* 3*\’ ™ QM J‘\?l[,"'!s'b_\?).
3. List perﬁnent prufessional organization membership(s) ' ' ' -

NIA

4, How many years of presort and mail

experience? ITQA \.\Q—QIS q‘)\d B L l

5. Do you have sngmf‘cant Broward County le code destinations for commglmg mail and rate

malntenance per the bid specs? | Qes - |
6. Areyou able to compléte all bnd requlrements per the bid spemﬁcatnons?

I %:e N ! |
7. ifthe answer to quéstion 6 is no, please I_ist_any variances (use additional sheet if necessaty).

o
b

8. Does your company have the fmanmal stablllty, staff and facnhnes to complete all bid

reqmrements? I__“ . . |
If o, please explain (use add_itiqnal sheet(s} if necessary.

e | z

9. Does your company keep up to date on all new U.S. Postal Service requirements?

Ib\e"s - |

Please explaln _
_WQ Gure f&‘i\‘ﬂ\.\ one e 4

“We ore Yo\ Mecdiw T_ﬁ\‘

10. Have you ever had a contract terminated due to failure to comply with speaﬁcatlons?

N3 i
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11. List three local references with, simllar requirements, include contact informatlon

Qe,c, o}t\rme)«(‘\ eax .

12. Is presort mailing your primary bUSiI'IBSS? ot
If no; In what other Imes of business are enga ed m‘a

N’IA

13. Attacha hst (requ:red) of optaonal/other per p:ece firm flxed pricmg for ser\nces mcludmg, but not
limited to:
Folding
Inserting
Metering/sealmg/welghmg
Ink Jetting (address and/or indicia) -
Tabbing (3 tabs per USPS requirements for selfsfolded ma:iers)
e-Certified services : :
Cass Cer‘tlflcatton
Mallmg List de-duping
14. Listany subcontractors to be used | In the performance of thls contract._

Vs
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9825 NW 17% Street
Miami, FL 33172-2760
(305) 591-0024 Tel
(305) 591:0025 . Fax

e seeee R

June 17, 2013
Bid: City of Ft. Lauderdale

Re ITB Questlonnalre Bid No 733 11241

11. Ltst three Iocal references Wlth snmtlar requlrements include contact mformation

1. Mlamt-Dade GSA Materlals Management Division .
‘M. Steve Schmuger -
Graphics Services Manager
2225 NW 72 Ave .
Miami, FL. 33122-1825
. 305-592-3016

mi- Dade Tax Collector's Office
Mrs Pertina Villanueva

Tax Collector Supervisor
140 W. Flagler St

Rm 1209

Miami, FL. 33130-1519
305-375-4746
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13, Prite attached List from Arrowinall Presort Co,, Inc,

“[Letter Shop

- | Qudfdtd 8 1!2x14 Auto
Folding Manual by Hand
Brint Addréss on Label
Affix Laibel Manual by Hand
pg Auto Inito s No. 10 Envelops
g Auto into a No, 10 Enva!ope

Affix Live Stamp Manual by Hand

Hand ingert'1. piece into 9412 wmdow envelope
Interriational psraunce.

E-Certlfied Mall Processing

Certfisld Mail Prosessing

Cass Cenfification

De—Duping )

Tabbing (White)

Tabbing (Clear)

3Tabs -

Daily. Pigk Up

Laser Printing 81/2 x 11 Duplex 20ib 86 Bright, Black
Laser Printing 8172 x 14 Simplex 20lb 95 Bright, Black
Laser Printing 81/2 x 14 Duplex 20/b 95 Bright, Black
Laser Printing 11x 17 Simpiex 20ib 95 Bright, Black
Laser Priniting 11 x 17 Duplex 201b 95 Bright, Black

150,05 fer ea.

Laser Printing B2 x 11 Slmplex 201b 95 Bright, Black

$0.012 pereg, '
$0.02 peres.
'$0004 era.

$0.01 per.oa,

"|$0.045 pét ea.

$0.026 perea.

$0:01 par ea.
$0.015 per ea,
$0.02 parea.
$0.045 per ea:
$0.05 par ea.
$0.03 per ea..

130.03 per ea.

$0.045 per ea.

$1.50 per Lbs Plus Postage
$0.76 per ea.

$0.90 perea. -

$0.004 perea.

$0.004 per ea.

[ 80.01 per ea.
_ $0.01 per ea.

$0.03 per ea.

$8.00 per day
$0.03 peres.
$0.05 per ea.
$0.06 per ea.
$0.07 perea,
$0.08 per ea,
$0.09 per ea.

$8.00 per M
|$10.00 per M

|$10.00 per M

$15.00 per M
$20,00 per M
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CITY OF FORT LAUDERDALE
GENERAL CONDITIONS

These Instructlons are standard for all contracts for commodities or sérvices issued through the City of Fort Lauderdale Procurement Sarvices
Division: The City may delete, supersede, or medify any of these standard instrustions for a particular aontract by indicating such changs in
the Invitation 1o Bid (ITB) Special Conditlons, Technical Specifications, Instructions, Proposal Pages, Addenda, and Legal Advertisément. In
this general conditions dosument, Invitation to Bid (ITB) and Request far Proposal (REP) &re interchangsable

PART | BIDDER PROPOSAL PAGEI(S) CONDITIONS:

.01 BIDDER ADDRESS: The Clty maintalns autormated veridor address lists that have beet geherated for each specific Commodiy Class item
thraugh our bid issuing service, BldSyno, Notiees of Invitations to Bid (ITB'S) are sent by e-mall to the selection of bidders who have fuily
registered with BldSyne or faxed (if applicable) . to evary vendor on thosa lists, who-may. then. visw the bld decuments online. Bidders who
hiave besn infofmed of a bid's availabllity in any other manner ara responsible for reglstering with BidSyne in order to view the bid documents.

- There Is no fes for doing so. If you wish bid Rotifisations be provided to another e-mall address or fax, please contact BidSyne. If you wish
purchase orders sent to a different address, please o indicate in your btd response If you wish payrments sent to a different addreas, pleasa
50 Indicate on your Ihvolce. i :

102 DELIVERY: Time will be of the essance for any orders placed as a result of this ITB. The Cuy raservas the tight to cancel any ordars, or part
- lhereof without obiigation if delivery Is ot made in acmrdance with the schadule speclﬂed by the Bidder and aocepted by the City.

1.03 PACKING SLIPS: It will be the responsibility of the awarded Contractor, to attsch al packlng slips to the OUTSIDE of -each srupment
Packlng slips must provide a detalled description of whiat 12 to be recelved and teferénce the City of Fort Lauderdate purchase order number
that {s assoclatad with the shipment. Fallute to. provide a detalted packlng sllp aitached to the outslde of shnpment may result in refusal of .
shipment at Contractor's expanse. .

1.04 PAYMENT TERMS AND CASH DISCOUNTS: Payment terms, unless otharwise stated in lhls lTB will be conSIdered o be net 45 days aﬂer
' the date of sailsfactory delivery at the placs of acceptance and receipt of corrsct invaics at the off‘ce speoified; whichaver ocours last. Bldder_
may offer cash discounts for prompt payment but they will not be consldered In determination of award. If a Bidder offeis u discount, it is
understood that the discount time will be complited from the date of satisfactory delivery, at the p!aoe of accaptance and receipt of correot
invoice, at the office specified, whichever ocours last. . :

1.08 TOTAL BID DISCOUNT. If Bldder offers & discount for award of all ltsms ilsted in the bid, such’ dlscount shall be deducted from the total of
the firm net unit prices bid and shall be- considered in tabulation ahd award of bid,

106 BIDS FIRM FOR ACCEPTANGE: Bldder warrants, by viriue of bidding, that the bid and the prices quoted In the bid wil be firm for
accaptance by the City for a periad of one hundred twenty (120) days from the date of bid opening uhless otherwise stated in the ITB.

1,07 ~ VARIANCES: For purposes of bid evaluation, Bidder's must indicate any varlances, no matter how-slight, from ITE General Conditions,
. " 8pecial Conditions, Specifications or Addenda in the space provided in the ITB.- No variations or exgceptions by & Bldder will be considared or
deemad a part of the bld submitted unless such variances or exceptions are listed in the bid and referenced in the space provided on the
bidder proposal pages. If varlances are not stated, or referenced as reqmred it will be assumed that the product or sefv:ce fully complies with

the City's terms, cohdlilons, and specifieations,

By recsiving a bid, City does not necessarlly accept any varlances contained in the bid. All vatiances submltted are sublect to review and
approval by the City. If any bid contains material varfancés that, In the City's sole opinion, make that bid eonditional In nature, the City
resenres the right to Feject the bid or part of the bid that is declared, by the City as cohditional.

1.08 NO BIDS: If you do not intend to bid please indicate the reasen, such as insuffi clent time to respcnd, do not offer product or service, unable to

: meet specifications, schedule would not permit, or any other reason, in the space provided In this ITB. Failure to bid or return no bid

cotnrnents prior to the bid due and openihg date and time, indleated In this ITB, may result in your firm being deleted from our Bidder‘s
registratioi list for the Commadity Class ltem réquested In this ITE.

1.09 MINORITY AND WOMEN BUSINESS ENTERPRISE PARTICIPATION AND BUSINESS DEFINITIONS: The City of Fort Lauderdale wants
‘ to increase the participation of Minority Business Enterprises (MBE), Women Business Enterprises (WBE), and Small Bugingss Enterprises
{SBE) in ite procurament activities. If your firm qualifies in accordance with the below definitlons please Indlcate in the space provided in this

ITB.

Minority Business Enterprise (MBE) "A Minority Business” is a business enierprise that is owned or controlled by one or more socially or
economically disadvantaged persons. Such disadvantage may arise from cultural, racial, chronie économic ¢ireumstances or background or .
other similar cause. Such persons include, but are not llimited to: Blacks, Hispanics, Asian Americans, and Native Americans.

The term “Minority Business Enterprise” means a business at feast 51 percent of which Is owned by minority group members or, in the case of
a publicly owned business, at least 61 percant of the stock of which is owned by minority group members. For the purpose of the preceding
sentence, minority group members are citizens of the United States who include, but are not limited to: Blacks, Hispanics, Aslan Americans,
and Native Americans,

Women Buslness Enterprise (WBE) a "Women Owned or Controlled Business” is a business enterprise at least 51 percent of which is owned
by females or, In the case of a publicly cwned business, at least 51 percent of the stock of which is owned by females.

Small Business Enterprise (SBE) "Small Business” means a corporation, parinership, sole proprietorship, or other legal entity formed for the
purpose of making a profit, which is independently owned and operated, has either fewer than 100 employees or less than $1,000,000 in
annual gross receipts.

' BLACK, which includes persons having origins in any of the Black racial groups of Africa.

Form G-107 Rev. 05/13
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WHITE, which includes persons whose origins aré Anglo-Saxon and Europeans and persons of Indo-European degent including Pakistan and
East Indian.

HISPANIC, which includes petsons of Mexican, Puerto Rlcan. Cuban, Csntral and South American, or other Spanish culiure or origin,
regardiass of race.

NATIVE AMERICAN, which Includas persons whoss orlglne are Ametican Indians, Eskimos, Alsuts, or Native Hawailans.

ABIAN AMERICAN, which includes persons having origin in any ‘of the orlglnal peoples of the Far Bast, Southeast Asla, the Indian
subcontinant, or the Pacific lslands.

1.10 MINORITY-WOMEN BUSINESS ENTERPRISE PARTICIPATION
It Is the desire of the City of Fért Laudsrdale to increase the participation of minority (MBE). and women-owred (WBE) businesses i its
contracting and procurémant programs, While the Cily does not have: any praference or set aslde programs in place, it is committed to a
policy of equitable participation for these firms. . Proposers are requested to include. in their proposals a narrative describing their past
aovomplishments and intended actions in this area. If proposers are considering minority or women owned enterprise participatioh in their
praposal, those firms, and thelr specific duties hava to be Identified In the proposal. If & proposer is considered for award, he or she will be
asked to meist with City staff so that the intended MBEWBE parﬂelpaﬂon can be formallzed and inclided in the subsequent coritract.

1.11 SCRUTINIZED coMPANIEs :

This Settion applies to any sontract for goods or servlces of $1 rnllilori or more:

The Contractor cettifies that it Is not on the Strutinized Cormipanles with Activities in Sudah List or the Sorutinized Companias with Activittes in
the Iran Petroleum Energy Seclor List and that it does ot have business operations in Guba or Syria as provided in section 287.135, Flarlda
Statutes (2011), as may be amended or revised. . The City may-terminate this Contract at the City's eption If the Contractor Is found to have
submiited-a false certiffication as provided undar subsection (5) of section-287.135, Florita Statules (2011), as may be amended of revised, or
besn placad of the Serutinized Companies with Activities ih Suctan List or the Sorutinized Cormpanies with Activilies il the Iran Pefroleum
Energy Seotor List ;r has ehgaged in busingss operatmns in Cuba or Syna as definad in Section 287 138, Fiorida Statutes (2011), as may be
amended of revise

112 DEBARRED OR SUSPENDED BIDDERS OR PROPOSERS
The bidder or proposer vertifies, by submission of & résponse to this solicitation; that neither it nor its pr!nclpals and subcontractors are
presently debarred or suspandad by any Federal. departmant of agency.

| IORDER OF PREOEDENCE

201 BIDDING DEFIN[TIDNS The Clty will use the followlng deﬂnllfons in it's genaral conditions, speclal condmons. technical specuf‘ lcations,
instrictlons to bidders, adderda and any other dosumant used.in the bidding process:
INVITATION TO BID (ITB) when the City Is requesting bids frony qualified Bidders.
REQUEST FOR PROPOSALS (RFP) when the City Is requesting proposals from qualified Proposers.
BID ~ a price and terms quote racaived In respense to an ITB,
PROPOSAL — a proposal received in response to an RFP.
BIDDER = Person or firm submitting & Bid.
PROPOSER - Parson or firni submiitting a Proposal.
RESPONSIVE BIDDER - A person whose bid conforms in all material respects to the terms and conditions included in the ITB: .
RESPONSIBLE BIDDER - A person who has the capability in all respects to perform in full the contract raquurements, as stated Inthe iTB
and the integrity and reliability that will assure good faith performance.
FIRST RANKED PROPOSER -~ That Propasar, responding to a City RFP, whose Propnsal Is deemed by the Clty e most advantageous to
the Clty after-applying the svaluation criteria contalned in the RFP.
SELLER - Succassful Bldder or Propaser who is awarded a Purchase Order or -Contract to provide goods or services to the City.-
CONTRACTOR - Successfiil Bidder or Propeser who IS awarded a Purchase Order, award Contract, Blankst Purchase Order agreement or
Term Contract fo provide gocds or servigss to the Clty,
CONTRACT — A dellberate verbal or written agreement belwaen two or more competent parties fo perform or not fo perform a certain act or
acts, including all types of agresments, regardless of what they may be called, for the procurement or disposal of equipment, materials,
supplies, services or cénstruction, .
CONSULTANT - Suscessful Bldder or Proposer who ls awardsd & contract to provide professicnal services to the City.
The following terms may be used interchangeably by the City: ITB and/or RFP; Bld or Proposal; Bidder, Proposer, or Seller; Contractor or
Corisultant; Contract Award, Agresmient or Purchase Order.

2.02 SPECIAL CONDITIONS: Any and all Special Conditions contained In this [TB that may be in variance or conflict with these General
Conditions shall have precedence ovat these General Conditiohs. If no changes or deletions to General Conditions are made in the Spaclal
Conditions, then the Genaral Conditions shall prevall in their entirety,

3.01 °  SUBMISSION AND RECEIPT OF BIDS: To recelve cotislderation, bids must be recelved prior to the bid opening date and fime. Unless
otherwise specified, Bidders should use the proposal forms provided by the Clty. Thosse forms may be duplicated, but failure to use the forms
may cause the bid to be rejected. Any erasures or corrections on the bid must be made in ink and iniiialed by Bidder In Ink. All information
subrmitted by the Bidder shall be printed, typewritten or filled in with pen and ink. Bids shall be signed In ink. Separate bids must be submitted
for each ITB Issued by the City In separate sealed envelopes proparly marked. When a particular ITB or RFP requires multiple coples of bids
or proposals they may be included in a single envelope or package properly sealed and identified. Only send bids via facsimile transmission
(FAX) if the ITB specifically states that bids sant via FAX will be considerad. If such a statement is not Included in the ITB, bids sent via FAX
will be rejected. Bids will be publicly opaned in the Procurement Office, or other deslgnated area, in the presence of Bidders, the public, and
City stafi. Bidders and the public are invited and encouraged to attend bid openings. Bids will be tabulated and made available for review by
Bidder's and the public in accordance with applicable regulations.

3.02 MODEL NUMBER CORRECTIONS: [f the model number for the make specified in this ITB is incorrect, or no longer available and replaced
with an updated mode! with new specifications, the Bidder shall enter the correct model number on the bidder proposal page. In the case of
an updated model with new specifications, Bidder shall provide adequate information to allow the City o determlne if the model bid mests the
City's requirements.
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3.03 PRICES QUOTED: Deduct trade discounts, and quote firm net prices. Give both unil price and exiended total. In the case of a discrepancy
in computing the emount of the bid, the unit price quoted will govern. All prices quoted shafl be F.0.B. destination, frelght prepaid (Bidder
pays and bears frelght charges, Bidder owns goods in translt and files ahy claims), unless otherwise stated in Spacial Conditions, Each item
must be bid separately. No attempt shall be made to tie any item of items contaiied in the ITB with zny other business with the Cly.

3.04 TAXES: Tha City of Forl Lauderdale 1s exempt from Federal Extise and Florida Sales taxes on ditect purchase of fangible property.
Exemption number for EIN ls 68-8000319, and State Sales tax exenmiption number Is 85-8013876878C-1.

3.05 WARRANTIES OF USAGE: Any quantities listad in this ITB as estimaled or projectad are provided for tabulation and information purposes -
only. No warranty or guarantee of quantities 1s given or implied. ! Is understood that the Contractor will furnish the Clty's needs as they arise.

3.08 APPROVED EQUAL:- Whaen the technioal spesifications call for a brand name, manufaciurer, make, modsl, or vendor catalog number with
acoeptance of APPROVED EQUAL, it shall be for the purpose of astablishing & level of quality and features desired and acceptable to the
City. In.sugh cases, the City will be receptive to any unit that would be consldered by qualified Clty pérsonnel 2 an approved equal. In that
the specified make and model represent a level of guality and features desired by the City, the Bidder must state olsarly in the bld any
variance from those spaciiications. It Is the Bldder's responslbility.to provide adequate information, in the bid, to enable the City to ensure that
the bid meets the required criteria. If adequate informiation is rot submlhed with the bid, it may be refected. The Clty will be the sole judge in
datarmlning if the itemn bid quahﬁes as an approved aqual,

3.07 MINIMUM AND MANDATORY TEGHNIGAL SPECGIFICATIONS: Tha tachnical speclﬂcations may mclude iterns that are consldared
minimum, mandatary, of recuired. if any Biddar is unable to meet or excesd these items, and feels that the technlcal specifisations are overly
restrictive, the bidder must nolify the Procuretnent Sarvices Divislon immisdiately. Sush: tofification must be received by the Procurement
Sarvices Divislon prior to the deadling contained In the ITB, for questions of a matetial nature, or prior fo five (5) days before bid due and open
date, whichever oceiirs first. If fio such nolification is received prlor to that deadltne. the City will consider the technioal specifications to be
acceplable to all bidders, . : :

3.08 MISTAKES: Bidders are cautionsd to examine all terms, conditions, specifications, drawings, exhibits, addenda, delivery instruotions and
spacial conditions perfaining to the ITB. Failure of the Bidder to examihe al) petiinent documents shall nol enfitle the hldder o any relief from

the condllions Imposed in the conltract.

RA 309 - SAMPLES (AND. DEMONSTRATIONS -Samples ar inspection of product may bs requested-to- determine suitablllty Unlsss otherwise - -
. spetified in Special Conditions, samplas shall be requested after the date of bid opening, and if requested should be received by the City
withiri seven (7) working days of request. Samples, when requested; must be furnished freé of expense fo the. Glty and if not used In testing
of destroyed, will upon request of the Bidder, be. returhed within thity (30) days of bld award at Bidder's expense, When required, the City
triay request full démonstrations of units prior to award. When such demonstrations are requested, the Bidder shall respond promptly and
arrange a demonstration at @ convenient locatfon. Failure to provide samples or demonstrations as specified by the City may result in
réjection of a bid. )

‘310 LIFE CYCLE COSTING: If so specified in the ITB, the City may slect to evaluate equipment praposed on the basis of total cost of ownership.
In using Life Cycle Costing, factors such as the following may be considered: "estimated useful life, malntenance costs, cost of supplies, labor
mtenslly, ‘enargy usage, environmental impact, and residual value. The Gity reserves the right to use those ot other applicable criteria, in its
sole oplnlon that will most acourately estimate total cost of use and ownershilp,

a1 BIDDING ITEMS WITH RECYCLED CONTENT' In addressmg anvifonmentat concerns, the City of Fort Lauderdale encourages Bidders to
submit blds or alternate bidé containing items with recycled tontent. When submitting bids containing ems with recyclad content, Bidder shall
provide documentation adequate for the City to verly the recycled content. Tha City prefers packaging consisting of materials: that are -
degradable or able to be reoycled, When specifically stated In the ITB, the Cily may give preference fo bids contalning itams manufactured
with recycled matarlal or packaging that is able to be recycled

312 USE OF OTHER GOVERNMENTAL CONTRAGTS: The Clty regervas the right to reject any part or all of any bids raceived and utilize other -
available govemmentat contracts, if such actlon is in its best interest.

313 QUAL!F[GATIONSIINSPEGTION. Bids will only ba considered from firms normally engaged in providing the types of commodities/services
specified herein. The City reserves the right to Inspect the Bldder's facilities, equipment, personnel, and organization at any time, or to take
any other action necessary to determine Bidder’s abilily to perform. The Procurement Director reserves the right to reject bids where evidence
or evaluation is determined to indicate inability to perform.

3.14 BID SURETY: if Special Conditfons require a bid security, it shall be submitted in the amount stated. A bid security can be in the form of a
bld borid or cashlers check. Bid security will be returned to the unsuiccessful bidders as soon as practicable after opening of bids. Bld security
will be returned to the succesaful bidder after acceptance of the performance bond, If required; acceptance of insurance coverage, if required;
and full execution of contract documents, if required; or conditions as stated in Special Conditions.

3.15 PUBLIC RECORDS/TRADE SECRETS/COPYRIGHT: The Proposer's respanse to the RFP Is a public racord pursuant to Florida law, which
is subject to disclosure by the City under the State of Fiorida Public Records Law, Florida Statutes Chapter 119,07 (*Public Records Law”).
The City shall permit public actess to all docunyenits, papers, letters or other material submitted in connection with this RFP and the Coniract
to be executed for this RFP, subject to the provisions of Chapler 119.07 of the Florida Statutes.

Any language contained in the Proposer’s response to the RFP purporting to require confidentiality of any portion of the Proposer’s response
fo the RFP, oxcept fo the extent that certain information Is In the City's oplnion a Trade Secret pursuant to Florida faw, shall be void. Ifa
Proposer submits any documents or other information to the City which the Proposer claims is Trade Secrat information and exempt from
Florida Statutes Chapter 119.07 {"Public Records Laws”), ihe Proposer shall clearly designate that it Is a Trade Secret and that It Is asserting
that the documant or information fs exempt. The Proposer must spacifically identify the exemption being clalmed under Florida Statutes
119.07. The City shall be the final arbiter of whether any information contained in the Proposer's response to the RFP constitutés a Trade
Secret. The olty's determinatlon of whether an exemption applies shall be final, and the proposer agrees to defend, indemnify, and hotd
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harmlsss the city and the city's officers, employees, and agent, against any loss or damages Incurred by any person or entity as a result of the
clty's reatrent of records as public records, Proposals purporting to be eubject to copyrght protaction i fulf or In part will be rejected.

EXCEPT FOR CLEARLY .MARKED PORTIONS THAT ARE BONA FIDE TRADE SECRETS PURSUANT TO FLORIDA LAW, DO NOT MARK
YOUR RESPONSE TO THE RFP AS PROPRIETARY OR CONFIDENTIAL. DO NOT MARK YOUR RESPONSE TO THE RFP OR ANY
PART THEREOF AS COPYRIGHTED.

316 PROHIBITION OF INTEREST: No centract will be awarded-to a bidding fitm who has Clty elected officlals, offtcers or employses affiiated
with it, unless the bidding firm has fully complied with ourrent Florida State Statutes and City Ordinances relating to this issus. Bldders must
diaclose arly such afflliation. Failure 10 disclase any such diillation will result in disquallfisation of the Bidder and removal of the 8idder from

- the City's bidder lists and prohibition from engagtng in any bisiness with the City,

347 RESERVATIONS FOR AWARD AND REJECTION OF an:s The City reserves the right to- atcept or reject ahy or all bids, part of bids, and
to waive minor imegularitios or variations to specifications. contalned In bids, and minor iregulariies in the bidding process, The Chy also
reserves the right to award tha conlract oh a split order basls, lump sum basls, individual em basts, or such combination as shall best serve
the inferast of the City. Thé City reserves-the right-to make an award to the responsive and responsible bidder whose product of service
meaots the tarms, conditions; and apecifications of the ITH and whoseé bid is.considsred to best satve the Gity's Interest. in determining the
responsiveriess of the offer and the respongibillty of the Bidder, the fallowing-shall be considered when appligébla; the ability, capauity.and
skilt of the Bidder to perform as required; whsther the Biddér:can perform promiptly; or withini the ime specified, without delay or interferenice;
the character, integrity, reputation, [udgment, experence and efficiéncy of the Bldder; the quality of past performance by the Bidder, the
pravious and exigtiig compliance by the Bidder with relatad. laws and ordinances; the sufficiency of the Bidders finanaial resources; the
availabllity, quality and adaptabliity of the Bldder's supplles or- serviges to the roguired use; the ability of the Bldder fo provide future
maintensance, service or pars; the number and scope of oondltnans attachad to.the bld. ]

If the ITB provldes for & comract trial period, the City reserves the right, in lhe event the selected bidder does not perform satisfactorily, to
award a trial period 1o the next ranked bidder or to award a contrsict to the next ranked bidder, If that bidder has successfully provided senvices
to the City in‘the past. This procedure to conllnue unth a bidder Is selected or the contract is re-bid, at-the sole option of lhe City.

318 LEGAL REQUIREMENTS: Appllcable prowsmns of all federal, state, county iaws, and local ordlnancss riles and regulations, shall govern

: development, submittal and evaluation of all bids recelved in response. hiereto and shall gavern- ary and all clalms and disputes which may
o arlsé betwien person(s) submitting & bid response hereto and the Gity by and through its officers, employaes and authorized representatives,
effect thereof.

8.19 BID PROTEST PROGEDURE 'ANY PROPOSER OR BIDDER WHO IS NOT RECOMMENDED FOR AWARD OF A CONTRACT AND
WHO, ALLEGES A FAILURE BY THE CITY TO FOLLOW THE CITY'S PROCURENENT ORDINANCE GR ANY APPLIGABLE LAW MAY
PROTEST TO THE DIRECTOR OF PROCUREMENT SERVIGES DIVISION (DIRECTOR), BY DELIVERING A LETTER OF PROTEST TO
THE DIRECTOR WITHIN FIVE (5} DAYS AFTER A NOTICE OF !NTENT TO AWARD [$ POSTED ON THE CITY'S WEB SITE AT THE
FOLLOWING LINK: jerd f :

THE COMPLETE PROTEST ORDINANCE MAY BE FOUND ON THE CITY'S WEB SITE AT THE FOLLOWING LiNK:
; naf

4.01 PERFORMANCE BOND: If a performance bond is required in Special Conditions, the Contractor shall within fifteen (15) working days after
notification of award, furnish o the City a Performance Bond, payable to the City of Fort Lauderdale, Florida, in the face amount specified in
8pecial Conditions as surety for faithful performance under the tetims and conditions of tha contract. If the bond is oh an annual coverage
basis, renewal for each succeeding year shall be submitted to the City thirty (30) days prior to the terimination date of the exlsting Performance
Bond. The Petformance Bond must be execuled by a surety company of recognized standinig, authorized to do business in the Stats of
Florida and having a resident agent.

Acknowledgement and agreement is given by both partles that the amount herein set for the Performance Bond s not intended to be nor shali
be deemed fo be in the nature of liquidated damages nor is it intended to limit the liability of the Contractor to the Clty in the event of & material
breach of this Agreerment by the Confractor.

4.02 INSURANGE: If the Contractor is required to go en to City property to parform work or services as a resuit of ITB award, the Contractor shall
assume-full responSIbliliy and expense to obtain all necessary insurance as required by City or specified in Specfal Conditions.

The Contractor shall provide o the Prosurement Services Division origingl certificates of coverage and recelve nofification of approval of those
certificales by the City's Risk Manager prior to engaging in any activities under this confract. The Contractors |nsurance is sub]ect to the
approval of the City's Risk Manager. The certificates must list the City as an ADDITIONAL INSURFD fi and shall
have no less than thirty (30) days written notice of cancedlation or material change, Further modification of the Insurance requlrements may be
made at the sole discretion of the City's Risk Manager if circumnstances change or adequate protection of the City is not presented. Bidder, by
submitting the bid, agrees to abide by such modifications.

PART V PURCHASE ORDER AND CONTRACT TERMS:

501 COMPLIANCE TO SPECIFICATIONS, LATE DELIVERIES/PENALTIES: ltems offered may be tested for compliance to bid specifications.
Items delivered which do not conform to bid specifications may be rejected and retumed at Confractor's expense. Any violation resulting in
contract termination for cause or delivery of items not conforming to specifications, or late delivery may also result in:

- Bidders name being removed from the City's bidder's mailing list for a specified period and Bidder will not be recomrnended for any

award during that period.
- All City Departments being advised to refrain from doing business with the Bidder.
- = All cther remedies in law or equity.
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ACCEPTANCE, CONDITION, AND PACKAGING: The matarial delivered in response to ITB award shall ramain the property of the Soller
until a physical inspection is made and the material accepted to the satisfaction of the Clty, The material must comply fully with the terms of
the [TB, be of the raquifed quality, new, and the latest model. All contalners shall be suitable for storage and shipment by commen sarrier,
and all prices shall include standard commerclal packaging. The City will not accept substiiutes of any kind. Any substitutes or matsrial not
mesting specifications wilt be returmed at the Biddar's expenss. Payment will be made only after City receipt and ‘acoeptance of materials or
services. :

SAFETY STANDARDS: Al manufastured ltems and fabricated assembiles shall comply with applicable requirements of the Occupation
Sefety and Health Act of 1970 as amendad, and be in complignce with Chapter 442, Florlda Statutes, Any toxle substance listad in Section
38F-41.03 of the Florida Adminisirative Cote delivared as a result of this order must be sccompanied by a complatad Material Safsty Data
Shest (MSDS). . .

ASBESTOS STATEMENT: All material supplied must be 100%- asbastos frae. Bidder, by vitus of bidding, cerifies that If awarded any

potion of the ITB the bidder will supply only metsrial or aquipment that s 100% ashestos free.

OTHER BOVERNMENTAL ENTITIES: if the Bidder s awarded a tontractas a rasult of this ITB, the bidder may, If the bidder has sufficient
capacity or quantiflas available, provide to other governmental agencies, so requesting, the: products or servicas awarded In accdrdance with
thie terms and conditions of the ITB and resulting contract. Ptices shall be F.0 B, deilvered to the requesting agency. )

VERBAL INSTRUCTIONS PROCEDURE: No negotiations, decisions, or aclions shalt be Inttiated or exacuted by the Goniractor as a result of
any discusslons with any City employee, - Only those communications which are In writing from an althorizad Clty representative may be
conzldared. Only written communications from Contractors, which are assigned by a person designated as authorlzed to bind tha Gontiactor,
will be recognizad by the City as duly authorized exprassions on behalf of Contractors. . _ '

INDEPENDENT CONTRACTOR! The Cc&nt'ractor Is an I'n&e'pandent contractor under this Agre‘_ement; Personal services pfovlded by -{he.

Proposer shall be by eriployees of the Contractor and subject to siipervision by the-Gontractor, and riot as officers, amployees, or agents of
the Clty. Personnel policies, tax respohsibilities; sotfal secuirity, health insurance, employée benefits, procuremient policies unless otherwise
stated in this ITB, and other similar administtative procedures applicable to services rendered uhdsi this contract shall bie those of the
Contraotor. < L ‘ A

“INDEMNITY/HOLD HARMLESS AGREEMENT: The Conlractof agrees to ‘;‘s'r"atect‘.'a;é;féﬁd,‘"iiidéﬁiﬁify‘._'éﬁd"ﬁb‘ld harmisss the Clty of Fort

Lauderdale and its officers, eimployees and agents fram and against any and all losses, penalties, damagss; setftements, claims, costs,
charges for other expenses, or liabilitles of every and any kind Including attornays fees, in connection with or arsing diractly ot indirestly out of
the-work agreed to or performed by Contractor under the terms of any agresment that may arise die fo the bldding process. Without limiting

" the foregoing, any and all such claims, suits, or ofhier agtions relating fo personal injury, death, damags to property, defects in materials or

workmanship, actual o alleged violations of any applicable Statute, ordinanice, administrative order, rule of regulation, or decree of any court
shall be included in the indemnity hereunder, oo . i

TERMINATION FOR CAUSE: If, through any cause, the Contractor shall fail to fulfil In & imely and proper mannef its obligations. utider this

~ Agresment, or if the Contractor shall violate any of the provisions of this Agresment, the City may upon written notice to the ‘Contractor

terminate the right of the Contractor to proceed under this Agresment, or with such part or parts of the Agreemerit as to which there has been
default, and may hold the Contractor liable for any damages caused to the City by reason of such default dnd terminiation. In the event of
such termination, any completed services performed by the Contragtor under this Agreement shall, at the dption of the City; become the: City's
property and the Confractor shall be entitfed to recelve equitable. compensation for any work completed fo the satisfaction of the Glty, The
Contractor, however, shall not be relleved of liability to the Clty for damages sustained by the City by reason of any breach of the Agresmant
by the Contracior, and the City may withhold any payments to the Contractor for the purpose of seteff until such time as the amount of
damages due to the Clly from the Contractor can be determined.

TERMINATION FOR CONVENIENGE: The City reserves the right, In lis best inferest as determined by the Clty, to cancsl sontract by giving
written netice to the Contractor thirty (30) days prior to the effactive date of such cancellation.

CANCELLATION FOR UNAPPROPRIATED FUNDS: The obligation of the Clty for payment fo & Contractor is limited to the availability of
funds appropriated in a current fisoal perfod, and continuation of the contract into a subsequent fiscal period is subject to appropriation of

funds, unless otherwise authorized by faw.

RECORDS/AUDIT: The Gontractor shall malntain during the term af the contract all boeks of account, reports and retords in accordance with
generally accepted accounting practices and standards for records directly related to this contract. The Cantractor agrees fo make available
to the City Auditor or desighee, during normal business hours and in Broward, Mlami-Dade or Palm Beach Counties, all books of account,
reports and recofds relating to this contract should be retained for the duration of the contract and for three years after the final payment under
this Agresment, or until all pending audits, investigations or litigation matters relating to the eantract are closed, whichever is later,

PERMITS, TAXES, LIGENSES; The successful Contractor shall, at thelr own expense, obtaln all necessary permits, pay all licenses, fees
and taxes, required to comply with all locat ordinances, state and federat laws, rules and regulations applicable to business to be carried out
under this contract. :

LAWSIORDINANCES: The Confractor shall observe and comply with all Federal, state, local and municipal laws, ordinances rulss and
regulations that would apply fo this contract, .

.

NON-DISCRIMINATION: There shall be no discrlm]naiion as to race, sex, color, craed, age or national origin in the operations conducted
under this contract. o .

UNUSUAL CIRCUMSTANCES: If during a contract terim where costs to the Cily are to remaln firm or adjustments are resiricted by a
percentage or CPl cap, unusual citcumstances that coufd not have been foreseen by either parly of the contract ocour, @nd those
circumstances significantly affect the Contractor's cost In providing the required prior items or services, then the Contracior may request
adjustments to the costs to the City to refiect the changed clrcumstances.  The circumstances must be beyond the control of the Contractor,
Form G-107 Rev. 05/13

Page 5

-

p. 24

Fa



» ' Gity of Fort Lauderdale ' Bid 733-11241

and the requested adjustments must be fully documented. The City miay, after examination, refuse to accept the adjusted costs if they are net
properly documented, increages are considered to be exdessive, of decreases aré considersd to be Insufficlent. In {he event the City doss not
wish to accept the adjusted’ costs and thé matter canhot ba resolved to the sattsfaotlcm of the Clty, the City will reserve the following aptlonsr

1. The cofitract can be carmeled by the City upoh giving thirty (30) deye written notice to the Coritsctor with 1o penalty to the CIty or
Contraigior, The Contractor shall fill all Gity requirements submiltted to the Contractor uritll the termiriation date contalned in the hotica,

2" The Cliy requires the Contractor to continue to provlda the ftems and servtces at the firm fixed (non-adjusted) cost until the terminatton of
the contract tatm then in effect. _

3. ifthe Clty, in Ifs interast and in its sole optnton datermines that the Contractor it & capnelous manner atternptad fo use-this section of the
contract to relleva themselves of a. legiimate obligation under the confract, and no. unusual circumstances had occurrad, the City
reservas the right to take any-and all action undér law or equity. Such action shall inciude, but aot ba Amitad 1o, declarlﬂg the Contractur
in default and disqualrfyl‘ng hi for recelving any business from the City for & stated period of time:

if the Oity doss agree to adjusted costs, thase adjusted costs shall hot b mvnmed to the City untll the Contractor racelves notrca in writing
slgned by a parsén authorized to birid tha c|ty in such matters _

BAT ELtGIBILlTY° If applicable. the CcntractOr must first regrster wrth the Department of Slate of the State of Flortda, In asoordanee wnh F!ortda
. State Statutes, prior to entering into'a contraet with tﬁe City.

5.18 PATENTS AND ROYALTIES. The Contractor wnhuut exceptlon, shalt Indemnlfy and save harmless the C:ty and its employees from !tabillty
of any hature dnd kind; ncluding cost and expenses. for of on account of any capyrighted, patented or un-patented Invention, process, or
article manufactured or used in the peﬁormance of the contract, Including its use by the City. It the Contractor uses any design, device, of
matérials coverad by lottérs, patent or adpyright; it is mutually agreed and understood without eéxaaption that the bid prmes shall include ali
royalttes or costs arising: fl-om the use of such design, device; or materials in any Way invelved In the work.

- 618 ASSlGNMENT. Centraetor shall not transfer of asslgh the performance rsqurred by this ITB without the pﬂor written consent of the City. - Any
award issued pursuarit Io this [TB, and the monies, which may become due hereuidar, are not assignable except with the pnor written
: approval of the City Commission or the City Maneiger or City Menagers designee dependlng oh original award approval

Y- 5.20 'LlTIGATION VE‘N‘UE"“he perttae walva'the privltega of venue and agree that ail litigation between tnem ifrthe state euurts*shairtat(e ptece i
Broward County, Florida ahd that all litigation betwaen tham in the federal courts shall take place ifi the Southiers District In and for the State of
Florida. . .

5.21 LOCATION OF UNDERGROUND FACILITIES: If the Gcmtractor for the. purposa of respondrng to this sol]cltatlon. raduests the location of
underground facllities through the Sunhshine Stale One-Call of Flafida, Ine. notification system ot through any pérson or entity providing a
fagility locating service, and underground facilities are marked with paint, stakes or other markings within the Gity pursuant to guch a request,
theri the Contracter, shall be desmed non-responsivé o this solicitation in accordance with Section 2-184(5) of the City of Fort Lauderdale

Code of Ordinances.
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NON-COLLUSI| JATE TI:

By signing thts offer, the vendor/contractor certifies that this offer is made independently and free from
collusion. Vendor shall disclose below. any City of Fort Lauderdale, FL officer or employee, or any relative of
any such officer or employee who Is an officer or director of, o has a matenal interest in, the vendor's
business, who is in a poettron to inﬂuence this procurement.

Any City of Fort Lauderdale, FL officer of employee who has any input ihto the writlng of specrf‘oatrons or
requirements, solicitation of offers, decision to-award, evaluation of offers, ot any other activity pertinent
to this prosurement s presumed for purposes hereof to be in"a position to influenee this procurement

For- purposes hereof a person hes a material interest if they dtrectly or mdrrectiy owh more than & pement
of the. total ‘assets or caplital stock of any buemeszs entity. or'if they otherwise stand to personaily gam if
the contract ie awarded to thre vendor. - _

In accordance with Clty of Fort Lauderdale FL Pollcy and Standards Manual 6 10. 8 3

3.3. City employees may not contract with the Gity through any corporation or business entity in
which they or their immediate family members hold a controllmg financial interest (e.g: ownership
of five (5) petcent ot more) _ _

<=1 3.4 Imimediate fam!ty members- (epouee perente and chiidren) are also prohteited from contracting
with the City Subject to the same general rules. _ .

Failure of a vendor to dtsclose any reiat:enshtp described herein shall be reason for
debarment in accordance with the provisions of the City Procurement Code.

| NAM_E :  RELATIONSHIP
—NE——— A — -
YA A S —E |
| N | |
AR |

In the event the vendor does not indicate any names, the CIty shall interpret this to mean that the
vendor has indicated that no such relationships exist.
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BID/PROPOSAL SIGNATURE PAGE

How to subm:t bids/proposals: It is preferred that bids/proposals be submitted electromeelly at

, unless otherwise stated in the bid packet. If malling a hard copy, it will be the sole
responsibullty of the Bidder to ensure that the bid reaches the City of Fort Leuderdale, City Hall, Procurement
Services Division, Suité 819, 100 N. Andrews Avenue, Fort Lauderdale, FL. 33301, prior to the bid openlng date
and time listed. Bidslpreposals submitted by fax or emeil will NOT be accepted _

The. below slgned hareby agrees to furnish the followmg artlcle(s) or services at the pnce(s) and terms stated
subject to all instructions, conditions, specifications addenda, Iegal advertisement; and conditions contained in
the bid. 1 have read all attachments including the specifitations and fully understand what is required. By
submitting this signed proposal | will accept a contract if epprOVed by the crry and suoh acceptance covers all
.terme, condltionsi and sp-ciﬁcet!ons of this brd/propoeal

| Please Note: If respondmg to this sohcatatlon through BldSync, the electromc version of the bid response will
prevall; unless a paper version is clearly marked by the bidder in some manner to Indicate that it will supplant
the electronic version. Al fields below myst be cormpleted. If the fleld does not apply to you please note NfA in
that field. — S

Submitted by: l"w

(Authonzed S|gnature)

.- Natns {printed) ]EM_\L\L Y% Do\ . ite]

Company (Legal Reg:straﬂon)l @’\f'-‘ﬂm\m \ Rloss
REIGN GQRPO TION MAY BE RE

Address: | 473 a§ l\) LJ *\7\'\\‘ g\' .- .. |

oty [0 awy - Tstate] v IZip:L:b?:.S 33 |
Telephone No. Ry B bb “ 55\ _IFAX No. vty &w‘n\
[393-5%) -0@",«1‘3\ 1ARD CSepdite. 0

Delivery: Calendar. days after receipt of Purchase Order (section 1.02 of General

Conditions): | N |\ |

Payment Terms (section1.04):| I;_!S Q\LQL liTotai Bid Discount (secfion 1.05):’ W !I\- ]

Does your firm qualify for MBE or WBE status (section 1.09): MBE IZ’V%E l?/

ADDENDUM ACKNOWLEDGEMENT - Proposer acknowledges that the following addenda have been received
and are included in the proposal:
Addendum No. o

P-CARDS: Will your firm accept the City's Credit Card as payment for goodslserv:ces?

YES [ NO liz/

VARIANCES: State any variations to specifications, terms and conditions in the space provided below or
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-

_ reference in the space provided below all variances. contamed on other pages of bid, attachments or bid pages.
No variations or exceptions by the Proposer will be deémed to be part of the bid submitted unless such variation
or exception Is listed and contained within the bld documients and referériced in the space provided below. If no
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Question and Answers for Bid #733-11241 - Presort Mall & Fulfillment
Services

. OVERALL BID QUESTIONS _ _
There are no questions associated with this bid. If you would like to submit a question,
. please click on the "Create New Quiestion” button below,
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Data-Pak _

QTYV I:_ieparfment Purpose | QTY Dep#rtrﬁent Purpose ., |
ﬁarf.ode Room Meter Room
3 'BBH Criterion IV MLOC_R/_Lgtters_ (444 pkts) _lojps inﬁni.ty Meter mail
1 .PTI/BBH MLOCR/Let'te& (109 pkts) - 4-1_0 Hand wor'k stations |[Hand work
tprymen BCR/Levels (109 ee) _alpeccerties_|ctectronic certted
_2lpostalone__|National Mail cheduing_ 1|NeoPost ST77 scale _|nternational Ml

Metermail - -
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Department

Purpose -

|print Room

ft’a!ﬂl!men_t R

[ >
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B/W variable data printing

VideoJet PrintPro

Varible .. | ... ___

data/Addressing

B/W & Color variable data

Variable

~1]Xerox iGend  |ptinting . 2|videolet BX ~  |data/Addressing
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1|Duplo 5000 Trimmer - 1|MBO B120 Hi-Speed Folder
1|Count Machinery  |Perfer
MCS Inline Variable
1lw/inserter data/Addressing
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PLAN

An synopsis of Arrowmail Presort Co., Inc.’s contingencies in the event of man-made or natural disaster.



ARROWMAIL PRESORT CO. INC DISASTER RECOVERY PLAN

Category 1 - A total system outage affecting multiple entities, systems, and customers. Anticipated
recovery at prime location is impossible to determine or expected to exceed 24 hours. Recovery at
alternate site would be more rapid.than at primary location(s).

Such damage as occasioned by wat_er, smoke, fire, vandalism, terrorism, lightning, or an estimate of a
protracted period of equipment downtime that renders a major portion of the facllity unusable for
more than 2&hours. ' '

' together Wlth the Executive Manager of Arrowmall, the final appraval for exécutlon of thls recoverv
plan will be established and communicated to the necessarv emplovees and the customer commumty.-
The Executive Managernent contacts are as follows:

General Manager, Arrowmail -
President, Arrowmail
Owners, Arrowmail

Once notified;, the Crisis Response Team will conduct further internal communications and will apprise
the Executive Management of the Plan’s execution and its ongoing status.

Section 1.05 Crisis Management Immediate Contact Roster

If any Arrowmail employee becomes aware of an existing emergency situation, or a potential
crisis/disaster, they will immediately notify their direct Supervisor. If not available, the Site Manager
should be directed to contact the General Manager.

(a} Crisis Management Team Notification
Immediately upon the declaration of a disaster defined within this plan, the General Manager,
or designee shall notify the Executive Management of the crisis, if absent , the notification can
be directed to any other member of the Management Team.

(b} Notificatlons within Arrowmail

In the event of a disaster declaration, the Information Technology Manager, shall immediately notify
the Department Managers and each department manager shall notify their immediate personnel.

More importantly, the Crisis Recovery Team, as outlined in the DRPS procedures, will be contacted to
commence execution of the recovery process. These notifications will be made, top down, by
supervisory personnel. Supervisory personnel are expected to know how to reach any employee at
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work, home, or vacation (if such contact is feasible) by telephone, cellular phone, or email. During
such notifications the staff shall be advised of their subsequent reporting focations and, if known, any
specific immediate work assignments. The Arrowmail Hotline will apprise all employees of next steps.

ritle:

The General Manager is designated with the responsi'biiity for communicating WEth'externa_! public
safety and security agenc'i'ee such as police, fire, and other pubtic safety o'f'ficials.

AII external notiﬂcatlons and communicatrons with sponsoring agencies, fmancial lnstrtutrons,
insurance mstrtutrons R governmenta! entities, and. medra outlets shall be conducted by the General
Manager or a spokesperson desrgnated by the General Manager The General Manager shall have the
sole franchise to speak about the: dnsaster ot its implications with all external entities.

{a) Telephone-hased commumcations Usrng telephone trees and distributed calling responsubllrtles
Arrowmarl steff will be notlfred once a disaster is declared. (SEE ADENDUM B)

.... IR ; e e

(b) Hotlme Commumcatlons for dissemmatmg ongoing status inforrnatron. If the Arrowmall Hotlme is

: operatwe this shall be used as the official method for commumcating ongoing status information. This
‘isa pre-recorded message outlinrng time of recording, event status, ‘and time of next update.

(c} Voice Mail Emergency announcements can be dlssemmated mternally using overall existing voice
mail announcement capabilities. This would entail dellvermg a recorded and stored message to all
voice mail users who will receive the message upon their next use of the voice mail systems. The voice
mail distribution capability falls under the auspices of Telecommunications Services and represents an
efficient and economical means to deliver an official message rapidly to a broad internal audience. -

(d) Mail-based commuh'i_cations: Depending on the judgment of the senior administration it may be
desirable to broadcast official information concerning the disaster to the Arrowmail community. If

“electronic mail facilities continue to be functional, emergency ahnouncements can be sent through

this medium.

If Arrowmail electronic mail capabilities are not adequately available for this requirement, third party
Internet Service Provider (ISP) email facilities will be used to attempt contract with Internet
subscribers. It is recognized that not all individuals possess ISP accounts, but for those who'do, this is
a viable communication method. Instant Messenger is also available via the Internet for '
communications.

Alternatively, paper-based office mailings can be launched either individually addressed using address
labels or by bulk mail delivery to departments FAX is also an acceptable means to distribute this
correspondence
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Section 1.08 Critetia for Determining the Success of the Plan

(a) Ke'gp’ing' the Disaster Recovery Plan up to date can: be demonstrated by the_.'_ stipulated process
of annual revlews, plan revisions, and by the summary d___'ﬁcumerit the General Manager
receives about this annual proc_ess_and assessment : :

(b) The success of applications testmg Is also demonstrable through the docurnentataon and
outputs that are created thrOugh this actwitv

(¢) The ongoing disctlssiqn's about _crisis managemernit and clisasfer recovery planning are
cdht_i*ibuting to the success of the current plan. The key parameters of the plan are known,
understood, and accepted. The crisis manége’ment discussions have been taking place at
mcreaswgly hugher management Ievels, and as such are being properlv focused on the overall
planning requirements i:ogether with the cost benefit nmphcatmns of various protectlon levels

§ e‘ctidn 1-09 Built-in Plan Revrew Procedures and Schedule | o | e

Rewewmg the Plan: To assure the Plan 5 contmued accuracy and wablllty, the General Manager shall.
review the Disaster Recovery Plan perlod:cally, Mamtenance of the plan and overall coordination of

 plan activities {such as rehearsals and department activities) will be performed by the Response
Team.

Addi'tinhal reviews will be performed as folio __s;

{a) The information Technology Manager shall make an appraisal of the plan annually, and
formally comment to the General Manager about the plan’s effectiveness status in writing

(b) A copy of the annual plan appraisal shall be forwarded to the Executive Ménagement.

(¢) Annually, the status of the Disaster Recovery Plan will be discussed with the Arrowmail
Management team

~ (d) Commentaries and findings about the Plan’s periodic review of its provisions for the testing of
specified applications and about the review of the off-site data storage program, shall be
incorporated into the annual status reporting. '

Section 1.10 Identification of the Person in Charge of the Plan

The General Manager has designated the responsibility for maintaining this Disaster Recovery Plan
document to the Information Technology Manager. Maintenance of the plan includes adherence to
the periodic review provisions defined within the plan, monitoring the periodic preparedness testing,
and maintaining the ready state of the plan for potential deployment.
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Part II Plan Strategies
Section 2.01 Contingency Site

Arrowmail has an agreement with T.C Delivers for disaster recovery services incl‘uding the use of their
equipment and facilities to process all of Arrowmail’s needs. The prlrnarv Iocatron for TC Delivers is
5911 Phillips Hrghway, Jacksonville, Florida 3221& TC also has offices in Tampa and Orlando, Florida
that are evailabie for Arrowmeii's Disaster Recevery depending on the ser\nces required. In order to
begin to use the contingency site at TC delivers for actual recovery; an official disaster decleret:en
process must be followed. This declaration process ‘mobilizes resources at TC delivers to prepare for
the arrival of data fedia, confrguratien of contracted resources to be tecovered to and pro\nsmns
edditional resources needed to commence recovery In anticipation of the arrwei of Arrowmail Crisis .
Recovery Team.

There is no feasible way to provide a backup environment for the Arrowmail premises based network
.equipment, However, much of the data commumcat:ons equipment in useis manufactured by DELL

and is covered under a maintenance agreement Arrowmail has dual internet connéctions forbackup,

provided by two different carriers (ATT and Verrzon) also under maintenance agreements, under the
terrn_s_of_ this agreernent, all of this equipment |s_e!|g|bie for next-day advanced repiecement.
Networking Services keeps on-site most of the common equipment. For wid'e-area connectivity,
Arrowmail uses routers manufactured by Cisco. This equipment is also covered by maintenance
agreement with ATT. All of this equipment is eligible for next day advanced replacement should a
failure occur. Our Web site, hosted by Network Solutions, and FTP services, hosted by Leapfile, has a
backup facility outside the state. This facility has backup internet connections as well as power
generator and' is managed 24/7.

Arrowmail maintains (off site) a portable computer with both wireless and cellular connectivity
options. The computer is loaded with all software necessary to access remote ftp servers, receive and
send email, process data and compose print ready documents which can then be either printed locally
or at our partner site.

Section 2.03 Application Testing Plan

Designated applications are periodically tested at the contingency site’s cmnp,uter facility in order to
verify functional condition of the contingency procedures. The purpose of these tests is to ensure the
processing viability of vital applications off-site, assuming that the present computing facilities are

Recovery exercises include the testing of an-line as well as batch workflows to determine the veracity
of backup procedural controls; bulk printing of hard copy eutput is usually suppressed during these
off-site tests, but a core sample of Customer ap_p!ications are used to verify application integrity.
These samples will be used not only as print file tests, but used to verify all other aspects of a typical
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mailing job. This would include the printing, folding if necessary, fulfillment of the piece, application
of $0.00 indicia/permit, barcoding if necessary, and finally sorting.

Section 2.04 Application Anaiysis

A detailed analysis of critical applicatioﬁs and key processing components has been performed to
identify and prioritize recovery effortss These applications are considered business critical and must
be included in any recovery plan to sustam the eperat:onal/f‘nancml wabihty of the cempany. :

A detailed list of the applications fellows for Arrowmali This list is revrewed and updated periodically
to ensure completeness. Executive Management may subsequentiy alter these priorities depending
on t:mmg_ requirements or special circumstances prevailing at the time of a disaster.

. Pavfbll system
¢ Accounts Payable check Processing
¢ Purchase Order Preparation '
¢ General Accounting
~e_ Financial Accounting .
e Accounts Receivable
¢ Human Resources Applications
o All Daily Laser Print Client Applications
o Al Production database utilities that house customer data
o BCC Data Processing software
. 'Adobe CS5.5 Design Suite
. Fusmn Pro Direct Composition Software
o Leapfile (FTP)
» Smallrock (email)
* Mobile Work Station with all software needed to access and process data and compose print
ready documents,

Section 2.05' Local and bff-.'site Media and Backup Storage

System backups are maintained on off-site media for all systems for the purpose of operational and
disaster recovery. Multiple versions of backups are maintained on a weekly basis (unless otherwise
specified by application backup requirements). The most recent version of the backups is kept on site
as well as our offsite storage facility. This ensures that recovery of any system is at most a week old.
If warranted, more current back-up provisions are outlined in the specific application DR Plan.

Section 2.06 Telecommunication Services

Local Telephones Service: ATT provides incoming and outgoing local telephone lines to the facility
telephone system. In the event that the ATT serving wire center experiences a catastrophe, ATT
CrisisLink will be activated and the mobile computer will be utilized for wireless/cellular Internet
connections. '

10
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General: In light of existing er‘nergenc'y conditions, the following contingency actions may be required:

ent: Dependmg on the ]udgment of the lnformetnon Technology Manager,
some or aII svstems development work may be deferred Th:s is to be able to provide
maximum assistance to impaired operations and to_ rest_ora_taon Initiatives

_ _Dependmg on the judgment of the lnformat:on Technology Manager, in
concert \mth the Production Managers, various shortcuts in processing procedures may be
undertaken, includmg within the appilcatlons that may be ldentlfied as pnoritv appllcotions.

(¢) acetign;, Dependmg on the ;udgment of the General Meneger and other members of -
Arrowmail Management, any scheduled vacations can be. deferred, and any vacatlons already
in progress can be cancelled. In the event md:wduals incur fi financial loss. occasioned by

' required changes in vacation plans; if demonstrable, such. loss shall be reimbursed, .. ... . .

(d) Ongoing Operations: It will be the continued responsibility of the information Technology -
Manager, in concert with the Productlon Managers to provide ongoing data center operatlons
support for all production processmg

Part I11. Disaster Response .
The below attions can _on'!v be nndertaken when a disaster classification of Category 1 exists: as
defined in Section 1.93 of this document. All communications shall expl_ain and include reference to
the defined nomenclature of the disaster classification.

Once the classification of a disaster is made, and it’s determined that disaster conditions exist, the
disaster plan is to be implemented immediately. This step is undertaken formally once the
management notifications under the Plan begin.

The “end disaster” conditions must also be communicated formally through such management

notifications.

If Arrowma:l is under the potential threat of a disaster, as mentioned in Section 1.03 of this document,
all computers, printers, copy machines, and warehouse equipment will be secured and protected with
tarpaulins/plastic. All computers and servers wili be powered down and unplugged. Equipment will be
moved to the safest locations within the building-away from doors and windows, the sturdiest room,
etc... If the threatis a hurricanei, hurricane shutters will be mounted.

Fuel will be procured for use in the generator, in case the General Manager deems the damage to he
minimal enough that the facility could still be productive with this energy source.

11
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Diesel and gasoline tanks will be topped of, providing fuel for fleet.

Employees are provided with 'emergencv eontact lnformatioo {(home telaphone, cell phone, Arrowmail
Hotline number, and email address, if applicable) Employees also prowde their immediate supervisor
with thelr personal contact mformatlon. Employees are instructed to contact their |mmedrate
supervlsor for updates throughout the ordeal. As stated earlier in this document a telephone tree
systetn \mll bei m use durmg a d:saster to contmually mforrn the employees of their work status

Cat'e*g"bm 3 |
Egulgmegt Fallur

1. Arrowmarl’s large volume of maul processed daily warrants at least one back-up of every
essential machine. '
a. Equipment List: See ADﬁENDUM A

i afidltnon to support Arrowmail provided by | Monufacturer s te«:hmciors {on call 24 hours a-
_day), Arrowmail employs on-site certified techmcians Arrowmall production employees ape
tralned and certified by Bowe Bell & Howell, Kodak Pitney Bowes, and Xerox to repair and
maintain the following on-site machmery

a. BoweBell & Howeu
I.  Multi-line Optical .(:'."haroc'ter. Readers '(ll_IlLOCR).
Im. . 'Intel'lig'ent'Insert'ers (Accumulate, Foid, Iﬁsert)
L Digi-Master 150
¢. Pitney Bowes
I DM1000 Metering Systems
1. Connect 3000 metering systems
L. Flowmaster Intelligent Inserter
IV. E-Certified Mail System |
d. Xerox N

L 1-Gen

12
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Arrowmail maintains replacement parts on site for immediate and routine repairs. All parts are
avaifable from our manufactures overnight.

In case of local electrical outages, Arrawmaxl houses a large generator to provide emergency power
to all essential equipment. '

Categ‘ ory 2

If Arrowmail’s facility has to be temporarily evacuated (due to fire, explosion, ete) oris
inaccessible for an undetermined amount of tlme, the following must occur within 3 hours
of crisxs assessment. :

1. Transfer main number (305) 591-0024 to ATT CrisisLink, a system that intercepts
meummg calls and forwards them to designated employees, if telephone System is non-
operatmnal

2. If'the T-11iné is down, switch to portable laptop w1th cellular/mreless capability
Y Each daily laser print client will be contacted by Customer Service Representatives,
- If necessary, Clients will be instructed to utilize the backup ftp site, TP address, User
ID, and password have been previously provided.
- (b} Clients will be instructed to utilize alternate email addresses, alternate emall
addresses will have been previously provided.

3. The facilities will take over normal prmt and fulfillment operatwns as they become

operable. ' :

- “Ifit is determined that the roadways are safely passable, and the office is safely inhabitable,
employees are instructed to return to work for assignments, If roadways or the office area are
unsafe, a limited number of key employees will meet at a place determined t be safe, to discuss
which courses of disaster action plan will be taken. |

No power

a) If there is no power, switch to the facility’s generator power,
b) If phone lines are down-transfer main number (305) 591-0024 to ATT CrisisLink
¢) If T1 line is down —Switch to secondary satellite internet connection (not in place)

No facility Generator Power

Within 12-14 hours of crisis assessment:

a) Switch to generator power for skeleton equipment (servers, eritical computers) if facility is
accessible. '
b) Transfer main number (305) 591-0024 to ATT CrisisLink

13
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¢) If the T-1 line is down, switch to portable laptop with cellular/wireless capability
d) Information Technology Manager will contact each Daily Laser Print client
a.  Clients will be instructed to utilize an alternate ftp snte. IP Address, User Id, and
password will have been previously provided.
b. Clients will be instructed to utilize alternate email addresses Alternate email addresses
- will have been previously provided.
¢) Customer Service Representative will stay in touch with daily mall_‘piekiip' clients.
f) Digital Customer Representative "Maiiager will touch base with project mail clients.
'g) If another solution is necessary, contact TC Delivers in Jacksonville, Florida,
h) Replication of data (Tape backups/CDsldonglel) is to be sent to alternate site,
i) Schedule the transport of additional requiréd paperlenvelopes/mateﬂals to backup site.
i) Information Technology Manager, Production Supervnsor, and other designees will travel
to DR and set up operations within 48 hours,
k) Miami faclhty will take over normal prmt and fulfiliment operations as they become
operable.
1) Mail will be transported to the closest open and operating USPS loeatlon

Part IV, Oricutation and Plan_ Awareness _

To ensure effeetwe operation of the disaster recovery plan, strategles, procedures, and actions
descnbed within this document, all parties involved with' its implementation must be aware of the
potential threats ensuing from a disaster and their responsibilities under the plan. Both systems
personnel, who will be actively engaged in recovery operations and functions, and the user
community, whlch must adjust to emergency procedures, must be properly prepared, informed,
‘and trained

ection 4,01 Arrowmail Personnel Orienitatio

One of the purposes of the disasters recovery plan is to increase aWai*eness of all parties to the
potential threats posed by a disaster, and to acquaint thein with the company’s strategies,
_expectations, procedures and actions required under such emergency conditions.

The goal of orientating the staff at Arrowmail is more specifically geared to achieve a detailed
understanding of the expectations by which they must operate when a disaster is declared. Toward
this end the following actions are planned:

Completing a periodic review of the disaster plan document.

This i carried out by:

(a) Holding periodic staff meeting presentations and reviews.
(b) Circulating a copy of the plan to individuals based on levels of responsibility as follows:

1) Executive Management within Arrowmail
2) Managers and Department Heads within Arrowmail
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ARROWMAIL PRESORT CO. INC DISASTER RECOVERY PLAN

(¢) During the design stage of new systems, Systems Analysts recommend how the application
systems under development can be appropriately protected against a disaster. Recommendations
should be geared to raising the user’s awareness toward the potential risks and changed liabilities
for the application area. '

Tests of the disaster plan, or of one or more of its facets, will be conducted periodically and/or may

be requested by management to insure that elements of the plan are feasible, compatible, and

effective before hurricane séason. An objeetlve of this. testing will be to minimize interference and
interruption of the normal production operations. While most exerclses ave performed ona
scheduled basis, an unannounced recovery may be eonducted to validate preparedness for
unantlelpated outages -

The following tests are designed to be undertaken ’period'ic'a'liy and do'cuniented-:

(a) Applications designated as critical by management shall be periodleally tested in a backup
environment, ( Identified in Section 2.04) :

(b) A review of the Plan’s disaster announcement, commumcatlon and notiﬁcanon provisions will
be penodically conducted to test tlns component of the Plan.

(c) Periodic tests shall be made of the tnnelmess and content of the off—slte storage arrangements.

(d) As indicated in Section 2 03, Customer supplied samp]e jobs will be tested, with results
docnmented, to ensure Customer | requirements and needs are sustainable Off—Slte.

(d) Per_rodlc tests shall be made of the contents of the offsite storage vault. The tests should validate
that the required materials (recovery kits, manuals, tapes) are physically present,

Part V, Facilities Restoration

The objective of Facilities Restoration is to establish a viable/ongoing processing facility upon
completion of the use of computing operations from the contingency site. This may require an
extended period of time depending on the crisis event experienced and the extent to which the
original data center facility is unacceptable for ongoing operations.

Section 5.01 Restoration Designes

Primary Restoration designee: The Information Technology Manager together with the General
Manager shall coordinate all facilities and equipment efforts.

Section 5.02 Respongibilities

Conduct an assessment of damage to the facilities together with:

a) Hardware vendors’ representatives for salvage, repair, or replacement

15
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b) Software vendors’ representatives for salvage, repair, or replacenient

¢) Client representatives for data transmissions or general eommnnications issues

d) Telephone company representatives for any communications and connectivity issues
€) Physncai Plant staff fur the cleanup and resteration of the facihty

f) Develop a restoration plan, wlnch includes realistic cost and time estimates, to be forwarded to
the Operations Des;gnee and to executive Management. -
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Addendum A: ARROWMAIL EQUIPMENT LIST

I.  Bowe _B_ell_'&_l-logg ell
a.  Multi-line Optical Character Readers (MLOCR) (4)

b.  Intelligent Tnserters (Ac¢umuiaté; Fold, Insert) (3) -

Kodak

a.  Digi-Master 150 (2)

‘2. DM1000 Metering Systems (4)
b. . Connect 3000 metering syste:ﬁs (10

‘¢. Flowmaster Intél"ligent Inserter (1)

d. E-Certified Mail System (2)

Xerox :
a. I-Gen Digital Color Press (1)

MBO
a. Folder (1)

Pro-Fold
a. Tabbers (2)

Video Jet
a. BX Variable Data Printers (2)

MSC
a. In-Line Variable Data Printer (1)
Pata-Pac

a. Metering System (2)

17
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Addendum B: Arrdwma’il Determination Phone Tree

Cristina Fernandez
Qwner

| Vlcente Rodrlgez

(sales Managers and Customer Reps.).

| -Jorgé Pease Ray Hubbard
~ (Data) Er
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ARROWMAIL PRESORT CO., INC. PROCEDURES MANUAL FOR HANDLING OF
CUSTOMER MATERIAL

This manual is an outline of ARROWMAIL Presort Co., Inc., (hereafter ARROWMAIL), procedures for the
handling of customer material, from the time of first contact with customer, until entry of matetial into
USPS possession, or return to CUstomer. -

" For regu’larlv sch'edu'ied (recurrinig), material, the following procédures are'-put in piace: :

¢ Ascheduled pickup time is agreed upon hetween the customer, the ARROWMAIL Customer
Account Manager, (hereafter CAM]), or Customer Serwce Representatlve (hereaﬂ:er CSR), and
the ARROWMAIL Transportation Superv:sor '
s Arrowmail driver will arrive at scheduled time, gomg to a pre-determined location within the
customer location, and take possession of the customer material. '
e Once loaded into ARROWMAIL vehicle, drnver continues on route, enher making more plckups, '
Toer returnmg 1o ARROWMAIL ’ '
o At all times, the ARROWMAIL vehicle will be secured untfl all customer matenal has
been delivered and off loaded at ARROWMAIL
o |Ifthereis material to be picked up that is not “regularly scheduled materaal ” driver will
immediately advise ARROWMAIL Transportat:on Supervisor of said pickup.
o Upon arriving at c_u".r;torher location, driver will deliver any trays or tubs previously
requeésted by customer for their preparation of material .
o  Driver will also deliver any “Return to Customer” items he has been assigned. These -
include damaged pieces, incorrectly metered, double inserts, etc. In all cases, the
CAM/CSR will have arranged for these to be defivered with the customer.
o Upon arrival at ARROWMAIL, driver will relinquish control of customer material to
Transportation Supervisor or Receiving clerk. '
= Any unscheduled material will be held in receiving until CAM/CSR has verified
the material and generated a Job Ticket for it. Only then will the material be
delivered to the assigned department.
» Transportation Supervisor/Receiving clerk will separate drivers delivery, first by customer, then
by destination department within ARROWMAIL.
o Receiving clerk will then deliver customer material to appropriate department, notifying
department supervisor of material’s arrival.
o Transportation Supervisor/Receiving clerk will notify customer’s CAM/CSR regarding any
un-scheduled pickups received, and secure material until CAM/CSR has verified material
and created a Job Ticket

VER.1.2 February 3, 2011



ARROWMAIL PRESORT CO.,

CUSTOMER MATERIAL

Department Procedures for processing customer material will be as follows:

*

[ ]

VER.1.2

Meter Room

o]

operator

INC. PROCEDURES MANUAL FOR HANDLING OF

Meter Room Supervisor will assign customer material to a specific meter machine

Operator will input Account Name into ARROWMAIL's in-house Customer Vefification

Syst_em and start count

Once material has been processed, Operator will then record'end count.
Metered mail will then be collected by Barcode Room personnel for further processing.

E-Certified mail will be delwered to E- Certifled clerk.
#  Clerk processes all certified mail pieces

e Clerk performs “End-of- Dav” procedures to generate aII reports
¢  Clerk supplies client report which lists recipient name and tracking

number by account , to. CSR

e Once weekly, dependent on USPS schedule, clerk wnll retrieve signature

" files from USPS and supply them to CSR, by account;

¢ CSR will email repots and signature files to customer assigned

representative as received.

Barcode Room

o

o)

Barcode Supervisor assigns material to specific MLOCR equipment

Equipment operator processes material USmg a specific sort plan loaded into MLOCR to

ensure best possible qualification

Material has barcode applied, (where applicable), is sorted by zip code, trayed, and

tagged according to USPS requirements

returned to CAM/CSR deily, for return to customer,

" Alf customer requested “Do Not Forward” letters are collected from MLOCR’s and

Department Quality Assurance personnel will constantly perform s‘becific checks on
each machine to ensure compliance that USPS requirements are maintained. These
include barcode placement and quality, sortation, addressing standards, traying and

labeling.

Any customer material determined to not pass USPS standards for its class, will be

removed, and CAM/CSR will be notified.

= CAM/CSR will notify customer and provide maiting options for non-qualifying

mail.

Nationally addressed mail will be processed via USPS PostalOne system, and will go

directly to airport after labeling

All local mail is delivered to on-site USPS personnel for verification, and then

transported directly to USPS facility.

February 3, 2011
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ARROWMAIL PRESORT CO., INC. PROCEDURES MANUAL FOR HANDLING OF
CUSTOMER MATERIAL

e Hand Sort
o Any mail received from customers that is deemed hon-automation, will be delivered to
this department for sortation. This includes hand writteh envelopes, out of mailing
requirement specification envelopes, etc. '

¢ Customer Account Manager/Customer Service Representative:

o CAM/CSR will be prlmary point of contact for customers.

o) CAM/CSR will create one internal Job Ticket, based on customer requirements for each

new job _ - - :

o CAM/CSR will coordinate W|th Operations to ensure resource allocation is adequate to

ensure job is processed efficiently.

o CAM/CSR will coordinate with Operations’ and Transportation to ensure scheduled
pickups are prompt, returns are secure, and requests for trays/tubs from customers are
delivered. ' :

-"AM/CSR will keep-customer advised of progress,-and/or lssues concernmg a!l jobs

being processed :

o CAM/CSR will rasolve any issue that arises during the processing of each customer job,
(ex: mailing requirements, processes required that were not anticipated at time of Job
Ticket creation, count changes, etc.), after consulting with customer.

ot

e Printing/Data _

o When notified of customer data is available from secure fip site, secure email, or after
being delivered by customer, Data will notify CAM/CSR to create a lob Ticket for that
specific job.

o Data will only then proceed with processing the data according to Job Ticket
instructions.

o Al issues with data will be reported to CAM/CSR _

When processing of data is complete, Data will notify Operations and forward data to
apprbpriate department for further processing.

o Data will create all USPS documentation for jobs that will be completed in Printing and

Fulfillment.

The Print Department will compose a singie page of job as a “Proof”.

The Proof may or may not contain variable data .

The Proof is printed and attached to Job Ticket

The Job Ticket is returned to the CAM/CSR, who will forward it to Customer for approval

Once approval is obtained from Customer, the job will be fully composed, (variable data

input into job.

The job is then sent to the appropriate printer in the Print Room for processing.

o Print Room Quality Assurance monitors job’s progress through printers . —

o 0o o o o
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ARROWMAIL PRESORT CO., INC. PROCEDURES MANUAL FOR HANDLING OF .
CUSTOMER MATERIAL
o Ifthe job requires further processing, (ex: UV coating, cutting, collating, or booklet

VER.1.2

0

binding), per Job Ticket, it Is then further processed in Print Room.
Upon completion of Print Room tasks, job is then forwarded appropriately, either to

'USPS with appropriate UISPS paperwork recelved from data, returned to Customer, or
sent to another department within ARROWMAIL and Operations is notified.

Fulﬁllment

o

Fulfillment will process all received .iob Tickets after CAM/CSR has confrmed all

_ customer material is available for spec:ﬂc Job Ticket
: Quahty Assurance will record finished piece count on Job thket and notify Superv:sor of

any count changes

: Super\nsor will notify CAM/CSR of dlscrepancles in piece count or additional processes

needed to complete Job Ticket.

' Operators will package/tra\,f and cerrectly Iabel, job as it cames off eq_upment for
.submlssion directly to USPS.

Supervisor will attach appropriate USPS documentation received from Data to Job and

'deliver to Transportation for delivery to USPS -

For jobs not completed in Fulfillment, operations and CAM/CSR will be notified of
departments’ completion, and job will be moved to next applicable department.

Handwork/SpecnaI Handlmg

o

ThlS department will process that work received from customers that cannot be
processed on our equipment. This will include hand folding, collating, inserting, sealing,
and packaging. '

For Special Handling customers, the following procedures are in place:

* Driver will collect a sealed/locked container, (fockbox, envelope, or bag, efc.),
from customer during scheduled pickup, as well as deliver empty container to
be used for nest pickup.

*  Driver will deliver sealed container to Qperations Manager immediately upon
arrival to ARROWMAIL.

= QOperations Manager will un-seal container, separate matetial by department
destination, verify contents against customer supplied inventory of bag, and
deliver to respective departments.

*  Any discrepancy in customer stated inventory and piece count actually received
in bag will be reported immediately to CAM/CSR for customer notification and
resolution before any processing of material will begin.

»  For material sent to Fulfillment, it will immediately be processed on appropriate
equipment and then transferred to Barcode Room for processing. _ _

February 3, 2011
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. ARROWMAIL PRESORT CO.; INC, PROCEDURES MANUAL FOR HANDLING OF
CUSTOMER MATERIAL -

‘& For material sent to Handwork, m_aterlal Is pracessed per included instructions,
sent to Meter Room for application of postage, and then forwarded to Barcode
Room for processing. '

s Accounting :
o Upon completmn of all tasks detailed in Job Tlcket ‘the Job Ticket is delwered to

Accountmg _ :
o Accounting will use the detau!ed list of Services, processes, tasks, and pIECE counts to

accurately mvoice Customer :

VER.1.2 February 3, 2011



ARROWMAIL PRESORT CO INC POLICY MANUAL FOR INTERACTION WITH |

CUSTOMERS

This manual defines the POLICIES that ARROWMAIL Presort Co., Inc.,{hereafter ARROWMAIL)
specific to dealing with our customers.

SALES

L J

In al! cases, the Customer Account Manager, (hereafter CAM), of Customer Service
Representative, {hereafter CSR), will be the primaty point of contact wnth customer Thev are
responssble for the daily interaction with customer, creatmg the appropriate lob Ticket for each

job recelved from the customer, ensuring that itis specific, complete, and clearlv Identlfymg any

"Speaal Requests" involved {ex; RUSH, ete). This will be used to determme the pncmg for the |

job, broken down by individual Setvices, and fees.

The “Job Trcket" is the device with which ARROWMAIL deﬁnes a specuﬂc job It includes the
customer name, account humber, contact person, phone number, and a very specific hstmg of

the Services to be provided tc the customer, These Services will be broken down into categor:es R Er
by department and further sub-divided by specuffc services in e_ach department This instrument

is the sole docu'nie‘nt used by accounting to determine the billing reqUirément‘s for this épeciﬁc

job.

~The oragmating CAM/CSR Is solely responsible for ensuring each job ticket is comp!ete and

accurate. Only the originating CAM/CSR can create, change, or modify a Job Ticket.
The CAM/CSR is solely responsible for no_t:fymg _cu_sto_me_r of any issue with their material that
has been identified as having “Mailing Requirements” discrepancies. These issues must be

resolved before ARROWMAIL will process or present it to the USPS,

Transportation

VER.1

Driver

o The responsibility of each driver is to arrive at customer site at the scheduled time. The
driver will be provided with a means of communicating with the Transportation
Supervisor to advise of any delays incurred due to unforeseen circumstances, traffic,

accident, weather, etc.

o The driver is responsible for identifying and advising Receiving/Transportation
Supervisor of anything other than scheduled items picked up (this ensures that any
special jobs, rush jobs, etc, are identified and properly scheduled and accounted for),
Ticket for, any special Jobs, rush jobs, etc, are sent by customer without advance notice)
Secure vehicle whenever vehicle is empty and unattended, (while inside making pickup,

gassing vehicle, etc)
Receiving

January 27, 2011
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ARROWMAIL PRESORT CO INC POLICY MANUAL FOR INTERACTION WITH

o)

CUSTOMERS
Identify and advise Transportation Supervisor of any discrepancies/changes/errors
detected at this stage. This material to be separated and secured tntil CAM/CSR has

~ baen advisad, and has created a Job Ticket for this material.

Responsible for transport. of regularly scheduled customer materlal to the correct
department based on the Serviees to be provided

Keep all “Return to Customer” imaterial organized and secure, and ensure it s given to
driver for return promptly g

Transportation Manager

(o]

e}

Transportat:on Supervisor must advise CAM/CSR of anything other than normally
scheduled materlal the driver pICkS up from a: customer site.

Transportation Super\nsor is solely responsible for scheduling individual drivers, pu:kup
times, and delivery times to both the USPS and to customer locations.

Operations

o)

Operations Manager is solely responslble for processmg the custormners material to the
requirements identified in the Job Ticket as quickly, cost eff:cfen_tly, and accurately as

' pqssiblé, while adhering to all applicable USPS rules and regulations
“-Operations Manager-is solely responsible delegating and scheduling resources for- e e

"Spéciéi Jobs”, or as needed to process all hecessary segments of customer

' reqmrements as defined in Job Ticket.

Each department manager must keep Operatlons Manager apprised of progress of all
jobs being processed, and of any Issues they may have that could impact schedule;

- pricing, or counts.

Operations Mahager must keep all CAM/CSR‘s advised of issues relating to schedulmg,
pricing, damage, or counts of their respective clients

Operations Manager is responsible for coordinating with USPS when hecessary to
schedule USPS appointments necessary for certain mall and for notlfylng the USPS of
spemal mail drops. :

When customer material is identified as having “Mailing Reguirements” issues,
Operé_tio'ns Manager must notify CAM/CSR, and get issue resolved by contacting USPS
for clarification. ARROWMAIL will hot knowingly present to the USPS any material it has
determined fails to meet mailing requirements for class/rate applied.

Operators must document, using departments in-house accounting software, as well as
using a handwritten backup log book, pieces processed, postage applied, damaged, or
pieces otherwise unable to be processed.

All data to be used for a customer job must be received by either secure email, or
company secure ftp site, or otherwise delivered to ARROWMAIL in a secure manner.
Data Supervisor will advise CAM/CSR when a discrepancy is identified between actual
processed data, and what is identified in Job Ticket before job is released to next
department.
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CUSTOMERS

o Al data will be archived for 90 days, and then destroyed _

o E-Certified signature flles will be returned to the customer as soon as available.
Arrowmail wilt only archive th_ls data‘QO days. All customer data will be destroyed after
90 days. It Is the responsibility of the CUSTOMER to archive and distribute the
signature files to the appropnete internal departments , if applicable. Once they have
been sent to the customer, ARROWMAIL PRESORT €O., Inc., is NOT responsible for
maintaining these fites

o Fulfillment .

o Each job processed from Data Department must have the Piece count recorded and
compared with Job Ticket processed count to enslire list accuracy. Discrepancy between
~ Job Ticket and equment count must be reported to CAM/CSR and documented oh Job

~ Ticket. :
s Barcode Room

o Customer Billing Reports must be generated daily to ensure accurate and timely billing

o All mail not certified NCOA, {National Change of Address), will be processed FastForward
enabled All customers will be assigned a FFMUN account, given mstruct:ons on how to
accessit; and be WHOLLY: responsrble for using it to maintain thelr maiiing list. lntegr!fy
and to meet relevant USPS requirements :

»  Any MERLIN failure postage penalty deemed to be due to Move Update nen-
compliance, if deemed to be caused by an individual customer, will be billed to
that custamer after notification and presentation to customer of samples taken
from offending mail. '

e Accounting :

o Accounting wﬁt notify CAM when discrepancies are identified, bllling only after

verification process is complete
* Engineering

o Engineering Is solely responsible for all applicable software updates to all mail
processing equipment.

o Engineering Manager is solely responsible for all but Print Room Quality Assurance
issues and their resolution.

¢ Quality Assurance :

o Quality Assurance personnel in each production department are solely responsible for
determining the USPS acceptability of any job being processed. If an issue is detected,
they must immediately notify the department supervisor, and production must stop
until issue has been resolved.

s Security

o No employee shall possess any video or still camera in any production area. This
includes celi phones.

o No personal bags, shopping bags, purses, clothing, or any other item that has not been
approved shall be allowed in any production department.
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CUSTOMERS

o Emplcyees must wear company issued Identtfncation at all times while on company
property.
o Allvisitors to ARROWMAIL must sign in at receptron and wear company provided
identification badges and be escorted while In any production area,
o Al production departments will be monitored by cctv cameras
o ARROWMAIL secunty officer is solely responslbie to monitor parking employee parking
lots, and allow ingress and egress of vehicles to Ioad[ng docks

VER.1 January 27, 2011






