
   

 

 

 

 

August 26, 2024 

 

Mr. Paul J. Martin 
VRC Companies LLC 
4745 Oak Fair Blvd. 
Tampa, FL  33610 
 

Subject:    OFF-SITE RECORDS MANAGEMENT SERVICES, BID #41070219 

 

Mr. Martin,  

 

We are extending, per section 5.2.1 Supplemental Unilateral Renewal Periods of the contract terms by 
60 days while we finalize the new RFP award.  The new expiration date is November 30, 2024.   

  

If you have any questions, please call Michelle Estevez at (813) 274-8836. 

 

 

Sincerely,  

 

DeAnna Faggart, NIGP-CPP, CPPO, CPPB 

Purchasing Director 

 

 

 

 

 

  

Purchasing Department 
       DeAnna Faggart, NIGP-CPP, CPPO, CPPB, Director 

2555 E Hanna Avenue 
Tampa, Florida 33610 

 
Office (813) 274-8351 

Fax: (813) 274-8355 

 



 Purchasing Department 
       Deanna Faggart, NIGP-CPP, CPPO, CPPB, Director 

2555 E. Hanna Ave.  
Tampa, Florida 33610 

                   Office (813) 274-8351                                                                                                                                                                         
Fax: (813) 274-8355 

 

                            

 June 18, 2024 
 

REQUEST FOR PROPOSALS (RFP) FOR  
OFF-SITE RECORDS MANAGEMENT SERVICES 

    
 

Sealed proposals for OFF-SITE RECORDS MANAGEMENT SERVICES, RFP #61072924 will be received by the Director of 

Purchasing, City of Tampa, until 2:00 PM on JULY 29, 2024; then to be opened. 
 

A PRE-PROPOSAL CONFERENCE will be held at 10:00 AM, JULY 10, 2024, at the Hanna City Center, 2555 E.  Hanna Avenue, 
Tampa, FL  33610, 2nd Floor, Purchasing Department, to discuss the above referenced subject. 

BRING A COPY OF THIS RFP TO THE MEETING. 

City of Tampa buildings are controlled access buildings, and all visitors are required to obtain a Visitor's Pass prior to entering. 

 
In accordance with the Americans with Disabilities Act (“ADA”) and Section 286.26, Florida Statutes, persons with disabilities needing a 

reasonable accommodation to participate in these public hearings or meetings should contact the City of Tampa’s ADA Coordinator at 
least 48 hours prior to the proceeding. The ADA Coordinator may be contacted by phone at 813-274-3964, email at 

TampaADA@tampagov.net, or by submitting an ADA - Accommodations Request online form available at 
https://tampagov.net/ADARequest  “Please note that the City of Tampa may not be able  to accommodate any request received less than 

48 hours before the scheduled hearing or meeting. 
 

Attached are important instructions and specifications regarding responses to this Request for Proposals.  Failure to 

follow these instructions may result in Proposer’s disqualification. 
 

Questions regarding Vendor Registration, accessing RFP documents or submission assistance within the GetAll system shall be emailed 
to support@getall.com.  Reference RFP # and name in email subject line. Questions pertaining to the RFP document/specifications will 

be accepted up to ten days prior to the scheduled opening date and time and shall be submitted within the GetAll system.  Per the City 
of Tampa’s Communication Policy during any solicitation period including any protest and/or appeal, there should be no contact with 

City officials or employees, other than the Analyst, the Director of Purchasing or the Legal Department, permitted from any Proposer. 
Such communication shall result in an automatic disqualification for selection in the pending solicitation and any subsequent City 

solicitations for a period of six (6) months, no matter the outcome of the solicitation or any protest and/or appeal. 

 
Proposals shall be accepted no later than the time and date specified above.   The RFP Opening shall be thereafter and published 

on GETALL. All proposals received after the due date and time shall be rejected. Offers by mail, hand delivery or express mail, 
telephone, email or transmitted by facsimile (FAX) machine are not acceptable. All submittals are uploaded electronically 

into the GETALL system.  No file shall have a special character.  No proposal may be withdrawn or modified after the time fixed 
for the opening of proposals.   

 
Electronic submittals shall be performed in the GetAll system via link 

https://erfp.integratise.com/getall/registration_initial_tmp.asp?c=&p=61072924&d=07/29/2024.  To ensure that an 

electronic submittal is received by the opening date and time, it is recommended that the Proposer submit their 

documents with adequate time allowed prior to the deadline.  Proposer shall receive an email confirmation of their proposal 
submittal after clicking on the Confirm Bid button in the GetAll system. The Proposer shall be responsible for confirming that 

their submittal is received by the deadline.  Any submittal received after the closing date and time will not be 
considered. 

 
 

 

 
 

 
 

 
 

 

 

mailto:TampaADA@tampagov.net
https://tampagov.net/ADARequest
mailto:support@getall.com
https://erfp.integratise.com/getall/registration_initial_tmp.asp?c=&p=61072924&d=07/29/2024
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INSTRUCTIONS TO PROPOSERS 
 

City of Tampa solicitations are issued electronically via GetAll’s system. Obtaining solicitations through GetAll will ensure that 
proposers will have the following capabilities: receipt of solicitation documents electronically, track the status of solicitation 

award activity, receive addenda, receive the results of solicitation awards and view plans and blueprints online electronically. 

Proposers who obtain specifications and plans from sources other than GetAll are cautioned that the solicitation packages may 
be incomplete. The City will not accept incomplete proposals. Contact GetAll at support@getall.com for more information.  

 
The City is not responsible for errors and omissions occurring in the transmission or downloading of any solicitation documents, 

plans, or specifications from the GetAll system. GetAll has no affiliation with the City of Tampa other than as a service that 

facilitates communication and solicitation submittals between the City and its proposers. GetAll is an independent entity and 
is not an agent or representative of the City. Communications to GetAll does not constitute communications to the City. 

Contact GetAll at support@getall.com for more information.  
 

Proposers discovering any ambiguity, conflict, discrepancy, omission, or other error in this RFP, shall immediately notify the 
City of such error in writing and request modification or clarification of the RFP within the GetAll system. Modifications will be 

made by issuing an addendum and will be given by written notice to all prospective Proposers who received an original RFP 

from GetAll (those who are on the Plan Holders List). Addenda will be posted and disseminated by GetAll at least five days 
prior to this RFP opening date. The Proposer is responsible for clarifying any ambiguity, conflict, discrepancy, omission, or 

other error in the RFP prior to submitting the offer or it shall be deemed waived. 
 

Tabulations (results) will be posted in the GetAll system and made available to proposers after the scheduled public opening 

of the sealed proposals. 
  

The Proposer shall comply with the applicable requirements of Federal and state laws, all Codes and Ordinances of the City 
of Tampa as amended from time to time and any applicable professional regulations. 

 

The Proposer is expected to carefully examine the entire solicitation package, including but not limited to all the provisions, 
terms, and conditions. Failure to do so will be at the Proposer’s risk. 

 
 

  

mailto:support@getall.com
mailto:support@getall.com
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SECTION I.  SCOPE OF SERVICES 

 
1. INTRODUCTION 

 

The City Clerk's Office of the City of Tampa (City) is seeking proposals from qualified companies to provide all necessary 

facilities, equipment, protection devices, supervision, labor, and transportation to perform storage and indexing, retrieval, 
certified record destruction, pick up, delivery, and miscellaneous services for various type records. These records include, but 

are not limited to, drawings, boxed records, back-up tapes, magnetic and microform media, video and audio tapes, 
miscellaneous printed and stored materials, etc. for archival, semi-active and inactive records. The City prefers that all services 

required under the RFP be maintained and kept at one facility. 

 
 

2. BACKGROUND 
 

Tampa is the largest city on Florida's Gulf coast, with a population approaching 342,100. Florida Statutes and a City 

Ordinance on records management establishes the legal basis for the custody and disposal of public records, public access to 
those records, and to establish and coordinate standards, procedures, and techniques for efficient and economical records 

making and keeping. By law, the City Clerk administers the City's Archives and Records Service. The Archivist/Records Manager 

is responsible for day-to-day operations of the Archives and Records Service Center. 
   

  Four major functions are part of the center: 

 

• Archiving 

• Storing inactive records 

• Microfilm and media storage 

• Disposition of records 

 The City has estimated that there are approximately 33,000 cubic feet of records currently being stored.  

The average archival services per month are: 

• New Inventory – 200 boxes 

• Retrievals – 100 items 

• Disposition – 415 boxes 

  

3. CATEGORIES OF SERVICE 

 

There are several categories of records management services that are required by the City. The categories of service 
are: 

 

3.1 ARCHIVAL SERVICE. Provides for the long-term storage of boxes of historical records in climate-

controlled space. A specialized, non-water fire-suppression system is used in a climate-controlled storage vault such as 
Halon, FM200 or an approved equivalent; equivalency and suitability of system is to be determined at the City’s sole 

discretion. 

 

3.2 FILE LEVEL SERVICE. Provides for access, retrieval and re-file of individual files. 

 

3.3 BOX LEVEL. Provides for access, retrieval and re-file of boxes of inactive and archival materials. 

 
3.4 DELIVERY. The City may, or may not, choose to perform courier services to and from the facility's site. 

However, if service is required, deliveries and/or pick up of new material or the pick-up of records to be re-filed shall be 

accomplished by the end of the next business day or within 2 hours for rush orders after notification by a fax, phone 
request, or internet email to the designated location. 
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3.5 ADDITIONAL SERVICES. Record services include, but are not limited to, the following: retrieval, pick 
up, rush special delivery, regular schedule delivery, miscellaneous labor services, destruction of records, transportation to 

new location, and services performed outside business hours. 

 
 

4. MOVING REQUIREMENTS 

 
This Section applies only in the event that the records be moved from the current provider to the Successful Proposer 

immediately preceding the award. 

 

The records are currently stored in a record storage facility located in Tampa, Florida.  The City has estimated that 
there are approximately 33,000 cubic feet of various type records currently in storage. It is the responsibility of the Proposer to 

include the cost of moving the records from the current location to its facility within the proposal being submitted. 

 

The City will coordinate with the current provider and the Successful Proposer the transfer of records from the current 

location to the new location. 

 

The Successful Proposer shall prepare an inventory of all records as they are being moved into the storage facility based 

on the existing barcode labels on the records and prepare an index. All such moving, inventorying, and indexing shall be 
completed within 30 calendar days, or a mutually agreed upon time frame, from receipt of City's purchase order and shall be 

performed so as to allow users reasonable access to all records throughout the process.  Upon completion the Successful 
Proposer shall furnish the City with a copy of the index and supporting inventory. Work papers and supporting documents, 

either original paper or legible xerographic copies relating to the inventory, shall also be supplied to verify the accuracy of the 
data entry to the index. Clarification of any discrepancies shall be furnished within 5 working days. 

 

 

5. PROPOSER REQUIREMENTS 

 

The Successful Proposer shall perform storage, inventory, destruction, and indexing services in accordance with the 
terms of this RFP in a storage facility meeting the requirements set forth herein. The Successful Proposer's facility must comply 

with Florida Administration Code Rule 1B-24 and Chapters 119 and 257 of Florida Statutes regarding storage, retention, and 
records destruction procedures. 

 

5.1 The Successful Proposer shall maintain a current inventory and index of boxed records in storage on 

barcode-enabled software. The City currently uses Hewlett Packard Enterprise (HPE). 

 

5.2 This inventory database of City records shall at all times be the sole property of the City. The Successful 
Proposer shall provide the City with a copy of the latest database, in the requested format, as needed. 

 

5.3 The Successful Proposer shall provide a copy of each New Material Transfer Sheet to Records Retention 

within three calendar days after receipt of shipments of new or boxed records from the user. The New Material Transfer 
Sheets shall be annotated with the Successful Proposer's assigned identification numbers corresponding to the City Box 

Number in order to allow the City to verify the receipt, indexing, and processing of new boxes of records to storage. The 
integrity of the index and inventory of boxes of records in storage are essential to the management of the City's records. 

The Successful Proposer must provide for the verification of the data and any corrections to the index and inventory 

database. New Material Transfer Sheets are provided by the Successful Proposer and completed by authorized City 
personnel. 

 

5.4 A phone number shall be provided for fax service requests during normal business hours (8:00 AM through 

5:00 PM, Monday through Friday). Numbers shall be changed only after verbal notification and written notice has been 
received by the City. The primary methods of making a service request shall be via facsimile, phone, or internet e-mail. 

 

5.5 The Successful Proposer shall provide website access to review the City’s inventory and account. 

 

5.6 The Successful Proposer shall provide the capability for submitting service requests via Internet e-mail. 
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5.7 There shall be a 24-hour telephone number to call for service during and after business hours, which shall 
be answered at all times by an employee of the Successful Proposer. Upon request, the Successful Proposer shall provide 

telephone reference concerning the records on a 24-hour basis by dispatching personnel to the storage facility to read from 

the records over the telephone to authorized City personnel. That number shall be changed only after verbal notification 
and written notice has been received by the City. 

 

5.8 The Successful Proposer shall not store any City records in any other storage facility/facilities other than 

the original proposed record facility/facilities without prior written approval from the Archivist/Records Manager or 

designated representative. 

 

5.9 The Successful Proposer shall be a good standing member of the Association of Commercial Records 
Centers. 

 

 

6. MAGNETIC MEDIA STORAGE 

 

The Successful Proposer will also provide services for the City’s Technology and Innovation (T&I) Department for the purpose 
of storing and transporting critical COT data media (i.e., magnetic tape, cartridges, disks, CDs/DVDs, etc.) to and from the T&I 

facility located at 2555 E. Hanna Avenue, Tampa, FL  33610. 
 

6.1 The storage site selected must: 
 

• Be FM-200/Halon (or dry suppressant equivalent) fire protected. 

• Have adequate humidity and temperature controls and redundant systems preferred. 

• Have a centrally monitored fire and intrusion alarm. 

• Have delivery vans that are climate controlled and equipped with FM-200/Halon (or equivalent) fire 

extinguishers. 

• Use lockable or secure fastener storage containers to transport media between ORM site and ITS 

computer facility. Containers are to remain locked during transit. 

6.2 The Awardee must be able to use the City of Tampa’s tape management system reports as a vehicle for pick- 
up and delivery of media between 6:30 AM and 8:30 AM. 

 

7. STORAGE FACILITY REQUIREMENTS 

 

7.1 The storage facility shall be located within 20 miles of Old City Hall, 315 E. Kennedy Blvd., Tampa, Florida 
and shall be approved by the City. It is preferred by the City, the facility is large enough to accommodate all the City’s 

records and vault storage requirements. 

 

7.2 The records storage facility shall have climate-controlled spaces with temperature and humidity regulation 
suitable for long-term hard copy records which is a maximum of 70 degrees Fahrenheit and a humidity level between 40% 

and 50% with a minimum of cycling that should be maintained at less than 10 degrees Fahrenheit and 10% humidity to 
prevent degradation of the paper. 

 

7.3 The records storage facility shall be rated to withstand a Category 5 hurricane and cannot be located in 
any designated flood plains or flood zones. 

 

7.4 The records storage facility shall be capable of providing at least 34,000 cubic feet of space for immediate 

use and an additional 3,500 cubic feet each year during the service term. The Successful Proposer will be compensated 
only for occupied storage space. 

 

7.5 The Successful Proposer shall provide electronic fire, burglary, and vandal detection systems that are 



7 

 

monitored on a 24-hour basis 7 days per week. 

 

7.6 Records shall be stored in a fire-resistant building in accordance with "The State of Florida Public Records 

Storage Guidelines for Records Centers and Archives" equipped with an alarm, which is capable of notifying the Fire 
Department instantly of any apparent emergency. There must be a smoke detector plus an inert gas fire-suppressant 

system or a sprinkler system that covers the storage facility. Vital Records Storage, used for the storage of vital records, 
tapes and microfilm, shall have an inert gas fire-suppressant system, such as HALON or FM200 gas system or a dry pipe 

sprinkler system that covers the storage facility. 

 

          7.7 Storage vaults, constructed totally from noncombustible materials in accordance with "NFPA 232" and 
related fire codes, shall be provided for the storage of Vital Records consisting of magnetic media, microforms, and paper 

media. The various media shall be stored in separate vaults or, if stored in the same structure, must be separated by a fire 

wall of NFPA approved construction with appropriate fire-resistant doors and shall have an inert gas fire suppressant system, 
such as HALON or FM200 gas system. 

 

           7.8 The records storage facility shall have: 

 

• A regular and standby/backup power supply sufficient to maintain proper archival environmental 

controls, security, fire detection, and suppression equipment and an HVAC system with adequate levels 

of control to establish and maintain archival storage conditions, including heating, cooling, 

dehumidification and humidification 24 hours per day regardless of electrical power conditions. 

 

• A slightly positive air pressure balance maintained within the records storage area so as to ensure a 

consistency of temperature and relative humidity and to minimize infiltration of contaminants. The 

facility shall maintain a temperature of 65 to 75 degrees, with a variation of no more than 2 degrees, 

and the relative humidity should remain at 45 to 55 percent, with a variation of no more than 5 percent. 

 

• The Proposer shall submit in its proposal the location of the facility where the City records will be stored. 

                    7.9 The temperature of the Vital Records Storage Vaults for computer magnetic tapes, microfilm, and paper 
records must be maintained within a range of 62 to 68 degrees Fahrenheit with a variation of no more than 2 degrees 

and relative humidity of 35% to 45% with a variation of no more than 5 percent. 
 

          7.10 The records for the City shall be stored in one facility. The City will not accept multiple storage facilities to 

store the records for the City. If multiple locations are proposed, the City reserves the right to consider the proposal non- 
responsive. 
 

 

8. PERFORMANCE REQUIREMENTS 

 

At the discretion of the City, the following “Level of Service” monetary deductions from Successful Proposer’s invoice 

may apply for non-compliance. 

 

• Lost or misplaced records over 24 hours - $100.00 each occurrence. 

• Failure to deliver regular or rush delivery per request - $25.00 each occurrence. 

• Improper Temperature/Humidity Control - $100.00 each occurrence. 

• Failure to deliver or pick up for five consecutive business days - $100.00 a day until corrected. 

• Three or more performance issues caused by the Successful Proposer within 60 days could result 

in notice of termination of award. The Successful Proposer will move City records according to the 

Archives Manager’s direction to the new location at no cost to the City. 

 

9. ACCESS TO RECORDS 

 

9.1 Access to City records shall be limited to authorized City personnel as designated in writing. The Successful 
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Proposer shall maintain a sign-in sheet and require identification from all persons seeking access to the records. The 

Successful Proposer shall obtain from the City, and maintain on file, the list of authorized City Personnel. 

 

9.2 The Successful Proposer shall provide reasonable on-site facilities to be used by authorized City personnel 
while examining records at the storage facility. A photocopy machine must be located within the records storage facility for 

use by authorized City personnel with copy charges as stated in Exhibit E, Fee Schedule. 
 

10. DESTRUCTION OR REMOVAL OF RECORDS 

 

10.1 The Successful Proposer agrees to destroy stored records from inventory and records picked up from City 
facilities only upon receipt of a written authorization signed by the Archivist/Records Manager. 

 

10.2 The method of destruction shall be by shredding the documents on request.  

 

10.3 A certification of the destruction of records for all authorized records destruction shall be sent to the 
Archivist/Records Manager. 

 

11. END OF AWARD TRANSFER 

 

If requested by the City, upon termination or expiration of the Award, the Successful Proposer shall, within 30 calendar 

days, or on a mutually agreed upon schedule, transport the records to a new location designated by the City. If necessary, 
records shall be packed in boxes provided by the Successful Proposer at the City's expense and labeled in accordance with the 

index. If necessary, the Successful Proposer shall consult with the City with respect to any records whose index classification 
cannot be determined. 

 

The retrieval and removal of records for the end of Award transfer shall be considered similar to a regular retrieval. 

Termination fees and/or permanent removal fees shall not be charged. 
 

12. INVOICES 

 

12.1 The Successful Proposer shall establish an account, or multiple accounts if necessary, for the City. Invoices 
for each account shall be sent to the attention of recordsmgmt@tampagov.net. 

 

12.2 The Successful Proposer shall provide a monthly invoice with the following supporting documentation: 

 
12.2.1 An itemized list of charges for record storage and other services by user account. 

 

12.2.2 A copy of a signed receiving document for each invoiced activity. 
 

13. PEST CONTROL 

 

The Successful Proposer shall keep the storage facility free of pests and rodents at all times. Upon request, the 

Successful Proposer must be able to substantiate verification of regular monthly pest and rodent exterminations at the storage 
facility throughout the service term. 

 

14. DISASTER RECOVERY 

 
The Successful Proposer shall have a disaster recovery plan. The plan shall address recovery procedures and methods 

in case of natural disaster or maleficent actions. The Successful Proposer shall be capable of responding to fire damaged records, 

water damaged records, and be able to irradiate and wipe down records subjected to mold or other contaminants if and when 
necessary. 

 

15. PICK-UP AND DELIVERY CHARGES 

 

The Successful Proposer shall provide pick-up and delivery services to various facilities at various locations 
throughout the City during 8:00 AM and 5:00 PM when necessary. Proposers can obtain a City Directory at 

www.tampagov.net, go to the search engine and type in “City Directory”. THE SUCCESSFUL PROPOSER SHALL 
CHARGE A FLAT FEE PER FACILITY WITH NO ADDITIONAL CHARGES PER BOX OR PER FLOOR.

mailto:recordsmgmt@tampagov.net
http://www.tampagov.net/


 

 

16. ESTIMATED QUANTITIES NOT GUARANTEED 

 

 The estimated quantities specified herein are not a guarantee of actual quantities, as the City does not guarantee any 

particular quantity of records for storage, retrieval or destruction services during the term of this award. The quantities may 
vary depending upon the actual needs of the user.   The quantities specified herein are good faith estimates of usage during 

the term of this award.  Therefore, the City shall not be liable for any contractual agreements/obligations the Proposer enters 
into based on the City using the services in the quantities specified herein. 

 

17. PROPOSAL SUBMITTALS 

 
17.1 The following must be submitted in the proposal: 

 

• Detailed Company profile and history. 

• Company’s Operating Policies and Procedures. 

• Company’s Credentials. Describe what expertise or unique capability your Company 

can provide the City. 

• Company’s philosophy and methodology that will be used to meet the City’s 

requirements. Explain how the service will be provided to the City. 

• Experience and Qualifications of Personnel. Identify separately the individual(s) who 

will be responsible for the City’s account and provide their biographies or resumes’. 

• Provide in detail the Proposer’s facility, location and the ability to meet all requirements 

(Subsections 7.1 through 7.10) stated under Section I. Scope of Services, Section 7. Storage 

Facility Requirements. 

• Provide the cost to transfer approximately 33,000 cubic feet of various types of records from 

the current provider to the proposed facility. Cost should include palletizing records, loading 

for transport, unloading at new facility and initial intake of records. 

• Describe the Proposer’s disaster recovery plan. Include recovery procedures and methods in 

case of a natural disaster or maleficent actions. Include the recovery plans for fire or water 

damage. 

• Provide acknowledgement of Section 8. Performance Requirements and the monetary 

deductions that can be imposed. 

 

17.2 Contract Termination for Default. Has the Proposer’s company had a contract terminated for default 
in the last five years? Termination for default is defined as notice to stop performance which was delivered to the Proposer 

due to the Proposer's non-performance or poor performance and the issue of performance was either not litigated due 
to inaction on the part of the Proposer; or litigated and determined that the Proposer was in default. 

If the company has had a contract terminated for default in this period, submit full details including the other 

party's name, address, and the phone number. Present the company’s position on the matter. City will evaluate the 
facts and may, at its sole discretion, reject the RFP on the grounds of its past   experience. 

 
17.3 Contract Litigation/Legal Proceedings. The Proposer shall identify any pending lawsuits, past 

litigation relevant to subject matter of this RFP, providing a statement of any litigation or pending lawsuits that have 

been filed against the Company in the last five years. 

 

If an action has been filed, state and describe the litigation or lawsuit filed, and identify the court or agency before 

which the action was instituted, the applicable case or file number, and the status or disposition for such reported action. If 
no litigation or lawsuit has been filed against the company, provide a statement to that effect. 

 

End of Section I 
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SECTION II.  GENERAL CONDITIONS 
 

18.   GENERAL INFORMATION 
 

  18.1 Proposal Due Date.  Sealed proposals will be received no later than the date and time indicated on page 

one of this document.  Proposals will not be accepted after this time.  All proposals shall be submitted thru the GETALL system 
(electronically).  File name should not have special characters.  Proposer must wait for confirmation of successful upload. 

 
  City of Tampa Requests for Proposals are issued electronically via GetAll’s system. Obtaining proposals through 

GetAll will ensure that proposer will have the following capabilities: receipt of proposal documents electronically, track the 
status of award activity, receive addenda, receive the results of awards and view plans and blueprints online electronically. 

Proposers who obtain specifications and plans from sources other than GetAll are cautioned that the proposal packages 

may be incomplete. The City will not accept incomplete proposals. Contact GetAll at support@getall.com for more 
information. 

 
  The City is not responsible for errors and omissions occurring in the transmission or downloading of any solicitation 

documents, plans, or specifications from the GetAll system. GetAll has no affiliation with the City of Tampa other than as a 

service that facilitates communication and proposal submittals between the City and its vendors. GetAll is an independent 
entity and is not an agent or representative of the City. Communications to GetAll does not constitute communications to 

the City. Contact GetAll at support@getall.com for more information. 
 

 18.2 Addendum and Amendment to RFP.  If it becomes necessary to revise or amend any part of this RFP, 
GetAll will provide notification of the Addendum to all prospective Proposers who received an original RFP notification making 

them a plan-holder. Addenda will be posted and disseminated by GetAll at least five days prior to the RFP opening date.  

 
  It will be the responsibility of the Proposer to review GetAll prior to submitting a proposal to ascertain if any addenda 

has been issued, to obtain all such addenda, and to return the executed addenda with the proposal. 
 

  18.3 Errors and Omissions.   Proposers discovering any ambiguity, conflict, discrepancy, omission, or other 

errors in this RFP, shall immediately notify the City of such error via email within Get All’s system and request modification 
or clarification of the RFP. Modifications will be made by issuing an addendum and will be given by written notice to all 

prospective Proposers who queried the solicitation in Get All’s system. Addenda will be posted and disseminated by GetAll 
at least five days prior to the RFP opening date. The Proposer is responsible for clarifying any ambiguity, conflict, 

discrepancy, omission, or other error in this RFP prior to submitting the proposal or it shall be deemed waived. 

 
 18.4 Florida Public Records Law.  In accordance with Chapter 119 of the Florida Statutes, and, except as may 

be provided by Chapter 119 of the Florida Statutes and other applicable State and Federal Laws, all Proposers should be aware 
that the Proposal and the responses thereto are in the public domain and are available for public inspection and copying.  

Using Attachment B – Public Records Declaration or Claim of Exemption, Proposer is required to acknowledge 
whether or not they are asserting that certain information in its proposal is confidential and/or proprietary and/or exempt from 

public disclosure.  If the Proposer is asserting that certain information in its Proposal is confidential and/or proprietary and/or 

exempt from public disclosure, then the Proposer is required to do the following: (1) identify, with specificity, the information 
which the Proposer asserts is confidential and/or proprietary and/or exempt from public disclosure, (2) place such information 

in a separate file labeled “REDACTED, EXEMPT FROM PUBLIC DISCLOSURE” this uploaded document must be separate from 
the Proposer's other Proposal  documents, (3) specifically cite the applicable Florida Statute(s) that exempts such information 

from public disclosure - such citation must be placed within the redacted file.   The “REDACTED” file that contains the Proposer's 

confidential/proprietary/exempt information must be submitted with the Proposer's other Proposal documents.  Proposer is 
advised that failure to follow the aforementioned instructions may result in Proposer's alleged confidential/proprietary/exempt 

information being disclosed to the public.  This will be the Proposer’s “REDACTED” copy. All submittals received in response to 
this Proposal will become the property of the City of Tampa and will not be returned.  In the event of an award, all documentation 

produced as part of the contract will become the exclusive property of the City. *  All uploaded documents may not have 
special characters in the file name, #,*,@, etc.  

 

  Be aware that the designation of an item as exempt from public disclosure by a Proposer may be challenged in court 
by any person or entity.  By designation of material in your Proposal submittal as exempt from public disclosure, Proposer 

agrees to defend the City of Tampa (and its employees, agents and elected and appointed officials) against all claims and 
actions (whether or not a lawsuit is commenced) related to Proposer’s designation of material as exempt from public disclosure 

and to hold harmless the City of Tampa (and its employees, agents and elected and appointed officials) for any award to a 

mailto:support@getall.com
mailto:support@getall.com
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plaintiff for damages, costs and attorneys’ fees, and for costs and attorneys’ fees incurred by the City by reason of any claim or 
action related to your designation of material as exempt from public disclosure.  

 
 *Note: The City will not accept Proposal submittals when the entire submittal is labeled as exempt from 

public disclosure and the proposal will be deemed non-responsive.  Proposer’s References and Cost or Price 

information will be deemed a public record, and if a claim of confidentiality/proprietary information is made, 
the City may deem the Proposal submittal as “non-responsive”. 

 
  18.4.1 In accordance with Section 119.071(1)(b)2, Florida Statutes, sealed bids, proposals, or replies 
received by the City of Tampa pursuant to a competitive solicitation are exempt from section 119.07(1), Florida Statutes and 

section 24(a), Art. I of the State Constitution until such time as the City of Tampa provides notice of an intended decision 
or until 30 days after opening the bids, proposals, or final replies, whichever is earlier. 

 

  18.4.2 In accordance with Section 119.071(1)(b)3, Florida Statutes, if the City of Tampa rejects all bids, 
proposals, or replies submitted in response to a competitive solicitation and the City of Tampa concurrently provides notice of 

its intent to reissue the competitive solicitation, the rejected bids, proposals, or replies remain exempt from section 119.07(1), 
Florida Statutes and section 24(a), Art. I of the State Constitution until such time as the City of Tampa provides notice of an 

intended decision concerning the reissued competitive solicitation or until the City of Tampa withdraws the reissued 

competitive solicitation. A bid, proposal, or reply is not exempt for longer than 12 months after the initial City of Tampa notice 
rejecting all bids, proposals, or replies. 

 
18.4.3 The City of Tampa is a public agency subject to Chapter 119, Florida Statutes. In accordance with 

Florida Statutes, 119.0701, Successful Proposer agrees to comply with Florida’s Public Records Law, including the following: 
1. Successful Proposer shall keep and maintain public records required by the City to perform the 

services; 

             
2. Upon request from the City, Successful Proposer shall provide the City with copies of the 

requested records, having redacted records in total or in part that are exempt from disclosure by 
law or allow the records to be inspected or copied within a reasonable time (with provision of a 

copy of such records to the City) on the same terms and conditions that the City would provide 

the records and at a cost that does not exceed that provided in Chapter 119, Florida Statutes, or 
as otherwise provided by law; 

 
3. Ensure that public records, in part or in total that are exempt or that are confidential and exempt 

from public record requirements are not disclosed except as authorized by law for the duration 
of the contract term and following completion (or early termination) of the contract if the 

Contractor does not transfer the records to the City; 

 
4. Upon completion (or earlier termination) of the award, Successful Proposer shall within 30 days 

after such event either transfer to the City, at no cost, all public records in possession of the 
Successful Proposer or keep and maintain the public records in compliance with Chapter 119, 

Florida Statutes. If Successful Proposer transfers all public records to the City upon completion 

(or earlier termination) of the award, Successful Proposer shall destroy any duplicate records 
that are exempt or confidential and exempt from public records disclosure requirements. If 

Successful Proposer keeps and maintains public records upon completion (or earlier 
termination) of the award, Successful Proposer shall meet all applicable requirements for 

retaining public records. All records stored electronically must be provided to the City in a 

format that is compatible with the information technology systems of the agency. 
 

5.  The failure of Successful Proposer to comply with Chapter 119, Florida Statutes, and/or the 
provisions set forth above shall be grounds for immediate unilateral termination of the contract 

by the City; the City shall also have the option to withhold compensation due Successful 
Proposer until records are received as provided herein. 

 

6.  IF THE SUCCESSFUL PROPOSER HAS QUESTIONS 
REGARDING THE APPLICATION OF CHAPTER 119, FLORIDA 
STATUTES TO THE SUCCESSFUL PROPOSER’S DUTY TO 
PROVIDE PUBLIC RECORDS RELATING TO THIS AWARD, 
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CONTACT THE CUSTODIAN OF PUBLIC RECORDS AT 
813/274-8351, AND MAILING ADDRESS OF PURCHASING 
DEPARTMENT, HANNA CITY CENTER BUILDING, 2ND FLOOR, 
2555 E. HANNA AVE, TAMPA, FL 33610. 

 
Note: Acknowledgement of the Florida Public Records Law must be submitted with the proposal, under Section 

II. General Conditions, Section 20. Content of Proposal, Tab 2. 

 
 18.5 City Of Tampa Ethics Code. The Proposer shall comply with all applicable governmental and 

city rules and regulations including the City's Ethics Code which is available on the City's Website. (City of 
Tampa Code, Chapter 2, Article VIII. - Section 2-522)  

 
Moreover, each Proposer responding to this Request for Proposal acknowledges and understands that the City's Charter 

and Ethics Code prohibit any City employee from receiving any substantial benefit or profit out of any contract or obligation 
entered into with the City, or from having any direct or indirect financial interest in effecting any such contract or obligation. 

The Successful Proposer shall ensure that no City employee receives any such benefit or interest as a result of the award 
of this Request for Proposal. (City of Tampa Code, Chapter 2, Article VIII. - Section 2-514(d)) 

 
Please note that the City's Ethics Code may be accessed on the Internet by utilizing the website link  

http://www.tampagov.net/human-resources/info/lobbyist-information or can be found in the City of Tampa’s municipal 

codes published online by the Municipal Code Corporation at the website link  
https://www.municode.com/library/fl/tampa/codes/code_of_ordinances.  Printed copies of the Ethics Code can also be 

obtained from the City Clerk's Office for a fee of $0.15 cents a page.     
  

18.6 Warranties and Guarantee. The City of Tampa will not accept any disclaimer of the warranties of 

merchantability and fitness for a particular purpose for the products offered. Proposals will clearly state any additional 
warranties and guarantees against defective materials and workmanship.  A copy of the complete manufacturer's warranty 

statement is to be submitted with the proposal. 
 

  The material(s) supplied shall be guaranteed to be free from defect of composition, conception, and 

workmanship for a minimum period one-year from the date of installation and final acceptance by the City. Any parts or 
portions found not in accordance with this RFP will be rejected by the City and returned to the Successful Proposer at the 

Successful Proposer’s expense for immediate replacement. 
  

18.7 Copyrights and Patent Rights.  Proposer warrants that there has been no violation of copyrights, patent 
or other intellectual or proprietary rights in manufacturing, producing and/or selling the item(s) ordered or shipped as a 

result of this Proposal, and Successful Proposer agrees to indemnify, defend and hold the City harmless from any and all 

liability, loss or expense by any such violation including litigation costs and attorneys' fees through the appellate process, 
and damages which may be incurred by reason of any infringement at any time during the prosecution or after the 

completion of work. 
 

 18.8 Procurement Protest Procedures.   A protest must be filed with the Director of the soliciting Department 

within five (5) business days of posting the City’s intent to award and may be filed by an actual Proposer, who is allegedly 
aggrieved in connection with the issuance of a proposal solicitation or pending award of any contract in any competitive 

process utilized by the City of Tampa for procurements of supplies, materials or services and construction of public 
improvements and has standing to protest under Florida Law. Any protest must be filed in accordance with the City of 

Tampa Code, Chapter 2, Article V, Division 3, Purchases and Contracts, Section 2-282, Procurement Protest Procedures. 
Protests not complying with the provisions of this Section shall not be reviewed. 

 

 All dates and times specified in the Protest Procedures in Section 2-282 are calculated as city business days. A City 
business day shall mean 8:00 am to 5:00 pm Monday through Friday, with the exception of city holidays. In all instances 

any document required to be transmitted by a certain date must be received in the required office by 4:30 pm. An envelope 
which is postmarked by the required date is not sufficient. Transmittal by fax, email or other electronic means may be 

accepted. However, it shall be the responsibility of the party transmitting the document(s) to ensure that the document(s) 

were received, and the transmitting party shall bear any risk of interruption or failure in the electronic transmission. 
 

18.9 WMBE Participation.  The City of Tampa EBO office administers the Women/Minority Business Enterprise 
(WMBE) Program to promote the inclusion of WMBE Companies in procurement solicitations and contract awards. The City 

http://www.tampagov.net/human-resources/info/lobbyist-information
https://www.municode.com/library/fl/tampa/codes/code_of_ordinances
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actively solicits participation in this project by City Certified WMBE Companies deemed underutilized.  To obtain a list of the 
City’s Certified WMBE Companies, visit the Equal Business Opportunity (EBO) Office website at http://www.tampagov.net/ebo.  

Under Programs and Services select WMBE and SLBE Directories.  These directories include WMBE Certified Companies which 
are listed by Type of Services and by Company Names.  

 

 NOTE:  In accordance with the Equal Business Opportunity Ordinance 26.5, The City of Tampa’s WMBE 
policies are narrowly tailored to identify underutilized WMBEs by Industry Category.  Proposers who are 

certified within the underutilized category for the work/scope detailed herein or subcontract with firms that 
are certified within the underutilized category will be eligible for weighted points in the selection process.  

Refer to MBD Form 70 to identify underutilized WMBEs by Industry Category and MBD Form 71 for the 
WMBE Participation scoring criteria for this RFP.  For this RFP the underutilized WMBE Industry 

Category is “Professional Services”. 

 
18.10 SLBE Participation.  In an effort to promote increased opportunities for Small Local Business Enterprises 

(SLBEs), the City actively solicits the participation of certified SLBE firms in the performance of contracts.  To obtain a list of 
the City’s Certified SLBE Companies, visit the Equal Business Opportunity (EBO) Office website at 

http://www.tampagov.net/ebo. Under programs and Services select WMBE and SLBE Directories.  These directories include 

SLBE Certified Companies which are listed by Type of Services and by Company Names.  
 

NOTE:  In accordance with the Equal Business Opportunity Ordinance Chapter 26.5, SLBE vendors are eligible 
for weighted points in the selection process.  Refer to MBD Form 71 for the SLBE participation scoring criteria 

for this RFP. 
 

For additional information visit the Equal Business Opportunity Office website at www.tampagov.net/ebo     

 
 18.11 Incurred Expenses.  The City is not responsible for any expenses which Proposers may incur in the 

preparation and submittal of proposals requested by this RFP, including but not limited to, costs associated with travel, 
accommodations, interviews, or presentations of proposals. 

 

18.12 Proposals Binding.  All proposals submitted shall be binding for 180 calendar days following the opening. 
 

18.13 Non-Discrimination in Contracting and Employment. The following provisions are hereby 
incorporated into any contract executed by or on behalf of the City of Tampa (City). 

 

The Successful Proposer shall comply with the following Statement of Assurance: 
 

During the performance of this Contract, the Successful Proposer herein assures the City, that said Successful 
Proposer is in compliance with Title VII of the 1964 Civil Rights Act, as amended, the Florida Civil Rights Act of 1992, and 

the City of Tampa Code of Ordinances, Chapter 12, in that the Successful Proposer does not on the grounds of race, color, 
national origin, religion, sex, sexual orientation, gender identity or expression, age, disability, familial status, or marital 

status, discriminate in any form or manner against said Successful Proposer’s employees or applicants for employment.  

 
The Successful Proposer understands and agrees that this Contract is conditioned upon the veracity of this 

Statement of Assurance, and that violation of this condition shall be considered a material breach of this Contract. 
Furthermore, the Successful Proposer herein assures the City that said Successful Proposer will comply with Title VI of the 

Civil Rights Act of 1964 when federal grant(s) are involved. This Statement of Assurance shall be interpreted to include 

Vietnam-Era Veterans and Disabled Veterans within its protective range of applicability.  
 

The Successful Proposer further acknowledges and agrees to provide the City with all information and 
documentation that may be requested by the City from time to time regarding the solicitation, selection, treatment and 

payment of subcontractors, suppliers, and vendors in connection with this Contract. The Successful Proposer further 
acknowledges that it must comply with City of Tampa Code of Ordinances, Chapter 26.5. 

 

18.14 Proposer’s Criminal History Screening Practices. Per City of Tampa Code of Ordinances, Section 2-
284, Proposer is requested to provide information as to whether Proposer has criminal history screenings similar in nature 

to the practices contained in Chapter 12, Article VI, City of Tampa Code of Ordinances. For Procurement of $100,000 or 
more, If the Proposer voluntarily agrees to comply with the City’s criminal screening practices as provided in Chapter 12, 

Article IV of the City Code, Proposer will be awarded an additional 5-points as part of the evaluation of its proposal if 

Proposer submits notarized documentation with its proposal, and an assurance of compliance with Section 2-284 if 

http://www.tampagov.net/ebo
http://www.tampagov.net/ebo
http://www.tampagov.net/ebo
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awarded the contract (“Ban the Box Requirements”). The City of Tampa’s municipal codes are published online by the 
Municipal Code Corporation at the website  link 

https://library.municode.com/fl/tampa/ordinances/code_of_ordinances?nodeId=1171018 
 

18.15 Equal Opportunity.  The City of Tampa hereby notifies all Proposers that all eligible businesses, including 

Small Local Business Enterprises (SLBEs) and Women/Minority Business Enterprises (WMBEs) will be afforded a full 
opportunity to participate in any Contract made by the City of Tampa pursuant to this present proposal matter and will not 

be subjected to discrimination on the basis of race, color, national origin, religion, sex, sexual orientation, gender identity 
or expression, age, disability, familial status, or marital status. The City of Tampa prohibits any person involved in City of 

Tampa contracting and procurement activities, to discriminate on the basis of race, color, national origin, religion, sex, 
sexual orientation, gender identity or expression, age, disability, familial status, or marital status. 

 

18.16 Governing Law/Venue.  The laws of the State of Florida (without giving effect to its conflicts of law 
principles) govern all matters arising out of or relating to this Agreement, including, without limitation, its interpretation, 

construction, performance, and enforcement.  The parties hereto submit to the exclusive jurisdiction and venue of the state 
and federal courts located in Hillsborough County, Florida. 

 

18.17 Compliance with Laws.  The Successful Proposer shall comply with all applicable laws, ordinances, and 
codes of the Federal Government, State of Florida, Hillsborough County, and the City of Tampa. It shall be the responsibility 

of the Successful Proposer to be knowledgeable of all federal, state, county and local laws, ordinances, rules, and regulations 
that in any manner affect the items covered herein which may apply. Failure to comply with all applicable laws, ordinances 

and codes may lead to termination of the contract. 
 

18.18 Force Majeure.  If a Force Majeure Event occurs, the party that is prevented by that Force Majeure Event 

from performing any one or more obligations under this contract (the “Nonperforming Party”) will be excused from 
performing those obligations, on condition that it complies with its obligations herein. “Force Majeure Event” means, with 

respect to the Nonperforming Party, any event or circumstance, regardless of whether it was foreseeable, which was not 
caused by the Nonperforming Party, which prevents the Nonperforming Party from complying with any of its obligations 

under this contract, on condition that the Nonperforming Party uses reasonable efforts to comply with its obligations, except 

that a Force Majeure Event will not include any strike or other labor unrest that affects only one party, economic hardship 
of a party, an increase in prices, changes in market conditions, or a change of law. Upon the occurrence of the Force 

Majeure Event, the Nonperforming Party shall notify the other party in writing within ten (10) days of the occurrence of 
that the Force Majeure Event, its effect on performance, and how long that party expects the Force Majeure Event to last. 

Thereafter the Nonperforming Party shall update the other party as reasonably necessary. During a Force Majeure Event, 

the Nonperforming Party shall use reasonable efforts to limit damages to the other party and to resume its performance 
under this contract. The other party has the right to terminate the contract if the Non-Performing Party’s Force Majeure 

Event continues for more than a reasonable time. 
 

18.19 Survival. Provisions in regard to licensing, indemnification, governing law venue and confidentiality shall 
survive termination of contract. 

 
18.20 Conflict of Interest.  The City requires that the Successful Proposer provide professional, objective, and 

impartial advice and at all times hold the City’s interest’s paramount, strictly avoid conflicts with other assignments or their 
own corporate interests and act without any consideration for future work.  The Successful Proposer has an obligation to 

disclose any situation of actual or potential conflict that impacts their capacity to serve the best interest of the City, or that 
may reasonably be perceived as having this effect. If the City, in its sole discretion, determines that a conflict of interest 

exists, such Successful Proposer shall not be considered for award of this Contract. Failure to disclose said situations may 

lead to the disqualification of the Successful Proposer or the termination of its Contract.  
 

Any such interests on the part of the Successful Proposer or their employees, must be disclosed in writing to the 
City on ATTACHMENT C - CONFLICT OF INTEREST DISCLOSURE FORM that is included with this solicitation 

document and should be included under Section 20. Content of Proposals, Tab 3. Also, the Successful Proposer is aware of 
the conflict-of-interest laws of the State of Florida and the City of Tampa and agrees that they shall fully comply in all 

respects with the terms of said laws. 

 
18.21 Audit Rights.  Successful Proposer agrees that the City or its authorized representative shall have access 

to, and the right to audit, examine, or reproduce, the financial books and records of Successful Proposer related to 

Successful Proposer’s performance under the contract. Successful Proposer shall retain all such records for a minimum 
period of six (6) years from the date of termination of the contract, including any renewal or extension hereof, or for such 

https://library.municode.com/fl/tampa/ordinances/code_of_ordinances?nodeId=1171018
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longer period of time as required by federal or state law, and shall be extended until the completion of any audit in progress.  
Successful Proposer must keep all financial records in a manner consistent with generally accepted accounting principles. 

Successful Proposer must provide access during normal business hours to the requested records no later than ten (10) 
calendar days after the written request by the City or its authorized representative. If any audit reveals any material 

deviation from the contract requirements, any misrepresentations or any overcharges to the City, the City will be entitled 

to recover damages, as well as the cost of the audit.  Any adjustments or payments which must be made as a result of any 
such audit or inspection of the Successful Proposer’s invoices or records must be made within a reasonable amount of time, 

but in no event may the time exceed ninety (90) calendar days, from presentation of the City’s audit findings to the 
Successful Proposer.  Successful Proposer shall include this right to audit section in any subcontractor agreements entered 

into in connection with this contract. 
 

18.22 Scrutinized Companies. Section 287.135, Florida Statutes prohibits agencies from contracting with 

companies for goods or services of any amount that are (1) on the Scrutinized Companies that Boycott Israel List, created 
pursuant to Section 215.4725, Florida Statutes or are engaged in a boycott of Israel, and (2) with companies for goods or 

services of $1 million or more, that are on either the Scrutinized Companies with Activities in Sudan List, or the Scrutinized 
Companies with Activities in the Iran Petroleum Energy Sector List, or the Scrutinized Companies with Activities in Iran 

Terrorism Sectors List created pursuant to section 215.473, Florida Statutes or are engaged in business operations in Cuba 

or Syria.  
 

 A company that is on the Scrutinized Companies that Boycott Israel List or is engaged in a boycott of Israel may 
not submit a proposal for or enter into a contract or renew a contract with an agency or local government entity for goods 

or services of any amount.  
 

 A company that is on the Scrutinized Companies with Activities in Sudan List or the Scrutinized Companies with 

Activities in the Iran Petroleum Energy Sector List or the Scrutinized Companies with Activities in Iran Terrorism Sectors 
List or is engaged in business operations in Cuba or Syria may not submit a proposal for or enter into a contract or renew 

a contract with an agency or local government entity for goods or services of $1 million or more.  
 

 Notwithstanding the aforementioned, the City may on a case-by-case basis permit a company on the Scrutinized 

Companies with Activities in Sudan List, the Scrutinized Companies with Activities in the Iran Petroleum Energy Sector List, 
or the Scrutinized Companies with Activities in Iran Terrorism Sectors List, the Scrutinized Companies that Boycott Israel 

List, or are engaged in business operations in Cuba or Syria to be eligible to submit a proposal for, or enter into or renew 
a contract for goods or services if the conditions set forth in Section 287.135(4) of the Florida Statutes are met. 

 

If the City determines the Successful Proposer submitted a false certification under Section 287.135(5) of the Florida 
Statutes upon submission of a proposal, entering into a contract, on contract renewal, or if the Successful Proposer has 

been placed on the Scrutinized Companies with Activities in the Sudan List or the Scrutinized Companies with Activities in 
the Iran Petroleum Energy Sector List or the Scrutinized Companies with Activities in Iran Terrorism Sectors List or is on 

the Scrutinized Companies that Boycott Israel List or is engaged in a boycott of Israel or is engaged in business operations 
in Cuba or Syria, the City shall either terminate the contract after it has given the Successful Proposer notice and an 

opportunity to demonstrate the City’s determination of false certification was in error pursuant to Section 287.135(5)(a) of 

the Florida Statutes. 
 

18.23 Data Collection. Pursuant to Section 119.071(5)(a), Florida Statutes, social security numbers collected 
from Successful Proposers are used for identification, verification, and tax reporting purposes. 

  

 18.24 Indemnification.   The Contractor/Successful Proposer/Firm (collectively the “Firm”) releases and 
agrees to defend, indemnify and hold harmless the City of Tampa, its officers, elected and appointed officials, and employees 

from and against any and all liabilities, losses, claims, suits, actions, causes of action, either at law or in equity, damages, 
charges, judgments, or expenses (including attorney’s fees and court costs, whether at trial or appeal) which the City may 

suffer, sustain, incur, or in any way be subjected to by reason of or as a result of any act, negligence, or omission on the 
part of the Firm, its agents or employees, in the execution or performance of the obligations assumed under or incidental 

to, the Award/Contract/Agreement (collectively the “Agreement”) into which the Firm and the City will enter, except when 

caused solely by the fault, failure, or negligence of the City, its agents, or employees. Firm’s duty to defend is separate and 
apart from Firm’s duty to indemnify and hold harmless and exists immediately upon presentation of written notice of a suit, 

claim or action of any nature to the Firm by a party entitled to a defense hereunder. If the above indemnity or defense 
provisions or any part of the above indemnity or defense provisions are limited by  the provisions of Section 725.06, Florida 

Statutes or any other applicable law, then this section 18.24 shall be so limited to said section 725.06 and with respect to 

the part so limited, the monetary limitation on the extent of the indemnification shall be the greater of (i) the monetary 
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value of this contract, (ii) the coverage amount of Commercial general liability insurance required under the contract, or 
(iii) $1 Million Dollars. Otherwise, the obligations under this section 18.24. will not be limited by the amount of any insurance 

required to be obtained or maintained under this contract. Firm’s duties to defend and indemnify pursuant to this section 
18.24 shall survive the early termination or expiration of the contract and shall continue in full force and effect so long as 

the possibility of any liability, claim or loss exists, unless otherwise prohibited by law. Nothing in this section or in the 

contract shall be construed as a waiver of any immunity from or limitation of liability the City, its officers, agents, and 
employees may have under the doctrine of sovereign immunity under common law or statute. 

 
18.25   Contractor Background Checks.  When assigning employees to work on City property, the Successful 

Proposer shall check the backgrounds of each employee and notify the City’s Employment Services Manager prior to 
assignment if candidates fall into one or more of the following categories: 

 

• Unable to pass 8 Panel Drug Screen 

• Has a felony or misdemeanor conviction involving violence, weapons, or crimes against a public official 

• Is a former City of Tampa employee 

 
18.26   Employee Verification.  In accordance with Section 448.095, Florida Statutes, the Successful Proposer 

agrees to register with and utilize the U.S. Department of Homeland Security’s E-Verify system to verify the employment 
eligibility of all new employees hired during the term of the contract for the services specified in the contract.  The Successful 

Proposer must also include a requirement in subcontracts that the subcontractor must register with and utilize the E-Verify 

system to verify the employment eligibility of all new employees hired by the subcontractor during the contract term.  If 
the Successful Proposer enters into a contract with a subcontractor, the subcontractor must provide the Successful Proposer 

with an affidavit stating that the subcontractor does not employ, contract with, or subcontract with an unauthorized alien. 
The Successful Proposer shall maintain a copy of such affidavit for the duration of the contract.   If the City has a good 

faith belief that the Successful Proposer has knowingly violated Section 448.09(1), Florida Statutes, the City shall terminate 
the Contract with the Successful Proposer, and the Contractor may not be awarded a contract with the City for at least 1 

year after the date on which the contract was terminated. The Successful Proposer is liable for any additional costs incurred 

by the City as a result of the termination of the contract. If the City has a good faith belief that a subcontractor knowingly 
violated the law, but the Successful Proposer has otherwise complied with the law, the City shall promptly notify the 

Successful Proposer and order the Successful Proposer to immediately terminate the contract with the subcontractor. 
 

18.27   Responsible Vendor Determination.  The City of Tampa will not request documentation of or consider 

a Proposer’s social, political, or ideological interests when determining if the Proposer is a responsible vendor and will not 
give preference to a Proposer based on the Proposer’s social, political, or ideological interests. 

 
19.  QUESTIONS REGARDING SPECIFICATIONS OR PROPOSAL PROCESS  

 
19.1 To ensure fair consideration for all Proposers, the City prohibits prospective Proposers' communication with 

any department or employee during the submission process.  Questions relative to the interpretation of the Scope of Services 

or the proposal process shall be addressed to the City during the pre-proposal conference, or questions can be submitted via 
the GETALL system up to ten days prior to the RFP opening date and time. 

 
19.2 Communication Policy. During any solicitation period including any protest and/or appeal, no contact with 

City officials or employees, other than with the Analyst, the Director of Purchasing or the Legal Department, is permitted from 

any proposer. Such communication shall result in an automatic disqualification for selection in the pending solicitation and any 
subsequent City solicitations for a period of six (6) months, no matter the outcome of the solicitation or any protest and/or 

appeal. 
 

20. CONTENT OF PROPOSALS 

 
  20.1 Proposer Responsibility.  Proposers are advised that the City’s ability to evaluate proposals is dependent 

in part on the Proposer’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive and 
readable. Clarity of language and adequate, accessible documentation is essential. Proposers should maintain the sequence 

of sections as they are depicted in the RFP. It is the Proposer’s responsibility to examine all specifications and conditions 
thoroughly and comply fully with specifications and all attached terms and conditions. 

 

  It is the Proposer’s responsibility to provide a full and complete written response that does not require interpretation 
or clarification by the City Representative. The Proposer is to provide all requested materials, forms, and information. 

The Proposer is responsible to ensure the materials submitted will properly and accurately reflect the Proposer specifications 
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and offering. During scoring and evaluation (prior to any interviews), the City Representative will rely upon the submitted 
materials and shall not accept materials from the Proposer after the RFP deadline; however, this does not limit the right of the 

City Representative to consider additional information (such as references that are not provided by the Proposer but are known 
to the City, or past experience by the City in assessing responsibility), or to seek clarifications as needed by the City.  

 

  20.2 Proposals should be prepared simply and economically, providing a straightforward, concise description of the 
Proposer's ability to fulfill the requirements of the proposal.  The proposal submitted is the City’s official record and recording 

of the RFP. Submit electronic copies in Acrobat Adobe PDF format.  Pages must be identified with page numbers.  File name 
should not contain special characters.  Proposer must wait for confirmation of successful document upload.        

 
   If Proposer is declaring any portion of the proposal is Confidential and/or Proprietary a copy of proposal  

marked “REDACTED” should also be provided to the City with the original following the instructions stated under Section II. 

General Conditions, Subsection 18.4 Florida Public Records Law. 
 

  In order to ensure a uniform review process and to obtain the maximum degree of comparability, it is 
required that proposals be organized in the following manner and identified with tabs (headings):   

 

IN GETALL, THE FOLLOWING ITEMS SHOULD BE GROUPED AND UPLOADED INTO THE “MAIN SOLICITATION 
RESPONSE” SECTION: 

 

• Title Page.  Type the name of Proposer’s firm, address, telephone number, name of contact person, 
email address, date, and the title of the RFP. 

 

• Table of Contents.  Include a clear identification of the written material by section and by page 
number. 

 

• Proposal Submittal Check List.  Complete and submit Attachment A. for compliance of certain 

requirements identified in the RFP package. 
 

• Tab 1.    Addenda.  Include a copy of the addendum, or addenda associated with the RFP, if 

applicable.  Incomplete proposals will not be considered. 
 

• Tab 2. Florida Public Records Law. Include a written acknowledgement of the Florida Public 

Records Law requirements from Section II. General Conditions, Section 18. General Information, 

Subsection 18.4 including executed copy of Attachment B – Public Records Declaration or Claim of 
Exemption.   

 

• Tab 3. Conflict of Interest.  Include executed copy of Attachment C – Conflict of Interest Form. 
  

• Tab 4.      Response to Proposal.  Specifically state the Proposer’s understanding of the work to be 

accomplished and make a positive commitment to perform the work in Section I. Scope of Services. 
 

• Tab 5.   Section I, Scope of Services.  Include all the requirements and/or documentation 

requested under Section I. Scope of Services, Section 17. Proposer Submittals. 

 

• Tab 6.       References.  Include a reference list of at least three clients to whom the Proposer has 
provided services similar to those being proposed to the City.  This list will include the following 

information:    
 

      Name of Client 

      Date of Services 
      Address 

      Contact Person 
      Telephone Number 

      Email Address 
 

• Tab 7.   General Statement of Experience.  Include a written, verifiable statement of 

experience in providing and managing similar services.  If the Proposer does not possess any 
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experience similar to the services required, Proposer shall provide any pertinent information or 
experience Proposer feels may qualify Proposer for consideration of award. 

 

• Tab 8.  Operational Plan.  Include a narrative description and/or organizational chart outlining 
the methods of operation, operational structure, and services to be provided by the Proposer. This 

description should fully and completely demonstrate the Proposer's intended methods for servicing the 

requirements.  Proposers are also encouraged to provide any other pertinent information that will 
assist the City in evaluating the proposed method of operation. 

   

• Tab 9.  Sub-Contracting Submittals.  No Successful Proposer shall assign the contract or any 
rights or obligations thereunder without the written consent of the City.  The Successful Proposer 

shall be required to perform with its own forces at least fifty-one (51) percent of the 
work, unless prior written consent to subcontract a greater percentage of the work first 

obtained by the City.   In the event of such approved subcontracting, the Successful Proposer 

agrees to provide the City with written documentation relative to the Subcontractor(s) solicited, or 
that will be employed in this award, including but not limited to submittal of attached the following 

Schedule of Sub-Contracting Forms: 
 

• Schedule of All Sub-Contractors/Consultants/Suppliers Solicited - MBD 10 

• Schedule of Sub-Contractors/Consultants/Suppliers to be Utilized - MBD 20 

 

These forms must be completed (including signatures) and submitted with all proposals. 
Submittals that do not contain these completed forms shall be deemed “non-

responsive”.  Instructions on completing the forms are included after each form in this 
RFP package.          

    
Subcontractor shall be defined as a business enterprise, firm, partnership, corporation, consultant, or 

combination thereof having a direct contract with a prime contractor for any portion of the advertised 

work that is awarded by the owner/owner's representative.  
 

Supplier shall be defined as a business enterprise that either directly contracts with a Prime 
Contractor/Consultant or directly contracts with a Subcontractor under such Prime 

Contractor/Consultant to provide materials, supplies or equipment in connection with a Contract 

awarded by the owner/owner representative. A Supplier may be a regular dealer, distributor, or 
manufacturer. 

 
IN GETALL, THE FOLLOWING ITEM SHOULD BE UPLOADED IN THE “COST PROPOSAL SECTION”: 

   

• Tab 10.  Compensation.  Submit an all-inclusive cost statement. Provide a detailed cost 
statement for providing the services indicated in Section I. Scope of Services. Itemize fees, expenses, 

and any optional costs separately. 

 

The Proposer and its staff assigned to provide Services for the City shall include travel and 

accommodation expenses in the proposal price. The Proposer shall comply with the City's current 
travel policy; coach/business class airfare seven-day advance booking, medium rate hotel 

accommodations if applicable, economy/midsize car rental and per diem of Breakfast  $8.00, Lunch 
$12.00, Dinner $18.00, and current IRS mileage reimbursement rate. Original receipts must be 

submitted in order for the Successful Proposer to be reimbursed for travel expenses. 
 

 

IN GETALL, THE FOLLOWING ITEMS SHOULD BE GROUPED AND UPLOADED IN THE “SOLICITATION SUBMITTAL 
SECTION”: 

 

• Tab 11.     Proposer’s Affidavit.  Complete, submit and have notarized the Proposer’s Affirmation 
form provided in the RFP Package.  This form must be signed by an authorized representative of the 

firm as defined below. 

 

• Tab 12.   Affidavit of Compliance.  Complete, submit and have notarized the Affidavit of 
Compliance with Foreign Countries of Concern Pursuant to Section 287.138, Florida Statutes (2023) 
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form provided in the RFP Package.  This form must be signed by an authorized representative of the 
firm as defined below. 

 

• Tab 13.      Proposal Signature Form.    Complete and submit the Proposal Signature form and 
Requested Voluntary Information Regarding Proposer’s Initial Employment Application Content 

form provided in the RFP Package.  These forms must be signed by an authorized representative 

of the firm as defined below: 
 

When Proposer is a corporation, the president, vice president or other person duly authorized to 
bind the corporation shall set out the corporate name in full beneath which he/she shall sign his/her 

name and give the title of his/her office or position.  The proposal shall also bear the seal of the 
corporation attested by its corporate secretary. Proposals signed by a person other than an officer 

of the corporation, shall be accompanied by evidence of authority. 

 
When the Proposer is a partnership, the proposal shall be signed in the name of the partnership by a 

general partner or other person duly authorized to bind the partnership.  The capacity and authority 
of the person signing shall also be given. 

 

When the Proposer is an individual or sole proprietorship, the proposal shall be signed by the individual 
owner, stating name and style under which the Proposer is doing business. 

 
If the Proposer is doing business under a fictitious name, the Proposer must submit a copy of Certificate 

of Registration with the Florida Secretary of State. 
 

When the Proposer is a joint venture, each joint venturer must sign the proposal as hereinabove 

indicated. 
 

NOTE: Failure to submit the Proposal Signature Form executed or failure to submit the Proposal 
Signature Form in the proposal package will result in the proposal being non-responsive. NO 

EXCEPTIONS. 

 

• Tab 14. Per Section 18.14 Proposer’s Criminal History Screening Practices.  Include 
documentation as referenced.    

  
21. EVALUATION OF PROPOSALS  

 
  21.1 The City will not be under any requirement to complete the evaluation by any specific date and reserves the 

right to suspend or postpone the evaluation process should the need arise due to budget constraints, time constraints or other 

factors as directed by the City. However, it is anticipated that the review/evaluation process will be completed in a timely 
manner.  

 
  A Proposal Evaluation Committee will be established to review and evaluate all proposals submitted in response to this 

RFP.  The Committee shall conduct a preliminary evaluation of all proposals on the basis of the information provided and other 

evaluation criteria as set forth in this RFP. The contract will be awarded to the most qualified Successful Proposer per the 
evaluation criteria listed below.     

 
 

 

   EVALUATION CRITERIA    
                                    ......................... MAXIMUM POINT VALUES 

 
   Cost to the City                                          10 points 

   Firm’s Experience and Qualifications                                       30 points 
   Personnel                                           15 points 

   Responsiveness to the Scope of Services                                       20 points 

   Proposer’s Criminal History Screening Practices                                        5 points 
   WMBE/SLBE Participation                                        20 points 

                                                             
   TOTAL POINTS                                        100 points                            
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  21.2 Application of WMBE and SLBE Evaluation Points.  During the evaluation of proposals for WMBE and 

SLBE participation, the Equal Business Opportunity (EBO) Office will be responsible for assigning the points under these criteria.  
Points are determined per MBD Form 71 (EBO Guidelines for Evaluation Points on Request for Proposals) which is attached to 

this RFP document. 

 
  21.3 Proposals will be evaluated and rated based on the criteria stated in this RFP, including but not limited to the 

following: 
 

   21.3.1 Responsiveness of the Proposal to the scope of work. 
 

   21.3.2 Ability, capacity, and skill of the Proposer to perform the scope of work. 

 
   21.3.3 Experience of the business and individual members of the business in accomplishing similar 

services. 
 

   21.3.4 Responses of the client references. 

 
   21.3.5 Such other information that may be required or secured. 

 
  21.4 SHORT- LISTING 

 
   The Evaluation Committee at its sole discretion may create a short-list of the highest scored proposals 

based on the preliminary evaluation against the evaluation criteria. Only those short-listed Proposers would be invited to 

participate in interviews and/or presentations, demonstrations, or product testing. Upon conclusion of any interviews and/or 
presentations, demonstrations or product testing, the Evaluation Committee will finalize the scoring against the evaluation 

criteria.  
 

21.5 INTERVIEWS/DEMONSTRATIONS 

 
   If requested, Proposers may be required to participate in on-site interviews and conduct demonstrations to 

the City’s Evaluation Committee and other City representatives, in order to clarify the proposal submitted and present the 
Proposer’s proposed solution. Additionally, the Proposer’s key personnel may be required to be in attendance during this 

process. 

 
  Proposers should be prepared to discuss and substantiate any of the areas of the proposal submitted, as well as 

its qualifications to furnish the specified products and services. The interviews and demonstrations will be scored by the 
Evaluation Committee.   

 
  Notwithstanding the possibility of a request for an on-site interview and demonstrations, Proposers shall not rely 

on the possibility of such a request and shall submit a complete and comprehensive written response to this solicitation. 

Any costs incurred for the interviews and the oral demonstrations are the responsibility of the Proposer.   
 

  21.6 The City reserves the following rights to: 
 

   21.6.1  Conduct pre-award discussion and/or pre-award negotiations with any or all responsive and 

responsible Proposers who submit proposals determined to be reasonably acceptable of being selected for award; conduct 
personal interviews or require presentations of any or all Proposers prior to selection; and make investigations of the 

qualifications of Proposers as it deems appropriate, including, but not limited to, a background investigation conducted by the 
Tampa Police Department or any other law enforcement agency.  

 
   21.6.2  Request that Proposer(s) modify its proposal to meet the needs of the City more fully, including 

Best and Final Offer(s) (BAFO), or to furnish additional information as the City may reasonably require. 

 
   21.6.3  Accord fair and equal treatment with respect to any opportunity for discussions and revisions of 

proposals.  Such revisions may be permitted after submission of proposals and prior to award. 
 

   21.6.4 Negotiate any modifications to a proposal that it deems acceptable, waive minor irregularities in the 

procedures, and reject any and all proposals.  
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   21.6.5  Process the selection of the successful Proposer without further discussion. 

    
   21.6.6 Waive any irregularity in any proposal, or reject any and all proposals, should it be deemed in its 

best interest to do so.  The City shall be the sole judge of Proposers’ qualifications and reserves the right to verify all information 

submitted by the Proposers.  The proposal selected will be that proposal which is judged to be the most beneficial to the City. 
 

  21.7  Financial Statements.   The City Representative reserves the right to request that Proposers submit their 
annual financial statements for the last three fiscal years, including company financial statement summaries, certified by a 

Certified Public Accountant.  If the organization has been in business for a period of less than three years, Proposers may be 
required to submit a detailed business plan in addition to any pertinent information that would allow the City to evaluate the 

sufficiency of financial resources and the ability of the business to successfully perform the services enumerated in the contract.  

Unless otherwise stated, such requests would be made after the submission of the proposals and prior to award of a contract. 
 

22. ADDITIONAL CONTRACT TERMS  
 

  22.1 Basis of Award.  A contract will be awarded to the most responsible and responsive Proposer whose proposal 

meets the needs of the City to the best degree.  OFFICIAL AWARD WILL BE MADE BY CITY OF TAMPA PURCHASE 
ORDER ONLY. 

 
Prior to award resulting from this solicitation, the Successful Proposer shall be registered to transact business in the State 

of Florida and shall furnish the City with proof of registration with ten days of the notice to do so by the City. Failure to 
promptly submit this evidence of qualification to transact business in the State of Florida may be a basis for rejection of the 

proposal. 

 
   Any Proposer who is owing to the City of Tampa upon any debt, contract, or other obligation 

to the City, or who is a defaulter as a surety or otherwise, will not be eligible for consideration for contract 
award regarding this solicitation. 

 

  22.2 Contract Term.  The period of the contract shall be for three years from the effective date of the award, and 
may, by mutual written agreement, be renewed at the same terms and conditions for two additional one-year periods. 

 
   22.2.1 Supplemental Unilateral Renewal Periods.  The City, through its Director of Purchasing, has the 

option and reserves the right to unilaterally extend the original contract term or any renewal term for up to three (3) additional 

thirty (30) day periods, at the same terms and conditions. Notice of the City’s intent to renew shall be provided by the City in 
writing to the Successful Proposer prior to the expiration of the contract, or the renewal period if the contract has been previously 

renewed. 
 

  22.3 Non-Appropriation of Funds. In the event no funds or insufficient funds are appropriated for 
expenditures under this award, the City will notify the Successful Proposal in writing of such occurrence and the award shall 

terminate without penalty or expense to the City on the last day of the fiscal year in which sufficient funds have been 

appropriated.  
 

  22.4 Contract Termination.  When deemed to be in the best interest of the City, the City may cancel any award 
resulting from this specification by the following means: 

 

   10-day written notice with cause; or  
 

   30-day written notice without cause. 
 

  22.5 Addition/Deletion.  The City reserves the right to add to or delete any service/item from this proposal or 
resulting agreements when deemed to be in the best interest of the City. 

 

  22.6 Proposal Prices.  Prices quoted in the proposal shall include any and all shipping costs, shipped F.O.B. Tampa, 
FL, or to the facility location specified by the requestor or the purchase order. 

 
  All taxes of any kind and character payable on account of the work done and materials furnished under the contract 

shall be paid by the Successful Proposer and shall be deemed to be included in the proposal.  The laws of the State of Florida 

provide that sales tax and use taxes are payable by the Successful Proposer upon the tangible personal property incorporated 
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in the work and such taxes shall be paid by the Successful Proposer and shall be deemed to have been included in the proposal.  
The City is exempt from all State and Federal sales, use and transportation taxes. 

 
 Proposal prices include all royalties and costs arising from patents, trademarks, and copyrights in any way involved in 

the work.  Whenever the Successful Proposer is required or desires to use any design, device, material or process covered by 

letters of patent or copyright, the Successful Proposer shall indemnify, defend and save harmless the City, its officers, agents 
and employees from any and all claims for infringement by reason of the use of any such patented design, tool, material, 

equipment, or process, to be performed under the contract, and shall indemnify the said City, its officers, agents, and 
employees for any costs, expenses and damages which may be incurred by reason of any infringement at any time during the 

prosecution or after the completion of the work.  The duty to defend under this paragraph is independent and separate from 
the duty to indemnify, and the duty to defend exists regardless of any ultimate liability of the Successful Proposal, the City, 

and any indemnified party. This provision shall survive the termination of this contract and shall continue in full force and 

effect so long as the possibility of any liability, claim or loss exists, unless otherwise prohibited by law. 
 

            22.7 Government Purchasing Council.  Hillsborough County Government Purchasing Council (“GPC”) 
members, may, at their discretion or option, utilize this proposal as they require. Estimated quantities for Hillsborough County 

GPC members have not been included in the solicitation.  Purchases by these entities may increase the value of the award.  A 

list of the members of the GPC is contained within this solicitation document. 
 

 Any Hillsborough County GPC member which avails itself of this contract will establish its own contract, place its own 
orders, issue its own purchase orders, and issue its own exemption certificates as required by the Proposer. It is understood 

and agreed that the City of Tampa is not a legally bound party to any contractual agreement made between any other 
governmental entity and the Successful Proposer as a result of this RFP. 

 

22.8 Use of Contract by Other Governmental Agencies.  Unless otherwise stipulated by the Successful 
Proposer in its proposal, the Successful Proposer agrees to make available to all government agencies, departments, and 

municipalities the proposed prices submitted in accordance with the terms and conditions of this Solicitation Document, 
should any governmental entity desire to buy under the Contract resulting from this Solicitation Document. 

 

Any other governmental agency, department, or municipality which avails itself of this contract will establish its own 
contract, place its own orders, issue its own purchase orders, and issue its own exemption certificates as required by the 

Proposer. It is understood and agreed that the City of Tampa is not a legally bound party to any contractual agreement made 
between any other governmental entity and the Proposer as a result of this solicitation. 

 

 22.9 Use of State Contract, GPC, Or Cooperative Purchasing Bids. The City of Tampa reserves the right 
to utilize applicable State of Florida Contracts, GPC Bids, or those contracts of any other federal, state, or local governmental 

entity under the terms of a bid submitted to such entity, provided that such contract is procured in compliance with the 
procuring entity's law, bylaws, regulations, or ordinances regarding competitive solicitation, which must provide for full and 

open competition for any items covered by this specification when the use of same is in the best interest of the City of 
Tampa. 

  

 22.10 Payment. Full payment will be made by the City after receipt and acceptance of materials/services and 
proper invoice in accordance with Florida Statutes § 218.70, et. seq., the Florida’s Local Government Prompt Payment 

Act.  Proposers that accept Visa/Mastercard payments can be enrolled in the City’s ePayments program for faster payment 

turnaround, by contacting the City’s Accounts Payable Department at acctspayable@tampagov.net. 
 

 22.11 Minimum Wage Amendment.  The Successful Proposer shall comply with the minimum wage 
requirements as required in Article X, Section 24, Constitution of the State of Florida. 

 

 The rate of wages for all persons employed by the Successful Proposer on the work covered shall not be less than 
the rate of wages required by the Fair Labor Standards Act (Public Law 104-188).   

  
 22.12 Invoicing.  The Successful Proposer shall furnish the City complete itemized invoices for work performed.   

Invoices are to reflect the prices stipulated on the purchase order and as outlined in this proposal itemizing parts, labor 
hours, materials, etc.  The City will not accept an aggregate invoice.  As part of the award process, the City may request a 

sample invoice.  Invoices shall contain, but not be limited to the following information:  

 

• Invoice number; 

• Company Name; 

• City work order number (if applicable); 

mailto:acctspayable@tampagov.net
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• Purchase order number; 

• Location and dates of work; 

• Cost of work as stated on Pricing/Proposal pages and extended price to reflect total cost. 

 
 At the time of submission of its invoices, the Successful Proposer shall submit to the City a report on Form MBD-

30, “DMI-Payments” of all sub-contracted amounts and payments along with any other completed reports or forms as may 
be required by the CITY.  In the event the Successful Proposer uses any WMBE and/or SLBE sub-contractors, the Successful 

Proposer shall provide form MBD-40 “Letter of Intent” (LOI) for all WMBE and/or SLBE sub-contractors the Successful 
Proposer intends to utilize. 

 

• Form MBD-30-DMI Sub-(Contractors/Consultants/Suppliers) Payments 

• Form MBD-40 Letter of Intent (LOI) 

 
 22.13  Contract Changes.  No changes, over the contract period, shall be permitted unless prior written approval 

is given by the Director of Purchasing and, an amendment to the Agreement is executed by the City and Contractor and 
approved by resolution of the City Council of the City of Tampa. 

 

22.14 Assignment.  To the extent permitted by applicable law, this contract, and all rights or obligations 
hereunder, is not assignable, in whole or in part, by operation of law, acquisition of assets, merger, consolidation, dissolution 

or otherwise without the advance written approval of the other party to this contract. Any attempted assignment of this 
contract by a party without the advance written approval of the other party shall be invalid and unenforceable against the 

other party. Any approved assignment of this contract by the Successful Proposer will not relieve the Successful Proposer 

from the performance of its duties, covenants, agreements, obligations, and undertakings under this contract, unless the 
assignment expressly provides otherwise. No assignment by the Successful Proposer shall be effective unless the assignee 

confirms in writing to the City that the assignee accepts and shall comply with all of the duties, responsibilities, and 
obligations of the Successful Proposer. Notwithstanding the foregoing, the City may assign its rights under this contract 

(without the Successful Proposer's consent or approval) to a governmental successor of the City. An assignment by the City 
of its rights under this contract to a governmental successor of the City will relieve the City from the performance of its 

duties, covenants, agreements, and obligations under this contract after the effective date of the assignment. However, 

the City shall continue to be liable for the obligations it incurred under this contract prior to the effective date of the 
assignment. Action by the City in awarding a proposal to a proposer, which has disclosed its intent to assign or subcontract 

in its response to the RFP, without exception shall constitute approval for purposes of this contract. 
 

In the event of such approved Sub-Contracting, the Successful Proposer agrees to provide the City with written 

documentation relative to the Subcontractor(s) solicited, or that will be employed in this contract, including but not limited 
to submittal of attached Schedule of Sub-Contracting forms, with the proposal response.  

 

• Schedule of All Sub-Contractors/Consultants/Suppliers Solicited - MBD 10 

• Schedule of Sub-Contractors/Consultants/Suppliers to be Utilized - MBD 20 
 

These forms must be completed (including signatures) and submitted with all proposals.  Submittals 
that do not contain these completed forms shall be deemed “non-responsive”.  Instructions on completing the 

forms are included after each form in this RFP package.          

 
 Subcontractor shall be defined as a business enterprise, firm, partnership, corporation, consultant, or combination 

thereof having a direct contract with a prime contractor for any portion of the advertised work that is awarded by the 
owner/owner's representative.  

 

 Supplier shall be defined as a business enterprise that either directly contracts with a Prime Contractor/Consultant or 
directly contracts with a Subcontractor under such Prime Contractor/Consultant to provide materials, supplies or equipment in 

connection with a Contract awarded by the owner/owner representative. A Supplier may be a regular dealer, distributor, or 
manufacturer. 

 
  22.15 Default/Re-award.  Any contract resulting from this specification may be cancelled by the Director of 

Purchasing in whole or in part by written notice of default to the Successful Proposer upon non-performance or violation of 

contract terms, including the failure of the Successful Proposer to deliver materials or services within the time stipulated in this 
specification, unless extended in writing by the Director of Purchasing.  In the event a contract is cancelled because of the 

default of the Successful Proposer, the Director of Purchasing may: (i) purchase the materials or services specified in this 
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specification on the open market; or (ii) make an award to the next best Proposer and establish the period of such contract, 
provided such period is no longer than the contract period set forth in this specification. 

 
  22.16 Convicted Vendor List (Public Entity Crime).  A person or affiliate 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 a public entity, may not submit a proposal on a contract with a public entity for the construction or repair of a public building 
or public work, may not submit proposals on leases of real property to a public entity, may not be awarded or perform work as 

a contractor, supplier, subcontractor, or consultant under a contract with any public entity, and may not transact business with 
any public entity in excess of the threshold amount provided in Section 287.017 for Category Two ($10,000.00 and greater) for 

a period of 36 months from the date of being placed on the convicted vendor list.  [See Florida State Statute 287.133 (2)(a)] 
 

23.         NON-DISCRIMINATION IN CONTRACTING AND EMPLOYMENT 

 
The following provisions are hereby incorporated into any contract executed by or on behalf of the City of 

Tampa.  The Successful Proposer shall comply with the following Statement of Assurance: 
 

            During the performance of this contract, the Successful Proposer herein assures the City, that said Successful 

Proposer is in compliance with Title VII of the 1964 Civil Rights Act, as amended, the Florida Civil Rights Act of 1992, and 
the City of Tampa Code of Ordinances, Chapter 12, in that the Successful Proposer does not on the grounds of race, color, 

national origin, religion, sex, sexual orientation, gender identity or expression, age, disability, familial status, or marital 
status, discriminate in any form or manner against said Successful Proposer’s employees or applicants for employment.  

 
            Successful Proposer understands and agrees that this contract is conditioned upon the veracity of this Statement 

of Assurance, and that violation of this condition shall be considered a material breach of this contract. Furthermore, the 

Successful Proposer herein assures the City that said Successful Proposer will comply with Title VI of the Civil Rights Act of 
1964 when federal grant(s) is/are involved. This Statement of Assurance shall be interpreted to include Vietnam-Era 

Veterans and Disabled Veterans within its protective range of applicability.  
            Successful Proposer further acknowledges and agrees to provide the City with all information and documentation 

that may be requested by the City from time to time regarding the solicitation, selection, treatment and payment of 

subcontractors, suppliers, and vendors in connection with this contract. Successful Proposer further acknowledges that it 
must comply with City of Tampa Code of Ordinances, Chapter 26.5. 

 
Per City of Tampa Code of Ordinances, Section 2-284, Bidder(s) are requested to provide information as to whether 

Proposer(s) has criminal history screenings similar in nature to the practices contained in Chapter 12, Article VI, City of 

Tampa Code of Ordinances.  The City of Tampa’s municipal codes are published online by the Municipal Code Corporation 
at the website link https://www.municode.com/library/fl/tampa/codes/code_of_ordinances.    

 
24. INSURANCE. This contract is subject to the attached and incorporated CITY OF TAMPA INSURANCE 
REQUIREMENTS included as Exhibit 1 of this RFP document which should be reviewed for complete insurance details and 

coverage requirements.   
 

 

 
End of Section II 

 

https://www.municode.com/library/fl/tampa/codes/code_of_ordinances
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SECTION III. PROPOSER’S AFFIDAVIT AND PROPOSAL SIGNATURE FORMS 
 

PROPOSER’S AFFIDAVIT 
 

Before me, the undersigned authority who is duly authorized by law to administer oaths and take acknowledgements, 

personally appeared 
 

                     
AFFIANT’S NAME (Person’s Name) 

 
Who, after being duly cautioned and sworn, and being fully aware of the penalties of perjury, does hereby depose and 

declare, on his own behalf or as a representative on behalf of a partnership or corporation, or other entity that is the 

Proposer in the matter at hand, as follows: 
 
1. That the Proposer, if a natural person, is of lawful age. 
 

2. That if the Proposer is a partnership, or a corporation, or other legal person or entity recognized in the State of Florida, it has 
complied with all laws and ordinances governing the formation and continued existence of such entities, including but not limited 

to, if a Florida corporation, to the filing of  its Articles of Incorporation with the Florida Secretary of State and if a corporation 

incorporated under the laws of a state other than Florida, that it is duly authorized to do business in the State of Florida;  that it 
is currently an active corporation or entity fully authorized to do business;  and that the undersigned is representative of the 

corporation or entity authorized to make this affirmation and declaration and who has the power to bind said corporation or entity. 
 

3. That if the Proposer is operating under a fictitious name, Proposer has currently complied with and any and all laws and 
procedures governing the operation of businesses under fictitious names in the State of Florida.  

 
4. That the Proposer has not submitted a rigged proposal, nor engaged in collusive bidding, or a collusive bidding arrangement, 

or fraudulent bidding, or entered into a conspiracy in connection with this RFP with any other natural person, partnership, 

corporation or other entity making a proposal for the same purpose. The Proposer has not entered into any understanding or 
agreement with any other person or entity where one or more such persons or entities agrees not to bid or fixing the prices to be 

bid.  
 

5. In the event that the City determines that the Proposer has participated in any collusive, deceptive, or fraudulent practices in 
derogation of the statements in this Affidavit the City, in addition to any other remedy it may exercise, will have the right to debar 

the Proposer.  The contract let under such circumstances shall be deemed invalid. 
 

6. That the Proposer is not in arrears to the City of Tampa upon debt or contract and is not in default, as surety or otherwise, of 

any obligation to the City, Hillsborough County, or the State of Florida 
 

7. That no officer or employee of the City, either individually or through any firm, corporation, or business of which he/she is a 
stockholder or holds office, shall receive any substantial benefit, or profit out of the contract to this Proposer; nor does the 

Proposer know of any City officer or employee having any financial interest in assisting the Proposer to obtain, or in any other 
way effecting, the award of the contract to this Proposer. 

 
8. That, by submitting this proposal, the Proposer certifies that he/she has fully read and understands the RFP method and has 

full knowledge of the scope, nature, and quality of work to be performed or the services to be rendered. 

 
9.  That, by submitting this proposal, Affiant certifies compliance with Section 287.135, Florida Statutes and for contracts for 

goods or services of $1 million or more, that the Proposer is not on the Scrutinized Companies with Activities in the Sudan List, 

the Scrutinized Companies with Activities in the Iran Petroleum Energy Sector List, or the Scrutinized Companies with Activities 

in Iran Terrorism Sectors List and is not engaged in business operations in Cuba or Syria, and that for contracts for goods or 

services of any amount, that the Proposer is not on the Scrutinized Companies that Boycott Israel List, and is not engaged in a 

boycott of Israel. Affiant understands that pursuant to Section 287.135, Florida Statutes, the submission of a false certification 

may subject Proposer to civil penalties, attorney’s fees, other costs, and termination of any contract that is awarded. 
 

The Proposer shall comply with the applicable requirements of Federal and state laws, all Codes and Ordinances of the City of 
Tampa as amended from time to time and any applicable professional regulations. 
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FURTHER AFFIANT SAYETH NOT. 
Proposer: Complete the applicable acknowledgement for an Individual Acting in His/Her Own Right or an Entity (by type): 

 

FOR AN INDIVIDUAL ACTING IN HIS/HER OWN RIGHT 
 

 State of       
 County of      

 

 The foregoing instrument was sworn to (or affirmed) and subscribed before me by means of ☐ physical presence or 

☐ online notarization this _____ day of                                      20 , by     , who 

is personally known to me or who has produced identification and who did (did not) take an oath. 

 
                                       ____________________                                     

Signature of Notary Public                                        Signature of Affiant 

 
Notary Public 

State of:   __________                   
My Commission 

Expires:      

 
                                          ______________________________________________   

Printed, typed, or stamped                                       Printed or typed name of Affiant 
Commissioned name of notary public 

 

 

FOR AN ENTITY 

 
 State of       

 County of      
 

 The foregoing instrument was sworn to (or affirmed) and subscribed before me by means of ☐ physical presence or 

☐ online notarization this ____ day of       20 , by     __     ,                 

as _________________         , of _____________________________ a ☐ Partnership, ☐ Joint Venture, ☐ Corporation,  

☐ Limited Liability Company (LLC) or ☐ Other ___________________, on behalf of such entity.  Such individual is 

personally known to me or has produced identification.   

Type of identification produced: ______________________ 

 
                                                    _______________                                     

Signature of Notary Public                                         Signature of Affiant 

 
 

Notary Public 
State of:                    

My Commission 

Expires:        
 

 
                                                        ________________                                    

Printed, typed, or stamped                                        Printed or typed name of Affiant 
Commissioned name of notary public 
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AFFIDAVIT OF COMPLIANCE WITH FOREIGN COUNTRIES OF CONCERN 
PURSUANT TO SECTION 287.138, FLORIDA STATUTES (2023) 

 
 
The undersigned, on behalf of the entity listed below (“Entity”), hereby attests under penalty of perjury as follows: 

 
1. Entity is not owned by the government of a Foreign Country of Concern as defined in Section 287.138, 

Florida Statutes. (Source: § 287.138(2)(a), Florida Statutes.) 

2. The government of a Foreign Country of Concern does not have a controlling interest in Entity. (Source:  §

 287.138(2)(b), Florida Statutes.) 

3. Entity is not organized under the laws of and does not have a principal place of business in, a Foreign

 Country of Concern.  (Source:  § 287.138(2)(c), Florida Statutes.) 

4. The undersigned is authorized to execute this affidavit on behalf of Entity. 

5. The undersigned further sayeth naught. 

 

 
Date:    , 20   Signed:        

 
Entity:       Name:        

 

       Title:        
STATE OF     

 
COUNTY OF     

 
 

Sworn to (or affirmed) and subscribed before me, by means of ☐ physical presence or ☐ online notarization, this day of 

   , 20 , by        , as     

for      , who is personally known to me or who has produced   
  as identification. 
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PROPOSAL SIGNATURE FORM  

FOR 
OFF-SITE RECORDS MANAGEMENT SERVICES 

 

In compliance with this RFP and to all the conditions imposed herein, the undersigned offers and agrees to provide RFP# 
61072924, OFF-SITE RECORDS MANAGEMENT SERVICES, in accordance with the attached signed proposal, or as 

mutually agreed upon by subsequent negotiation.  This completed Proposal Signature form must be submitted with the Proposer's 
written proposal and will become a part of any agreement that may be awarded. This Proposal Signature Form must be signed 

by an authorized representative, as defined in Section II. General Conditions, Section 20. Content of Proposal of this RFP.  If 
the Proposal Signature Form is not signed by an authorized representative (accompanied by evidence of 

authority) or submitted with the proposal, the proposal is considered non-responsive. 

 
Please type or print: 

 
Name of Firm:                                                             

 

Address:                                                                        
 

City:                        State:      Zip:                  
 

Contact Person:                         Title:       
 

Federal ID #.:         Telephone No.:            Email:       

  
Type Organization: [ ] Individual  [ ] Small Business [ ] Non-Profit [ ] LLC 

    [ ]Partnership   [ ] Corporation  [ ] Joint Venture 
 

Attach copies of all such licenses, permits or certificates issued to the business entity. 

 
Business is licensed, (unless exempt by applicable law) permitted or certified to do business in the State of Florida: 

[  ] Yes   [  ] No. License #                      
 

 

Minority Business Status:  [  ]  Black   [  ] Hispanic  [ ] Woman  [  ]  Other 
 

Is your business certified as a minority business (WMBE) or small business enterprise (SLBE) with any government agency?  
 [  ] Yes  [ ] No.  If yes, please list below: 

 
Agency Name    Certification Number   Expiration Date 

 

                                                                                                
 

                                                           
 

Sub-Contracting Submittals required:  Forms MBD-10, MBD-20 must be submitted with the proposal. 

 
By signing this Proposal Signature Form, the Proposer complies with all of the requirements of the RFP 

package including but not limited to Communication Policy and City of Tampa Ethics Code contained in 
SECTION II. GENERAL CONDITIONS. 

 
NOTE: When Proposer is a corporation, the president, vice president or other person duly authorized to bind the corporation shall set out the corporate 
name in full beneath which he/she shall sign his/her name and give the title of his/her office or position.  The proposal shall also bear the seal of the 
corporation attested by its corporate secretary. Proposals signed by a person other than an officer of the corporation, shall be accompanied by 
evidence of authority. 
 

 

Authorized Signature:                     Date:           
End of Section III 
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SECTION IV. SUB-CONTRACTING FORMS AND PAYMENT FORM 

 
Failure to Complete, Sign and Submit Both Forms 10 & 20 SHALL render the Proposal Non-Responsive   

 

Page 1 of 4 – DMI Solicited/Utilized Schedules 
City of Tampa – Schedule of All Solicited Sub-(Contractors/Consultants/Suppliers)  

(FORM  MBD-10) 
 

Contract No.: 24-P-01099 Contract Name: OFF-SITE RECORDS MANAGEMENT SERVICES, RFP #61072924   

Company Name:      Address:            
Federal ID:    Phone:    Fax:    Email:      
 

Check applicable box(es). Detailed Instructions for completing this form are on page 2 of 4.   
[  ] No Firms were contacted or solicited for this contract. 
[  ] No Firms were contacted because:             
[  ] See attached list of additional Firms solicited and all supplemental information (List must comply to this form) 
       Note: Form MBD-10 must list ALL subcontractors solicited including Non-minority/small businesses 
NIGP Code Categories:   Buildings = 909,   General = 912,   Heavy = 913,   Trades = 914,   Architects = 906,    Engineers & Surveyors = 925,   Supplier = 912-77 

 
S = SLBE 
W=WMBE 
O = Neither Company Name 

Address 
Phone,  Fax, Email 

Type of Ownership 
(F=Female M=Male) 
BF BM = African Am. 
HF HM = Hispanic 
AF AM = Asian Am. 
NF NM = Native Am. 
CF CM = Caucasian 

Trade or 
Services 

 
NIGP Code 

(listed 
above) 

Contact 
Method 
L=Letter 
F=Fax 

E=Email 
P=Phone 

Quote 
or 

Response 
Received 

Y/N Federal  ID 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

 
It is hereby certified that the information provided is an accurate and true account of contacts and solicitations for sub–contracting 
opportunities on this contract.  

 
Signed:        Name/Title:      Date:    

Failure to Complete, Sign and Submit Both Forms 10 & 20 SHALL render the Proposal Non-Responsive   
Forms must be included with Proposal 

MBD 10 rev./effective  02/2016   

Failure to Complete, Sign and Submit 

this form with your Proposal 

 Shall render the Proposal Non-

Responsive 

(Do Not Modify This Form) 
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Page 2 of 4 – DMI Solicited/Utilized 
Instructions for completing The Sub-(Contractors/Consultants/ Suppliers) Solicited Form 

(Form MBD-10) 
 
This form must be submitted with all proposals.  All subcontractors (regardless of ownership or size) solicited and 

subcontractors from whom unsolicited quotations were received must be included on this form.  The instructions that follow 

correspond to the headings on the form required to be completed. Note: Ability or desire to self-perform all work shall not 

exempt the prime from Good Faith Efforts to achieve participation.  

  

• Contract No.  This is the number assigned by the City of Tampa for the proposal.  

• Contract Name. This is the name of the contract assigned by the City of Tampa for the proposal. 

• Contractor Name. The name of your business and/or doing business as (dba) if applicable. 

• Address. The physical address of your business. 

• Federal ID. FIN. A number assigned to your business for tax reporting purposes. 

• Phone.  Telephone number to contact business. 

• Fax. Fax number for business. 

• Email. Provide email address for electronic correspondence. 

• No Firms were contacted or solicited for this contract. Checking the box indicates that a pre-determined 

Subcontract Goal or Participation Plan Requirement was not set by the City resulting in your business not using 

subcontractors and will self-perform all work.  If during the performance of the contract you employ subcontractors, 

the City must pre-approve subcontractors. Use of the “Sub-(Contractors/Consultants/Suppliers) Payments” form 

(MBD Form-30) must be submitted with every pay application and invoice.  Note: Certified SLBE or WMBE firms 

bidding as Primes are not exempt from outreach and solicitation of subcontractors. 

• No Firms were contacted because. Provide brief explanation why no firms were contacted or solicited. 

• See attached documents. Check box, if after you have completed the DMI Form in its entirety, you need more space 

to list additional firms and/or if you have supplemental information/documentation relating to the form. All DMI 

data not submitted on the MBD Form-10 must be in the same format and have all requested data from MBD Form-

10 included. 

  

The following instructions are for information of any and all subcontractors solicited. 

 

• “S” = SLBE, “W” = WMBE. Enter “S” for firms Certified by the City as Small Local Business Enterprises and/or 

“W” for firms Certified by the City as either Women/Minority Business Enterprise; “O” = Non-certified others. 

• Federal ID. FIN. A number assigned to a business for tax reporting purposes. This information is critical in proper 

identification and payment of the contractor/subcontractor. 

• Company Name, Address, Phone & Fax. Provide company information for verification of payments. 

• Type of Ownership. Indicate the Ethnicity and Gender of the owner of the subcontracting business. 

• Trade, Services, or Materials indicate the trade, service, or materials provided by the subcontractor.  NIGP codes 

aka “National Institute of Governmental Purchasing” are listed at top section of document. 

• Contact Method L=letter, F=fax, E=Email, P=Phone. Indicate with letter the method(s) of soliciting for bid. 

• Quote or Resp. (response) Rec’d (received) Y/N. Indicate “Y” Yes if you received a quotation or if you received 

a response to your solicitation. Indicate “N” No if you received no response to your solicitation from the 

subcontractor. Must keep records: log, ledger, documentation, etc. that can validate/verify.  

 

 
 
For additional information visit the Equal Business Opportunity Office website at   www.tampagov.net/ebo 
 
 
 

http://www.tampagov.net/ebo
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Failure to Complete, Sign and Submit Both Forms 10 & 20 SHALL render the Proposal Non-Responsive   

Page 3 of 4 – DMI Solicited/Utilized Schedules 
City of Tampa – Schedule of All To-Be-Utilized Sub-(Contractors/Consultants/Suppliers)  

(FORM  MBD-20) 
 

Contract No.: 24-P-01099 Contract Name: OFF-SITE RECORDS MANAGEMENT SERVICES, RFP #61072924   

Company Name:      Address:        
Federal ID:    Phone:    Fax:    Email:      
 

Check applicable box(es). Detailed Instructions for completing this form are on page 4 of 4. 
[  ] See attached list of additional Firms Utilized and all supplemental information (List must comply to this form) 
       Note: Form MBD-20 must list ALL subcontractors To-Be-Utilized including Non-minority/small businesses 

[  ] No Subcontracting/consulting (of any kind) will be performed on this contract. 
[  ] No Firms are listed to be utilized because:           
NIGP Code General Categories:   Buildings = 909,   General = 912,   Heavy = 913,   Trades = 914,   Architects = 906,    Engineers & Surveyors = 925,  Supplier = 912-77 

 
                             Enter “S” for firms Certified as Small Local Business Enterprises, “W” for firms Certified as Women/Minority Business Enterprise, “O” for Other Non-Certified  

S = SLBE 
W=WMBE 
O =Neither Company Name 

Address 
Phone, Fax, Email 

Type of Ownership 
(F=Female M=Male) 
BF BM = African Am. 

HF HM = Hispanic Am. 
AF AM = Asian Am. 
NF NM = Native Am. 
CF CM = Caucasian 

Trade, 
Services, 

or Materials 
 

NIGP Code 
Listed 
above 

$ Amount 
of Quote. 
Letter of 

Intent (LOI) 
if available 

Percent 
of 

Scope or 
Contract 

% Federal  ID 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

Total ALL Subcontract / Supplier Utilization $____________________ 
Total SLBE Utilization $ _____________________________________   
Total WMBE Utilization $ ____________________________________ 
Percent SLBE Utilization of Total Bid/Proposal Amt.  _____%  Percent WMBE Utilization of Total Bid/Proposal Amt.  _____% 
 

It is hereby certified that the following information is a true and accurate account of utilization for sub-contracting opportunities on this Contract. 
 

Signed:        Name/Title:      Date:    
Failure to Complete, Sign and Submit Both Forms 10 & 20 SHALL render the Proposal Non-Responsive 

Forms must be included with  Proposal 
MBD 20 rev./effective  02/2016    

Failure to Complete, Sign and Submit 

this form with your Proposal Shall 

render the Proposal Non-Responsive. 

(Do Not Modify This Form) 
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Page 4 of 4 DMI – Solicited/Utilized 
Instructions for completing The Sub-(Contractors/Consultants/ Suppliers) to be Utilized Form 

(Form MBD-20) 
This form must be submitted with all bids or proposals.  All subcontractors (regardless of ownership or size) projected to 

be utilized must be included on this form.   Note: Ability or desire to self-perform all work shall not exempt the prime from 

Good Faith Efforts to achieve participation. 
 

Contract No.  This is the number assigned by the City of Tampa for the bid or proposal.  

• Contract Name. This is the name of the contract assigned by the City of Tampa for the bid or proposal. 

• Contractor Name. The name of your business and/or doing business as (dba) if applicable. 

• Address. The physical address of your business. 

• Federal ID. FIN. A number assigned to your business for tax reporting purposes. 

• Phone.  Telephone number to contact business. 

• Fax. Fax number for business. 

• Email. Provide email address for electronic correspondence. 

• No Subcontracting/consulting (of any kind) will be performed on this contract. Checking box indicates your 

business will not use subcontractors when no Subcontract Goal or Participation Plan Requirement was set by the 

City but will self-perform all work.  When subcontractors are utilized during the performance of the contract, the 

“Sub-(Contractors/Consultants/Suppliers) Payments” form (MBD Form-30) must be submitted with every pay 

application and invoice.  Note: certified SLBE or WMBE firms bidding as Primes are not exempt from outreach 

and solicitation of subcontractors, including completion and submitting Form-10 and Form-20. 

• No Firms listed To-Be-Utilized. Check box; provide brief explanation why no firms were retained when a goal or 

participation plan requirement was set on the contract. Note: mandatory compliance with Good Faith Effort outreach 

(GFECP) requirements applies (MBD Form-50) and supporting documentation must accompany the bid. 

• See attached documents. Check box, if after completing the DMI Form in its entirety, you need more space to list 

additional firms and/or if you have supplemental information/documentation relating to the scope/value/percent 

utilization of subcontractors.  Reproduce copies of MBD-20 and attach. All data not submitted on duplicate forms 

must be in the same format and content as specified in these instructions.  
 

The following instructions are for information of Any and All subcontractors To Be Utilized. 
 

• Federal ID. FIN. A number assigned to a business for tax reporting purposes. This information is critical in proper 

identification of the subcontractor. 

• “S” = SLBE, “W” = WMBE. Enter “S” for firms Certified by the City as Small Local Business Enterprises and/or 

“W” for firms Certified by the City as Women/Minority Business Enterprise; “O” = Non-certified others. 

• Company Name, Address, Phone & Fax. Provide company information for verification of payments. 

• Type of Ownership. Indicate the Ethnicity and Gender of the owner of the subcontracting business. 

• Trade, Services, or Materials (NIGP code if Known) Indicate the trade, service, or material provided by the 

subcontractor.  Abbreviated list of NIGP is available at http:/www.tampagov.net/mbd “Information Resources”.  

• Amount of Quote, Letters of Intent (required for both SLBEs and WMBEs). 

• Percent of Work/Contract. Indicate the percent of the total contract price the subcontract(s) represent. For CCNA 

only (i.e., Consultant A/E Services) you must indicate subcontracts as percent of total scope/contract. 

• Total Subcontract/Supplier Utilization. – Provide total dollar amount of all subcontractors/suppliers projected to 

be used for the contract. (Dollar amounts may be optional in CCNA depending on solicitation format). 

• Total SLBE Utilization. Provide total dollar amount for all projected SLBE subcontractors/Suppliers used for this 

contract. (Dollar amounts may be optional in CCNA proposals depending on the solicitation format). 

• Total WMBE Utilization. Provide total dollar amount for all projected WMBE subcontractors/Suppliers used for 

this contract. (Dollar amounts may be optional in CCNA proposals depending on the solicitation format). 

• Percent SLBE Utilization. Total amount allocated to SLBEs divided by the total bid/proposal amount.  

• Percent WMBE Utilization. Total amount allocated to WMBEs divided by the total bid/proposal amount.  
 

For additional information visit the Equal Business Opportunity Office website at   www.tampagov.net/ebo 
 
 

http://www.tampagov.net/ebo
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City of Tampa – DMI Sub-(Contractors/Consultants/Suppliers) Payments    [  ] Partial    [  ] Final    

(FORM MBD-30) 
 

Contract No.: 24-P-01099 Contract Name: OFF-SITE RECORDS MANAGEMENT SERVICES, RFP #61072924   

Contractor Name:     Address:         
Federal ID:     Phone:   Fax:    Email:      
GC Pay Period:   Payment Request/Invoice Number:    City Department:    
Total Amount Requested for pay period: $   Total Contract Amount (including change orders):$   
 
      -Type of Ownership - (F=Female M=Male),   BF BM = African Am.,   HF HM = Hispanic Am.,   AF AM = Asian Am.,   NF 
NM = Native Am.,   CF CM = Caucasian S = SLBE 

Type 

Company Name 
Address 

Phone  &  Fax 
 

Total 
Subcontract 

Or PO 
Amount 

Amount Paid 

To Date 

Amount To Be 
Paid 

For This Period 
Trade/Work 

Activity  

[]Sub  
[]Supplier 

Amount 
Pending 

Previously 
Reported 

Sub Pay Period 

Ending Date 
Federal ID 

   $ $ 

 

   

 

   $ $ 

 

   

 

   $ $ 

 

   

 

   $ $ 

 

   

 

   $ $ 

 

   

 

   $ $ 

 

   

 

(Modifying This Form or Failure to Complete and Sign May Result in Non-Compliance) 
Certification: I hereby certify that the above information is a true and accurate account of payments to 
subcontractors/consultants on this contract.    
 
Signed:        Name/Title:      Date:    
DMI form 30 (rev. 10/01/12)         Note: Detailed Instructions for completing this form are on the next page 
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Instructions for completing The DMI Sub-(Contractors/Consultants/ Suppliers) Payment Form 
(Form MBD-30) 

 
This form must be submitted with all invoicing or payment requests where there has been subcontracting rendered for the pay period.  

If applicable, after payment has been made to the subcontractor, “Waiver and Release of Lien upon Progress Payment”, “Affidavit of 

Contractor in Connection with Final Payment”, or an affidavit of payment must be submitted with the amount paid for the pay period.  

The following will detail what data is required for this form.  The instructions that follow correspond to the headings on the form required 

to be completed.  (Modifying or omitted information from this form my result in non-compliance). 

 

• Contract No.  This is the number assigned by the City of Tampa for the bid or proposal. 

• W.O.#  If the report covers a work order number (W.O.#) for the contract, please indicate it in that space. 

• Contract Name. This is the name of the contract assigned by the City of Tampa for the bid or proposal. 

• Contractor Name. The name of your business. 

• Address. The physical address of your business. 

• Federal ID. A number assigned to a business for tax reporting purposes. 

• Phone.  Telephone number to contact business. 

• Fax. Fax number for business. 

• Email. Provide email address for electronic correspondence. 

• Pay Period.  Provide start and finish dates for pay period. (e.g.  05/01/13 – 05/31/13) 

• Payment Request/Invoice Number.  Provide sequence number for payment requests.  (ex. Payment one, write 1 in space, 

payment three, write 3 in space provided.) 

• City Department.  The City of Tampa department to which the contract pertains. 

• Total Amount Requested for pay period. Provide all dollars you are expecting to receive for the pay period. 

• Total Contract Amount (including change orders). Provide expected total contract amount.  This includes any change orders 

that may increase or decrease the original contract amount. 

• Signed/Name/Title/Date.  This is your certification that the information provided on the form is accurate. 

• See attached documents. Check if you have provided any additional documentation relating to the payment data.  Located at 

the bottom middle of the form. 

• Partial Payment. Check if the payment period is a partial payment, not a final payment.  Located at the top right of the form. 

• Final Payment. Check of this period is the final payment period.  Located at the top right of the form. 

 

The following instructions are for information of any and all subcontractors used for the pay period. 

 

• (Type) of Ownership. Indicate the Ethnicity and Gender of the owner of the subcontracting business or SLBE. 

• Trade/Work Activity.  Indicate the trade, service, or material provided by the subcontractor. 

• Subcontractor/Subconsultant/Supplier.  Please indicate status of firm on this contract. 

• Federal ID. A number assigned to a business for tax reporting purposes. This information is critical in proper identification of 

the subcontractor. 

• Company Name, Address, Phone & Fax.  Provide company information for verification of payments. 

• Total Subcontract Amount. Provide total amount of subcontract for subcontractor including change orders. 

• Amount Paid To Date. Indicate all dollars paid to date for the subcontractor. 

• Amount Pending, Previously Reported. Indicate any amount previously reported that payments are pending. 

• Amount To Be Paid for this Period. Provide dollar amount of dollars requested for the pay period. 

• Sub Pay Period Ending Date.  Provide date for which subcontractor invoiced performed work. 

 

Forms must be signed and dated or will be considered incomplete.  The company authorized representative must sign and certify the 

information is true and accurate. Failure to sign this document or return the document unsigned can be cause for determining a company 

is in non-compliance of Ordinance 2008-89. 

 

For additional information visit the Equal Business Opportunity Office website at   www.tampagov.net/ebo 
 

http://www.tampagov.net/ebo
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City of Tampa 

Official Letter of Intent 
(Form MBD-40) 

A Letter of Intent is required for each WMBE/SLBE listed on the Schedule of Subcontractors to be Utilized (MBD 20 

Form). Letter of Intent must be signed by both the Proposer and WMBE/SLBE firm. 

 

Proposal/Contract Number:             

 

Proposal/Contract Name:               

 

A. To be completed by the Proposer 

 

Name of Bidder:             

Address:              

              

 

Contact Person:             

Telephone:        Fax:        

Email:               

 

B. To be completed by WMBE/SLBE 

 

Name of WMBE/SLBE:            

Address:              

              

 

Contact Person:             

Telephone:        Fax:        

Email:               

 

 

C.      Identify the scope of work to be performed or item(s) to be supplied by the WMBE/SLBE.  On unit price 

bids, identify to which bid line item the WMBE/SLBE’s work scope or supply corresponds: 

              

              

              

 

 

D. Cost of work to be performed by WMBE/SLBE:         

E. Cost of work to be performed by WMBE/SLBE as a percent of total City contract amount:$   

 
Proposer certifies that it intends to utilize the WMBE/SLBE listed above, and that the work described above is accurate.  

Proposer will provide City with copy of the related subcontract agreement and/or purchase order prior to commencement of 

the WMBE/SLBE’s work. The WMBE/SLBE firm certifies that it has agreed to provide such work/supplies for the amount 

stated above. 

 

Proposer:                       Date:     

                                        Signature and Title 

 

WMBE/SLBE Firm:           Date:     

                                        Signature and Title 
Rev. 10/12/12 MBD 40 
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Official Letter of Intent Instructions 
City of Tampa 

Equal Business Opportunity Program 

 

 
The Official Letter of Intent must be submitted to the soliciting department within ten (10) workdays of the RFP 

opening, prior to award.  Not providing all letters of intent within the prescribed time frame may be caused to 

delay award or declare the bid to be non-responsive.  

 

Proposal/Contract Number- Please provide proposal/contract number provided by City of Tampa procuring 

department. 

 

Proposal/Contract Name – Please provide proposal/contract name provided by City of Tampa procuring 

department. 

 

To be Completed by the Proposer – Please provide prime contractor or proposers detailed company information 

as indicated. 

 

To be completed by the WMBE/SLBE – Please provide WMBE/SLBE subcontractor detailed company 

information as indicated. 

 

Proposer is to Identify the scope of work to be performed or item(s) to be supplied by the WMBE/SLBE. 

On unit price bids identify, which bid line item the WMBE/SLBE’s scope of work or supply corresponds – 

Please provide details of the services or supplies the WMBE/SLBE will provide.   

 

Cost of work to be performed by WMBE/SLBE – Provide agreed upon estimate of work or supplies total price 

(Unit prices are accepted if specific quantities have yet to be determined). 

 

Proposer – Signature of authorized agent for the prime contractor or Proposer with date signed. 

 

WMBE/SLBE firm – Signature of authorized agent for the WMBE/SLBE subcontractor or supplier with date 

signed.  

 

Contract Confirmation – A copy of the executed subcontract agreement and/or purchase order with the 

WMBE/SLBE must be filed with the City of Tampa immediately upon execution and/or prior to commencement 

of work by WMBE/SLBE.  
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EBO Guidelines for Evaluation Points on Request for Proposals  

 

 

 

Points Pursuant to Designated Industry Category: Professional Services
  

FORM MBD-71 

(Refer to MBD Form 70 and Form 50-GFE Outreach) 
 Evaluation Criteria Point Values 

A. Underutilized WMBE Firms participating as the 
Prime Contractor (City of Tampa Certified Only) 

20 

B. City of Tampa Certified SLBE firms participating 
as the Prime Contractor, which include City of 
Tampa Certified WMBE/SLBE sub-(contractor, 
consultant) participation 

 

5 - 15 

C. Non-City of Tampa Certified WMBE/SLBE Prime 
Contractor with meaningful sub-(contractor, 
consultant) participation by City Certified 
Underutilized WMBE and/or SLBE firms 

 

1 - 15 

D. * External agency WMBE/SLBE/DBE 
certifications recognized by City of Tampa for 
designated RFP, RFQ, RFI solicitations 

 
0 – 7 

NOTE: The maximum points available for WMBE and/or SLBE participation will not exceed twenty (20) 

 

Points are determined as follows (Requires Form 50-GFE): 

 

A. A maximum of twenty (20) rating points may be awarded when the Proposer is a City of Tampa Certified 

WMBE firm deemed underutilized within the Industry category established by the RFQ. 

 

B. A maximum of fifteen (15) rating points may be awarded when the Proposer is a City of Tampa certified SLBE 

with meaningful participation by City certified WMBE/SLBE sub- contractors/consultants. 

 

C. One to Fifteen (1-15) rating points may be awarded when the Proposer is not a City of Tampa certified 

WMBE/SLBE prime contractor but utilizes either Underutilized WMBE and/or SLBE certified firm(s) as sub-

contractors/consultants and assigned to perform meaningful segments of the contractual services detailed 

herein and documented on the enclosed MBD Form 10-20. 

 

D. A maximum of seven (7) “discretionary” rating points may be awarded when the Proposer provides 

WMBE/SLBE participation from an external agency recognized by the City. Discretionary points may be 

awarded for ancillary participation (see definition). The point values for ancillary participation may be 

subordinate to weighted values outlined in categories A, B and C above. 

 

NOTE: *WMBE participation is narrowly tailored (per policy) to target underutilization of affected groups in specific 

trade/industry categories. Any WMBE/SLBE achievement that was not designated on MBD Form 70 is considered 

ancillary. Ancillary participation may be counted with overall participation and credited to your rating points when 

underutilization criteria are met. 

 
The maximum number of points available for WMBE and/or SLBE participation will not exceed a total   of twenty (20) 

points. 
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Such inclusion shall  be clearly addressed and documented utilizing Forms MBD 10, 20 & 50. Proof of certification 

shall include copies of current certification certificates.  In order to ensure the maximum points, a proposer must 

clearly identify and quantify its planned participation without ambiguity. Simply marking “To Be Determined” 

(TBD) will not satisfy this requirement and may receive significantly lower ratings. Finally, additional favorable 

consideration will be granted to the firm(s) that beyond all others, provide(s) the highest relevant and most binding 

participation. 

The evaluation includes but is not limited to the following criteria: 

• Diversity of WMBE/SLBE subcontractors listed to be utilized (MBD Form 20) 

• Percentage of proposal/scope committed to WMBE/SLBE subcontracting 

• The collective factors in determining the total points awarded will be based on the overall weight of evidence 

in the proposal that specified the participation. 

In all cases, the Proposer and/or subcontractor(s) must be WMBE and/or SLBE certified prior to the opening date 

and time of the RFP to be eligible to earn WMBE/SLBE rating points. The evaluation process of WMBE and SLBE 

participation will be evaluated by the City of Tampa’s Office of Equal Business Opportunity. The Successful 

Proposer will be required to execute MBD Form 40 (Letter of Intent-LOI) with their subcontractors/sub-consultants 

prior to award. 
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ATTACHMENT A - PROPOSAL SUBMITTAL CHECK LIST 
 
The Proposer is cautioned to read and become familiar with all sections of the City of Tampa’s (City) RFP package. Failure to do so may 
result in the submission of an irregular RFP response by the Proposer resulting in its possible rejection by the City. The following itemized 

checklist identifies various items that are mandatory requirements in order to accept the Proposer’s response to the City’s RFP. No 
representation is made that the following checklist is a complete guide to every requirement for consideration by the Proposer.   
 
It is the responsibility of the Proposer to complete the Check List, identify the proposal page number and submit in the proposal under 
Section II. General Conditions, Section 20. Content of Proposal. 
 

MANDATORY REQUIREMENTS        PAGE NUMBER IN PROPOSAL 
 
TAB 1 ADDENDA            
 
TAB 2 FLORIDA PUBLIC RECORDS LAW       

ATTACHMENT B.  
Form is filled out and executed.           
          
TAB 3 CONFLICT OF INTEREST         

ATTACHMENT C. 
Form is filled out and executed.           

 
TAB 4 RESPONSE TO PROPOSAL            
        
TAB 5 SECTION 1, SCOPE OF SERVICES           
          
TAB 6  REFERENCES             
     
TAB 7 GENERAL STATEMENT OF EXPERIENCE           
 
TAB 8  GENERAL OPERATING PROCEDURES & GUIDELINES (OPERATIONAL PLAN)      
  
TAB 9  SECTION IV. SUB-CONTRACTING FORMS       
Form MBD 10 - Solicited  
Form is filled out and executed.           
 

Form MBD 20 - Utilized   
Form is filled out and executed.           

Failure to submit these forms shall result in your bid being deemed as “non-responsive” 
     
TAB 10  COMPENSATION            
 
SECTION III. PROPOSER’S AFFIDAVIT  FORM (TAB 11)       
Form is filled out, executed and notarized.          
 
SECTION III. AFFIDAVIT OF COMPLIANCE FORM (TAB 12)       
Form is filled out, executed and notarized.          
 
SECTION III. PROPOSAL SIGNATURE FORM (TAB 13)  

Form is filled out and executed.           
 
TAB 14 Proposer’s Criminal History Screening Practices, documentation if applicable  ______________ 
 
Proposal is submitted in the format required under       
Section 20. Content of Proposal?           
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Proposer’s Statement Regarding 

Bidder’s Criminal History Screening Practices: 
 

 

 

☐ The Proposer hereby declines any discount or incentive related to Section 2-284 Bidder's Criminal History Screening 

Practices. 

 

☐ The Proposer hereby declines any discount or incentive related to Section 2-284 Bidder's Criminal History Screening 

Practices; however, Proposer has Criminal History Screening practices similar in nature to the practices contained in Chapter 

12, Article VI, City of Tampa Code of Ordinances. 

 

☐ The Proposer hereby applies for applicable discount or incentive related to Section 2-284 Bidder's Criminal History 

Screening Practices. The following documentation and assurances are provided: 

 
_  Notarized past employment analysis that includes the number of disadvantaged workers the proposer has hired 

in the past, or, if the proposer has never hired a disadvantaged worker, an explanation that the proposer made a 

good faith effort to hire a disadvantaged worker: and, 
 

_  An estimate of the number of disadvantaged workers that the proposer has hired or plans to hire if the proposer 
is awarded the project; and, 

 

_  Evidence that the proposer's recruitment literature and employment policy does not include language that is 
disadvantageous to a disadvantaged worker. 

 
_  Identifies, [ ]hereon [ ]in attached document, potential job opportunities under the project that may be available 

for disadvantaged workers if the City awards the Proposer the project; and, 
 

_  Agrees to consider for job placement at least one otherwise qualified disadvantaged worker, to the extent a job 

opportunity is available, if and after the Proposer is awarded the project; or 
 

_  The Proposer currently employs a percentage of disadvantaged workers consistent with industry standards as 
determined by the director of the soliciting department or designee. 

 

 
 
Firm Name: _______________________________________________________________________ 

 
 
Authorized signature: _________________________________________   Date: ________________ 
 

 
Name: _____ ___________________________ Title: _____   ___________ 
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ATTACHMENT B - PUBLIC RECORD DECLARATION OR CLAIM OF EXEMPTION 
 

As a Proposer, any document you submit to the City of Tampa may be public record and be open for personal inspection 
or copying by any person. In Florida “public records” are defined as all documents, papers, letters, maps, books, tapes, 

photographs, films, sound recordings, data processing software, or other material, regardless of the physical form, 

characteristics, or means of transmission, made, or received pursuant to law or ordinance or in connection with the 
transaction of official business by any agency. Section 119.011(11), F.S. A document is subject to personal inspection and 

copying unless it falls under one of the public records exemptions created under Florida law. Please designate what portion 
of your proposal, if any, qualifies to be exempt from inspection and copying: 

 
Note: Execute either section I. or II., but not both; Proposer may not modify language.  

Information regarding the Florida Public Records Law can be located in the RFP under Section II. General Conditions, 

Section 1. General Information, Subsection 18.4 Florida Public Records Law. 
 

I. NO EXEMPTION FROM PUBLIC RECORDS LAW 
 

No part of the proposal submitted is exempt from disclosure under the Florida public records law, Ch. 119, F.S. 

 
               

Proposer’s Signature         Date    
 

 
II. EXEMPTIOM FROM PUBLIC RECORDS LAW AND AGREEMENT TO INDEMNIFY AND DEFEND THE CITY 

OF TAMPA 

 
 

The following parts of the proposal submitted are exempt from disclosure under the Florida public records law because: 
(list exempt parts and statutory citation): 

 

                
                

                
                

                

              
By claiming that parts of the proposal are exempt from the public records law, the undersigned Proposer agrees to protect, 

defend, indemnify, and hold the City of Tampa, its officers, employees, and agents free and harmless from and against any 
and all claims arising out of a request to inspect or copy the proposal. The undersigned Proposer agrees to investigate, 

handle respond to, provide defense (including payment of attorney fees, court costs, and expert witness fees and expenses 
up to and including any appeal) for and defend any such claim at its sole cost and expense through counsel chosen by the 

City of Tampa and agrees to bear all other costs and expenses related thereto, even if they (claims, etc.) are groundless, 

false, or fraudulent.  
 

 
 

                

Proposer’s Signature      Date    
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ATTACHMENT C - CONFLICT OF INTEREST DISCLOSURE FORM  

 
For purposes of determining any possible conflict of interest, all proposers, must disclose if any elected or appointed officer 

of the City of Tampa, City of Tampa employee(s), or any immediate family member* or close personal relation** of an 

elected or appointed officer of the City of Tampa  or City employee(s) is also an owner, corporate officer, agent, employee, 
stockholder, or has a controlling financial interest***, etc., of their business.  
 
*Immediate family means spouse, parents and children of the person involved. 
 

**Close personal relationship means dating, cohabitation, and/or having an intimate sexual relationship. Dating includes 

but is not limited to casual dating, serious dating, or casual sexual involvement where the parties have no intention of 

carrying on a long-term relationship, cohabitation, and any other conduct or behavior normally associated with romantic or 
sexual relationships. This definition applies regardless of the sexual orientation of the employees involved. Persons involved 

in a close personal relationship shall be referred to as a "close personal relation." 
 

***Controlling financial interest means ownership, directly or indirectly, to ten (10) percent or more of the outstanding 

capital stock in any corporation or a direct or indirect interest of ten (10) percent or more in a firm, partnership, or other 

business entity or such other interest or position in a business entity sufficient to allow him or her to control its operations. 

 

Indicate either “yes” (a City employee, elected or appointed official is also associated with your business), or “no”. If yes, 

give person(s) name(s) and position(s) with your business.  

YES _____ NO _____  

NAME(S) / POSITION(S)  

_________________________________________________________________________  

_________________________________________________________________________  

_________________________________________________________________________  

_________________________________________________________________________  

FIRM NAME: _____________________________________________________________  ___  

BY (PRINTED NAME): ________________________________________________________________  

BY (SIGNATURE): ___________________________________________________________________  

TITLE: ____________________________________________________________________________  

 

DATE:        
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ATTTACHMENT D 
 

 GPC LISTING 
 

 
City of Plant City  
Purchasing Manager  
Drawer C  
Plant City, FL 33563 813-659-4270 - 
Telephone 813-659-4216 - Fax  

Hillsborough Community College  
39 Columbia Drive  
Tampa, FL 33606  
813-253-7060 – Telephone  
813-253-7561 – Fax  
 

Tampa Sports Authority  
4201 N. Dale Mabry Highway  
Tampa, FL 33607  
813-673-4300 – Telephone  
813-673-4312 – Fax  

City of Temple Terrace  
P.O. Box 16930  
Temple Terrace, FL 33687  
813-506-6420 – Telephone  
813-989-7185 – Fax  

Hillsborough County Board of 
County Commissioners  
601 E. Kennedy Blvd., 25th Floor  
Tampa, FL 33601  
Phone: (813) 272-5790  
FAX: (813) 272-6290  

procurementservices@hillsboroughcounty
.org  
 

Tax Collector  
601 E. Kennedy Blvd., 14th Floor  
Tampa, FL 33602  
Phone: (813) 307-6222  
FAX: (813) 307-6521  
www.hillstax.org  

Clerk of Circuit Court  
601 E. Kennedy Blvd.-13th Floor  
P.O. Box 1110  
Tampa, FL 33601  
Phone: (813) 276-8100 Ext.7721  
FAX: (813) 272-5521  
www.hillsclerk.com  
 

Hillsborough Co. Sheriff’s Office  
P.O. Box 3371  
Tampa, FL 33601  
813-247-8032 – Telephone  
813-242-1825 – Fax  

The Children's Board of Hills. County  
1002 E. Palm Avenue  
Tampa, FL 33605  
Phone: (813) 229-2884  
FAX: (813) 228-8122  
www.childrensboard.org  

Tampa-Hillsborough County 
Expressway Authority  
1104 East Twiggs St. Suite #300  
Tampa, Florida 33602  
813-272-6740 – Telephone  
813-276-2492 – Fax  
 

State Attorney’s Office  
800 E. Kennedy Blvd., 5th Floor  
Tampa, FL 33602  
813-272-5400 – Telephone  
813-272-7014 – Fax  

University of South Florida  
Purchasing Services  
4202 E Fowler Ave SVC-1072  
Tampa, FL 33620  
813-971-3340 – Telephone  

Hillsborough Area Regional Transit 
Authority  
4305 E. 21st Street  
Tampa, FL 33605  
813-623-5835 – Telephone  
813-664-1119 – Fax  
 

Tampa Port Authority  
P.O. Box 2192  
Tampa, FL 33601  
813-905-5164 – Telephone  
813-905-5109 – Fax  

Property Appraiser  
601 E. Kennedy Blvd., 16th Floor  
Tampa, FL 33602  
Phone: (813) 272-6100  
FAX: (813) 272-5519  
www.hcpafl.org  

Hillsborough Co. Aviation Authority  
P. O. Box 22287  
Tampa International Airport  
Tampa, FL 33622-2287  
Phone: (813) 870-8730  
FAX: (813) 875-6670  
www.tampaairport.com  
 

Supervisor of Elections  
601 E. Kennedy Blvd., 16th Floor  
Tampa, FL 33602  
Phone: (813) 276-8274  
FAX: (813) 272-7043  
www.votehillsborough.org  

Tampa Palms Community Dev. Dist.  
16311 Tampa Palms Blvd W  
Tampa, FL 33647  
Phone: (813) 977-3933  
Fax: (813) 977-6571  
www.tpoa.net  

Hillsborough County School Board  
P. O. Box 3408  
Tampa, FL 33601-3408  
Phone: (813) 272-4329  
FAX: (813) 272-4007  
www.sdhc.k12.fl.us  

City of Tampa Housing Auth.  
1514 Union Street  
Tampa, FL 33607  
813-253-0551 – Telephone  
813-4522 – Fax  

 
 
 
 
 
 

mailto:procurementservices@hillsboroughcounty.org
mailto:procurementservices@hillsboroughcounty.org
http://www.hillsclerk.com/
http://www.tampaairport.com/
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Item 
No. 

DESCRIPTION EST. 
ANNUAL 
USAGE 

UNIT  
UNIT PRICE 

TOTAL 
PRICE 

 STORAGE FEES 

      
1. Record Storage Boxes (all sizes included), 

Monthly Rental Rate Per Cubic Foot: Regular 
Space. 

33,000 Cu. Ft $   $   

2. Record Storage Boxes (all sizes included) 
Monthly Rental Rate per Cubic Foot: Archival 
Space. 

3,600 Box $   $   

 RETRIEVAL SERVICES: BOXES     

      
3. Retrieval of an Existing Record in Storage, 

including all charges related to the individual 
box. 

1,600 Box $   $   

 
4. 

 
Rush Retrieval 

 
75 

 
Box 

 
$   

 
$   

5. Re-file of an Existing Box in Storage. 1,600 Box $   $   

6. Delivery of the Record(s) to the Requested 
Location: Regular scheduled delivery for the 
next day. 

1,600 Flat 
Fee 

$   $   

7.  

Delivery of the Records(s) to the Requested Location. 
Rush delivery within 2 hours to the requesting 
location. 

75 
 

Flat 
Fee 

 
$   

$   

 
8. 

 
Pick-up of the Record(s) from Requested 
Location: Regular Schedule 

 
1,700 

 
Flat 
Fee 

 
$   

 
$   

 
Authorized Signature:  Date:    

  

ATTACHMENT E  –   FEE SCHEDULE   
  
  
  
Please Print or Type   

  

  
FEE SCHEDULE  

FOR   
OFF - SITE RECORDS MANAGEMENT   SERVICES   
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Item 
No. 

DESCRIPTION EST. 
ANNUAL 
USAGE 

UNIT UNIT PRICE TOTAL 
PRICE 

 RETRIEVAL SERVICES: INDIVIDUAL FILES     

 
9. Retrieval of an Existing Record in Storage, 

including all charges related to the Individual 
File. 

30 File $   $   

10. Re-file of an Existing File in Storage. 30 File $   $   

11. Delivery of the Record(s) to the Requested Location: 
Regular Scheduled Delivery for Next Day. 

4 Flat 
Fee 

$   $   

12. Delivery of the Record(s) to the Requested 
Location: Rush delivery within 2 hours. 

4 Flat 
Fee 

$   $   

13. Pick-up of Records from Requested Location: 
Regular Schedule. 

8 Flat 
Fee 

$   $   

 ADDITIONAL SERVICES 

      
14. Accession Charge, New Inventory. 3,500 Box $   $   

15. Destruction of Records already in Storage, 
Including retrieval of the box, removal from 
system and destruction: Recycle 

3,500 Box $   $   

16. Destruction of Records already in Storage, Including 
retrieval of box, removal from system, and 
destruction: Shred. 

300 Box $   $   

17. Charges for Special Projects or Miscellaneous 
Services at an Hourly Rate. 

12 Hour $   $   

18. Ad-Hoc Computer Index and Inventory Listing of 
Records in Storage. 

5 Report $   $   

19. Photocopying. 25 Page $   $   

20. Storage Boxes, 25 Per Case 5,300 Each $   $   

 

Authorized Signature:  Date:    
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Item 
No. 

DESCRIPTION EST. 
ANNUAL 
USAGE 

UNIT UNIT PRICE TOTAL 
PRICE 

      
21. Fax Service for Records Storage. 25 Page $   $   

22. Retrieval, Staging and Re-File of Boxes at 
Facility for Viewing. 

75 Box $   $   

23. Charges for Access and Delivery Outside or 
Normal Business Hours. 

5 Access $   $   

24. Initial Intake of Records from Current Provider to 
Successful Proposer at Beginning of Award Period. 

21,600 Box $   $   

 

25. 
Retrieval of Boxes, Including Palletizing, for 
Transfer to Successful Proposer at End of Award 
Period. 

33,000 Box 
 

$   
$   

 DISASTER RECOVERY SERVICES 

      
 

26. 
 

Salvage Fire Damaged Records. 
 

100 
 

Hour 
 

$   
 

$   

27. 
 
Freeze Dry Water Damaged Records 

 
2,000 

 
Cu. Ft. 

 
$   

 
$   

28. Irradiate & Wipe Down Contaminated Records 
<1,000 

500 Cu. Ft. 
$   $   

29. Irradiate & Wipe Down Contaminated Records 
>1,000 

2,000 Cu. Ft. 
$   $   

 

Authorized Signature:  Date:    
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FEE SCHEDULE 

MAGNETIC MEDIA STORAGE 

 
Initial Setup. 

One time charge for pick up $   

and racking, of up to 

approximately 850 Media 

 
Item 
No. 

DESCRIPTION EST. 
QTY 

UNIT UNIT 
PRICE 

PER MONTH COST 
(Est. Qty x Unit 

Price) 

ANNUAL COST 
(Per Month Cost x 12 

Months) 

1 3480 Tapes 175 Each $   
 

$   $   

2 3490 Tapes 400 Each $   
 

$   $   

3 3590 Tapes 75 Each $   
 

$   $   

4 MLR Cart Tapes 25 Each $   
 

$   $   

5 DAT/DLT Tapes 75 Each $   
 

$   $   

 
6 

 
LTO Tapes 

 
20 

 
Each 

 
$   

 
$   

 
$   

 
7 

 
CD/DVD (Optional) 

 
10 

 
Each 

 
$   

 
$   

 
$   

8 
Cubic Feet Miscellaneous 
Storage 

15 Each $   
 

$   $   

  
ANNUAL TOTAL 

    $   

       
 ITEM # 9, 10 AND 11, THE 

MONTHLY COST SHOULD BE 
BASED ON 22 DAYS PER 
MONTH. 

   PER MONTH COST 
(Unit Price X 22) 

 

 
9 

Daily rotation 6:30 AM – 8:30 
AM (earlier the better) 
65 Media In. 65 Media Out. 
22 Days Per Month 

 
130 

 
Each 

 
$   

 
$   

 
$  

 
10 

Courier Services – 1 Trip Per 
Day. 
22 Days Per Month 

 
1 

 
Days 

 
$   

 
$   

 
$   

 

11 
Lockable Container Rental. 2 
Per Day 
22 Days Per Month 

 

2 
 

Per Day 
 

$   
 

$   

 

$   

  
ANNUAL TOTAL 

    
$   

       
  

Authorized Signature:  Date:    
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Item 
No. 

DESCRIPTION EST. 
QTY 

UNIT UNIT 
PRICE 

PER MONTH COST 
(Est. Qty x Unit 

Price) 

ANNUAL COST 
(Per Month Cost x 12 

Months) 

1 3480 Tapes 175 Each $   
 

$   $   

2 3490 Tapes 400 Each $   
 

$   $   

3 3590 Tapes 75 Each $   
 

$   $   

4 MLR Cart Tapes 25 Each $   
 

$   $   

5 DAT/DLT Tapes 75 Each $   
 

$   $   

 
6 

 
LTO Tapes 

 
20 

 
Each 

 
$   

 
$   

 
$   

 
7 

 
CD/DVD (Optional) 

 
10 

 
Each 

 
$   

 
$   

 
$   

8 
Cubic Feet Miscellaneous 
Storage 

15 Each $   
 

$   $   

  
ANNUAL TOTAL 

    $   

       
 ITEM # 9, 10 AND 11, THE 

MONTHLY COST SHOULD BE 
BASED ON 22 DAYS PER 
MONTH. 

   PER MONTH COST 
(Unit Price X 22) 

 

 
9 

Daily rotation 6:30 AM – 8:30 
AM (earlier the better) 
65 Media In. 65 Media Out. 
22 Days Per Month 

 
130 

 
Each 

 
$   

 
$   

 
$  

 
10 

Courier Services – 1 Trip Per 
Day. 
22 Days Per Month 

 
1 

 
Days 

 
$   

 
$   

 
$   

 

11 
Lockable Container Rental. 2 
Per Day 
22 Days Per Month 

 

2 
 

Per Day 
 

$   
 

$   

 

$   

  
ANNUAL TOTAL 

    
$   

       
  

Authorized Signature:  Date:    
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EXHIBIT 1 - CITY OF TAMPA INSURANCE REQUIREMENTS 

 
Prior to commencing any work or services or taking occupancy under that certain written agreement or award (for 
purposes of this document, Agreement) between the City of Tampa, Florida (City) and Firm/Awardee/Successful 

Proposer/Contractor/Consultant/Lessee/non-City party, etc. (for purposes of this document, Firm) to which this document 
is attached and incorporated as an Exhibit or otherwise, and continuing during the term of said Agreement (or longer if 

the Agreement and/or this document so requires), Firm shall provide, pay for, and maintain insurance against claims 
which may arise from or in connection with the performance of the Agreement (including without limitation occupancy 

and/or use of certain property/premises) by Firm, its agents, representatives, employees, suppliers, subtenants, or 

subcontractors (which term includes sub-consultants, as applicable) of any tier subject to the terms and conditions of this 
document. Should at any time Firm not maintain the insurance coverages required, City at its sole option (but without any 

obligation or waiver of its rights) may terminate the Agreement. All provisions intended to survive or to be performed 
subsequent to the expiration or termination of the Agreement shall survive, including without limitation Firm’s obligation 

to maintain or renew coverage, provide evidence of coverage and certified copies of policies, etc. upon City’s request 

and/or in response to a potential claim, litigation, etc.  
 

The following coverages are required: (“M” indicates million(s), for example $1M is $1,000,000)  
 

A.  Commercial General Liability (CGL) Insurance on the most current Insurance Services Office (ISO) Form 
CG 00 01 or its equivalent on an “occurrence” basis (Modified Occurrence or Claims Made forms are not acceptable 

without prior written consent of the City). Coverage must be provided to cover liability contemplated by the Agreement 

including without limitation premises and operations, independent contractors, contractual liability, products and 
completed operations, property damage, bodily, personal, and advertising injury, contractual liability, explosion, collapse, 

underground coverages, personal injury liability, death, employees-as-insureds. Products and completed operations 
liability coverage maintained for at least 3 years after completion of work. Limits shall not be less than $1M per 

occurrence and $2M general aggregate for Agreements valued at $2M or less; if valued over $2M, a general 

aggregate limit that equals or exceeds the Agreement’s value. If a general aggregate limit applies, it shall apply 
separately to the project/location (ISO CG 25 03 or 25 04 or equivalent).  

 
B.  Automobile Liability (AL) Insurance in accordance with Florida law, as to the ownership, maintenance, and 

use of all owned, non-owned, leased, or hired vehicles. AL insurance shall not be less than: (a) $500,000 

combined single limit each occurrence bodily injury and property damage for Agreements valued at 
$100,000 or less or (b) $1M combined single limit each occurrence bodily injury and property damage for 

Agreements valued over $100,000. If transportation of hazardous material involved, the MCS-90 endorsement (or 
equivalent).  

 
C.  Worker's Compensation (WC) & Employer's Liability Insurance for all employees engaged under the  

Agreement, Worker’s Compensation as required by Florida law. Employer’s Liability with minimum limits of (a)  

$500,000 bodily injury by accident and each accident, bodily injury by disease policy limit, and bodily 
injury by disease each employee for Agreements valued at $100,000 and under or (b) $1M bodily injury by 

accident and each accident, bodily injury by disease policy limit, and bodily injury by disease each for all 
other Agreements.  

 

D.  Excess (Umbrella) Liability Insurance for Agreements valued at $2M or more, at least $4M per occurrence in 
excess of underlying limits and no more restrictive than underlying coverage for all work performed by Firm. May also 

compensate for a deficiency in CGL, AL, or WC.  
 

Firm affirmatively states that the insurance requirements as set forth above are of adequate types and 
amounts of insurance coverage for any type of claim/loss for the proposed work or services.  

 

ACCEPTABILITY OF INSURERS - Insurance is to be placed with insurers admitted in the State of Florida and who have 
a current A.M. Best rating of no less than A-:VII or, if not rated by A.M. Best, as otherwise approved by the City in 

advance and in writing.  
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ADDITIONAL INSURED - City, its elected officials, departments, officers, officials, and employees shall be covered as 
additional insureds on all liability coverage (e.g., CGL, AL, and Excess (Umbrella) Liability) as to liability arising out of 

work or operations performed by or on behalf of Firm including materials, parts, or equipment furnished in connection 
with such work or operations and automobiles owned, leased, hired, or borrowed by or on behalf of Firm. Coverage can 

be provided in the form of an endorsement to Firm’s insurance (at least as broad as ISO Form CG 20 10 11 85 or both 

CG 10 20, CG 20 26, CG 20 33, or CG 20 38 and CG 20 37 if later revisions used).  
 

CANCELLATION/NON-RENEWAL – Each insurance policy shall provide that at least 30 days written notice must be 
given to City of any cancellation, intent to non-renew, or material reduction in coverage (except aggregate liability limits) 

and at least 10 days’ notice for non-payment of premium. Firm shall also have an independent duty to notify City in like 
manner, within 5 business days of Firm’s receipt from its insurer of any notices of same. If any policy’s aggregate limit is 

reduced, Firm shall directly take steps to have it reinstated. Notice and proof of renewal/continued 

coverage/certifications, etc. shall be sent to the City’s notice (or Award contact) address as stated in the Agreement with 
a copy to the following:  

(1) Purchasing Department, 306 E Jackson Street, Tampa, FL 33602  
(2) Other: City of Tampa Insurance Compliance c/o Ebix BPO, PO Box 100085- ZS, Duluth, GA 30096  

 

CERTIFICATE OF INSURANCE (COI) AND ENDORSEMENTS – to be provided to City by insurance carrier prior to 
Firm beginning any work/services or taking occupancy and, if the insurance expires prior to completion of the work or 

services or Agreement term (as may be extended), a renewal COI at least 30 days before expiration to the above 
address(es). COIs shall specifically identify the Agreement and its subject (project, lease, etc.), shall be sufficiently 

comprehensive to ensure City (named as additional insured) and Firm and to certify that coverage extends to 
subcontractors’ acts or omissions, and as to permit the City to determine the required coverages are in place without the 

responsibility of examining individual policies. Certificate Holder must be The City of Tampa, Florida.  

 
CLAIMS MADE – If any liability insurance is issued on a claims made form, Firm agrees to maintain such coverage 

uninterrupted for at least 3 years following completion and acceptance of the work either through purchase of an 
extended reporting provision or purchase of successive renewals. The Retroactive Date must be shown and be a date not 

later than the earlier of the Agreement date or the date performance/occupancy began thereunder.  

 
DEDUCTIBLES/ SELF-INSURED RETENTIONS (SIR) – must be disclosed to City and, if over $500,000, approved by 

the City in advance and in writing, including at City’s option being guaranteed, reduced, or eliminated (additionally if an 
SIR provides a financial guarantee guaranteeing payment of losses and related investigations, claim administration, and 

defense expenses). Firm shall be fully responsible for any deductible or SIR (without limiting the foregoing a policy with 

an SIR shall provide or be endorsed to provide that the SIR may be satisfied by either the City or named insured). In the 
event of loss which would have been covered but for a deductible or SIR, City may withhold from any payment due Firm, 

under any agreement with the City, an amount equal to same to cover such loss should full recovery not be obtained 
under the policy.  

 
PERFORMANCE – All insurance policies shall be fully performable in Hillsborough County, Florida (the County), and 

construed in accordance with Florida law. Further, all insurance policies must expressly state that the insurance company 

will accept service of process in the County and that the exclusive venue for any action concerning any matter under 
those policies shall be in the appropriate state court of the County.  

 
PRIMARY POLICIES - Firm’s insurance coverage shall be primary insurance coverage at least as broad as ISO CG 20 01 

04 13 as to the City, its elected officials, departments, officers, and employees. Any insurance or self-insurance 

maintained by the City, its elected officials, departments, officers, and employees shall be excess of the Firm’s insurance 
and shall not contribute with it.  

 
UNAVAILABILITY – To the fullest extent permitted by law, if Firm is out of business or otherwise unavailable at the 

time a claim is presented to City, Firm hereby assigns to the City all of its right, title, and interest (but not any liabilities or 
obligations) under any applicable policies of insurance.  
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WAIVER OF SUBROGATION – With regard to any policy of insurance that would pay third party losses, Firm hereby 
grants City a waiver of any right to subrogation which any insurer of Firm may acquire against the City by virtue of the 

payment of any loss under such insurance. Firm agrees to obtain any endorsement that may be necessary to affect such 
waiver, but this provision shall apply to such policies regardless.  

 

ADDITIONAL COVERAGES TO BE ADDED TO REQUIERED INSURANCE COVERAGES FOR 
PURCHASING AWARDS/CONTRACTS ON A CASE-BY-CASE BASIS  
 
E.  Architects & Engineers Liability/ Professional Liability (E&O)/ Contractors Professional Liability 
(CPrL)/ Medical Malpractice Insurance where Agreement involves Florida-regulated professional services (e.g. 

architect, engineer, design-builder, CM, accountant, appraiser, investment banker medical professional) at any tier, 
whether employed or independent, vicarious design liability exposure (e.g. construction means & methods, design 

supervision), value engineering, constructability assessments/reviews, BIM process, and/or performance specifications. 
Limits of at least $1,000,000; deletion of design/ build liability exclusions, as applicable, and maintained for at least 3 

years after completion of work/services and City’s acceptance of same.  

F.  Cyber Liability Insurance where Agreement involves portals allowing access to obtain, use, or store data; 

managed dedicated servers; cloud hosting services; software/hardware; programming; and/or other IT services and 
products are involved. Limits of not less than $2M per occurrence and $2M aggregate. Coverage sufficiently broad to 

respond to duties and obligations undertaken by Firm, and shall include, but not be limited to, claims involving 
infringement of intellectual property/copyright, trademark, trade dress, invasion of privacy violations, damage to or 

destruction of electronic information, information theft, release of confidential and/or private information, alteration of 
electronic information, extortion, virus transmission, and network security. Coverage, as applicable and with sufficient 

limits to respond, for breach response costs, regulatory fines and penalties, credit monitoring expenses.  
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