
l 
OF MISSOURI 

MISSOURI DEPARTMENT OF CORRECTIONS 
CONTRACT AMENDMENT 

RETURN AMENDMENT NO LATER THAN December 15, 2015 TO: 
Beth Lambert, Procurement Officer II 
Beth.Lambert@doc.mo.gov 
(573) 526-6494 (Phone) 
(573) 522-1562 (Fax) 
FMU/PURCHASING SECTION 
P.O. BOX236 
JEFFERSON CITY, MISSOURI65102 

DATE VENDOR IDENTIFICATION 

November 17, 2015 Schendel Pest Control 
2903 NW Platte Road 
Riverside, MO 64150 

CONTRACT 
NUMBER 

Amendment #003 
Y14709097 

CONTRACT Y147090971S HEREBY AMENDED AS FOLLOWS: 

CONTRACT DESCRIPTION 

Pest Control Services 
For 

Chillicothe Correctional Canter 

Pursuant to paragraph 2.8.2 on page 11, the Missouri Department of Corrections hereby exercises its option to renew the above­
referenced contract for the period of June 1, 2016 through May 31, 2017. 

The price for the new contract period is as follows: 

Line 001 - Weekly Pest Control Services - $1 07.42 per Treatment 
Line 002- Monthly Pest control Services- $154.35 per Treatment 

All other terms, conditions and provisions of the previous contract period shall remain and apply hereto. 

The contractor shall complete, sign, and return this document as acceptance on or before the date indicated above. 

Authorized Signature: 

THIS AMENDMENT IS ACCEPTED BY THE MISSOURI DEPARTMENT OF CORRECTIONS AS FOLLOWS: In Its entirety. 

I 
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• STATE OF MISSOURI 
MISSOURI DEPARTMENT OF CORRECTIONS 
CONTRACT AMENDMENT 

RETURN AMENDMENT NO LATER THAN February 5, 2015 TO: 
Pamela Hodges, Procurement Officer I 
Pamela.Hodges@doc.mo.gov 
(573) 522-2109 (Phone) 
{573) 522-1562 (Fax) 
FMU/PURCHASING SECTION 
P.O. BOX236 
JEFFERSON CITY, MISSOURI65102 

DATE VENDOR IDENTIFICATION 

January 15, 2015 Schendel Pest Control 
2903 NW Platte Road 
Riverside, MO 64150 

CONTRACT 
NUMBER 

Amendment #002 
Y14709097 

CONTRACT Y14709097 IS HEREBY AMENDED AS FOLLOWS: 

CONTRACT DESCRIPTION 

Pest Control Services 
For 

Chillicothe Correctional Center 

Pursuant to paragraph 2.8.2 on page 11, the Missouri Department of Corrections hereby exercises its option to renew the above­
referenced contract for the period of June 1, 2015 through May 31, 2016. 

All other terms, conditions and provisions of the previous contract period shall remain and apply hereto. 

The contractor shall complete, sign, and return this document as acceptance on or before the date indicated above. 

IN WITNESS THEREOF, THE PARTIES HERETO EXECUTE THIS AGREEMENT. 

Company Name: _ _.:S::....o-.J~I...Cl!!:.p n~Nl.looOC~L.,__"M_.::......:=e::..::S::...7'.:..__...::Q,=N~T1Yl~~L.___ __ 

Mailing Address: ___ i?:>.....-'-.1_,.3.___"=-''-*--'KA..........,_.4=~=-='---=-A....._\J_,I'-i".E=------
clty,StateZip: 0LA1"'HE. /(5. (t,06/ 
Telephone: (78.S) t?ii?D r ft&6fi 
E-MaiiAddress: 8a~tt • CDUfTlS®p~oz.e.f'O, COrrt 

Authorized Signer's Printed Name and Title:~ tl~ C'qU;./'1_$ ~ lJ:r:s1'X:fcr 1-{,.,.wfl« 
Authorized Signature: _.............,-¥-~~~f?""jjF""------oate: _6""'+-/....::::2.'""'~::3..-,.,.....h-s.____ 

S FOLLOWS: In its entirety. 



INVITATION FOR BID 

Missouri Department of Corrections 
Fiscal Management Unit 

Purchasing Section 
2729 Plaza Drive, P.O. Box 236 

Jefferson City, MO 65102 

Buyer of Record: 
John Hall 

Procurement Officer II 
Telephone: {573) 526-6494 

john.hall@doc.mo.gov 

IFB 14709097 
Amendment 1 

Pest Control Services 

FOR 

Department of Corrections 

Chillicothe Correctional Center 

Contract Period: April4, 2014 through 
May 31,2015 

Date of Issue: March 11, 2014 
Page 1 of31 

Bids Must Be Received No Later Than: 

·· 2:00 p.m., Friday, March 28, 2014 

Bids must be delivered to the Missouri Department of Corrections, Purchasing Section, 2729 Plaza Drive, Jefferson City, 
MO 65109, or P.O. Box 236, Jefferson City, Missouri 65102. The bidder should clearly identify the IFB number on the lower 
right or left-handed corner of the container in which the bid is submitted to the Department. This number is essential for identification 
purposes. 

We hereby agree to provide the services and/or items, at the price quoted, pursuant to the requirements of this document and 
further agree that when this document is countersigned by an authorized official of the Missouri Department of Corrections, a 
binding contract, as defined herein, shall exist. The authorized signer of this document certifies that the contractor (named below) 
and each of its principals are not suspended or debarred by the federal government. 

company Name: Sd."e~<tel \)e ~:\ S·vrv\.,Le5 
Mailing Address:~~ 03 ~W '?\0\-t\-e R~ 
City, State Zip: R\,V('i-C<;\ cAQ. \ M b 61.-\,\ S Q 
Telephone: Q>\'o- G\l\l.- liS<;~ Fax: 9J l b- S 'b] - t l\.1 0 
Federal EIN #:, _ ___.~_/£......L..-...I--"--llJ~___._---.-state Vendor #3 ~-3\.{J'b~)]OO 
Email: ('U ..... CJ ~ 

'?>tV\ \. 

NOTICE OF AWARD: 
This bid is accepted by the Missouri Department of Corrections as follows: 

Contract No. Y14709097 In its entir ty 

Date 

The original cover page, including amendments, should be signed and returned with the bid. 

! 
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AMENDMENT 1 to IFB 14709097 

TITLE: Pest Control Services 

CONTRACT PERIOD: April4, 2014 through May 31,2015 

The "Bids Must Be Received No Later Than" date has been corrected to state Friday, March 28 in lieu of 
Thursday, March 28. 
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INVITATION FOR BID 

Missouri Department of Corrections 
Fiscal Management Unit 

Purchasing Section 
2729 Plaza Drive, P.O. Box 236 

Jefferson City, MO 65102 

IFB 14709097 

Pest Control Services 

FOR 

Department of Corrections 

Chillicothe Correctional Center 

Contract Period: April 4, 2014 through 
May 31,2015 

Date of Issue: March 11, 2014 
Page 1 of31 

Buyer of Record: Bids Must Be Received No Later Than: 
John Hall 

Procurement Officer II 
Telephone: (573} 526-6494 

john.hall@doc.mo.gov 

Amendment 1 revised the below date. 

2:00 p.m., Friday, March 28, 2014 

Bids must be delivered to the Missouri Department of Corrections, Purchasing Section, 2729 Plaza Drive, Jefferson City, 
MO 65109, or P.O. Box 236, Jefferson City, Missouri 65102. The bidder should clearly identify the IFB number on the lower 
right or left-handed corner of the container in which the bid is submitted to the Department. This number is essential for identification 
purposes. 

We hereby agree to provide the services and/or items, at the price quoted, pursuant to the requirements of this document and 
further agree that when this document is countersigned by an authorized official of the Missouri Department of Corrections, a 
binding contract, as defined herein, shall exist. The authorized signer of this document certifies that the contractor (named below) 
and each of its principals are not suspended or debarred by the federal government. 

Company Name: ~~~e.l v~sT ~uv~<.-e s. ~ 
Mailing Address: ?-'\ 0~ ~ ;&;.:; \ "'tti R 
City,StateZip: R\.\J@p(C,.\_Q1 _) _\ ~ 
Telephone: CO \, b- <\ '-\')..- '--\. ~ ~ <i> Fax: Qol b-<; '12"1 - \ \.{ \ D 
Federal EIN #: ~I, -3>~'b7,~ State Vendor #3\,--?fe)'O'b"'>l 0 0 
Email: ru.s-bt: \? \\1\, ---'\_____ ® -~<,-t£...-eyo--, tC!'vh 

Authorized Signer's Printed Name and Title ~f,~ 'Btl'}. \<.l J' \21 d~ (,;. le <, ~IX(l,IW' 
Authorized Signature: /\X1 {_ .JZ3:; \. Bid Date ·-:s-2..- '&-l Y 

, l..) ~ 

NOTICE OF AWARD: 
This bid is accepted by the Missouri Department of Corrections as follows: 

Contract No. 

Dave Dormire, Director, Division of Adult Institutions Date 

The original cover page, including amendments, should be signed and returned with the bid. 
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1. INTRODUCTION AND GENERAL INFORMATION 

1.1 Introduction 

1.1.1 The Missouri Department of Corrections is accepting competitive, sealed bids to establish a contract for pest 
control services for the Chillicothe Correctional Center as set forth herein. 

1.1.2 This document, referred to as an Invitation for Bid (IFB), is divided into the following parts: 

a. Introduction and General Information 
b. Contractual Requirements 
c. Bid Submission Information 
d. Evaluation and Award Process 
e. Pricing Page 
f. Exhibits A - D 
g. Terms and Conditions 

1.2 Background Information 

1.2.1 The facility is located at 3151 Litton Road, Chillicothe, Missouri, and is an female correctional facility. CCC 
houses inmates of all custody levels (C-1 to C-5) and has and operational capacity of 1636. 

1.2.2 The approximate total square footage of the area to be serviced is listed below: 

Buildings 

Food Service Building 
Canteen 
Culinary Arts Building 
Warehouse 
Small Kitchen Area (Ad Seg & Mental Health) 
Administration Building 
Medical/Reception & Diagnostic Building B-1 
Housing Units 4-8 
Central Services Building- B 12 
Ad Seg!Mental Health - B I & B2 
Power House - B 14 
Training Building- B 13 
Rear Sally Port 

1.3 Tour of the Buildings 

Approximate Square Feet 

31,620 
2,058 
1,100 
7,824 
220 
29,846 
45,775 
41,746 
128,411 
29,846 
18,304 
3,773 
400 

1.3 .1 Potential bidders are invited to attend a non-mandatory tour of the bui !dings located at 3151 Litton Road, 
Chillicothe, Missouri. The tour will be held on Thursday, March 20, 2014 beginning promptly at 9:00a.m. The 
purpose of the tour is to allow potential bidders to inspect the buildings before submitting a bid. POTENTIAL 
BIDDERS SHALL NOT BE PERMITTED TO SCHEDULE TOURS AT DIFFERENT TIMES OR 
DATES. 

1.3.2 Any bidder interested in attending the tour should contact Tammy Dysart, Business Manager, at ( 660) 646-4032, 
ext 2909 or Tammy.Dysart@doc.mo.gov at least three (3) business days prior to the tour to register. 
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1) Any contractor or contractor's employee or agent who witnesses any form of sexual misconduct must 
immediately report it to the warden of the institution. If a contractor or contractor's employee or agent 
fails to report or knowingly condones sexual harassment or sexual contact with or between offenders, 
the Department may cancel the contract, or at the Department's sole discretion, require the contractor 
to remove the employee/agent from providing services under the contract. 

2) Any contractor or contractor's employee or agent who engages in sexual abuse shall be prohibited 
from entering the institution and shall be reported to law enforcement agencies and licensing bodies, 
as appropriate. 

2.5.5 The contractor, its employees and agents shall not interact with the offenders except as is necessary to perform the 
requirements of the contract. The contractor, its employees and agents shall not give anything to nor accept 
anything from the offenders except in the normal performance of the contract. 

2.5.6 If any contractor or contractor's employee or agent is denied access into the institution for any reason or is denied 
approval to provide service to the Department for any reason stated herein, it shall not relieve the contractor of 
any requirements of the contract. If the contractor is unable to perform the requirements of the contract for any 
reason, the contractor shall be considered in breach. 

2.2 E-Verify: 

2.2.1 If the contractor meets the definition of a business entity as defined in section 285.525 RSMo, pertaining to 
section 285.530 RSMo, the contractor shall maintain enrollment and participation in the E-Verify federal work 
authorization program with respect to the employees hired after enrollment in the program who are proposed to 
work in connection with the contracted services included herein. If the contractor's business status changes during 
the life of the contract to become a business entity as defined in section 285.525 RSMo, pertaining to section 
285.530 RSMo, then the contractor shall, prior to the performance of any services as a business entity under the 
contract: 

a. Enroll and participate in the E-Verify federal work authorization program with respect to the employees 
hired after enrollment in the program who are proposed to work in connection with the services required 
herein; and 

b. Provide to the Department the documentation required Exhibit D, Business Entity Certification, Enrollment 
Documentation, and Affidavit of Work Authorization affirming said company's/individual's enrollment 
and participation in the E-Verify federal work authorization program; and 

c. Submit to the Department a completed, notarized Affidavit of Work Authorization provided in the Exhibit 
D, Business Entity Certification, Enrollment Documentation, and Affidavit of Work Authorization. 

2.2.2 In accordance with subsection 2 of section 285.530 RSMo, the contractor should renew their Affidavit of Work 
Authorization annually. A valid Affidavit of Work Authorization is necessary to award any new contracts. 

2.6 Reporting Requirements 

2.6.1 Upon performing any service required herein, including but not limited to any of the weekly or monthly services, 
the contractor shall present a report to the Department's designated representative indicating areas serviced, 
infestation(s) present and the corrective action taken. 

2.6.2 The contractor shall inform the Department's designated representative regarding safety precautions, if any, that 
should be exercised when using a recently treated area. 
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2.7 Payment and Invoicing Requirements 

2.7.1 All payment terms shall be as stated in the terms and conditions of this contract. Payments will be processed 
based on final delivery, inspection, and acceptance of the items/services. 

2.7.2 The contractor shall accurately invoice per the price indicated on EXHIBIT A, Pricing Page. 

2.7.3 The Department may choose to use the state purchasing card (Visa) in place of a purchase order to make 
purchases in the IFB. Unless exception to this condition is indicated on EXHIBIT A, Pricing Page, the contractor 
agrees to accept the state purchasing card as an acceptable form of payment and may not charge any additional 
fees related to the use of a state purchasing card such as service fees, merchant fees, and/or handling charges. 

a. If the Department issues a purchase order, an itemized invoice shall be emailed to 
doc.payables@doc.mo.gov or mailed to: 

Missouri Department of Corrections 
Accounts Payable 
P.O. Box236 
Jefferson City MO 65102 

2.7.4 Each invoice submitted must be specific to one purchase order number, referenced on the invoice, and must be 
itemized in accordance with items listed on the purchase order. Failure to comply with this requirement may 
delay processing of invoices for payment. Emailed invoices should contain the purchase order number in the 
subject line. 

2.7.5 

2.7.6 

2.7.7 

2.8 

2.8.1 

a. If the state purchasing card (Visa) is used for payment, an itemized invoice reflecting the charged amount 
must be faxed or emailed to the institution within one ( 1) business day. The state purchasing card shall 
not be charged until the goods/services are received and accepted 

The contractor's invoice should include any discount for prompt payment as indicated on EXHIBIT A, Pricing 
Page. 

If the contractor maintains an e-commerce web application that enables Department staff to view and print 
invoices and invoice history, the contractor shall indicate on EXHIBIT A, Pricing Page the web site address 
where Department staff may access invoices. Upon award of contract, the contractor shall provide the 
Department with a customer number in order for Department staff to access invoices and invoice history. 

The Department does not pay state or federal sales tax. The Department shall not make additional payments or 
pay add-on charges. 

Other Contractual Requirements 

Contract - A binding contract shall consist of: ( 1) the IFB and any amendments thereto, (2) the contractor's 
response (bid) to the IFB, (3) clarification of the bid, if any, and (4) the Department acceptance of the bid by 
"notice of award" or by "purchase order." All Exhibits and Attachments included in the IFB shall be incorporated 
into the contract by reference. 

a. A notice of award does not constitute a directive to proceed. Before providing equipment, supplies and/or 
services, the contractor must receive a properly authorized purchase order. 

b. The contract expresses the complete agreement of the parties and performances shall be governed solely 
by the specifications and requirements contained therein. 
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2.8.2 Contract Period- The original contract period shall be as stated on page one (I) of the IFB. The contract shall not 
bind, nor purport to bind, the state for any contractual commitment in excess of the original contract period. The 
Department shall have the right, at its sole option, to renew the contract for two (2) additional twelve (12) month 
periods, or any portion thereof. In the event the Department exercises such right, all terms, and conditions, 
requirements and specifications of the contract shall remain the same and apply during the renewal period. 

2.8.3 Renewal Periods- If the Department exercises the option for renewal, the contractor shall agree that the prices for 
the renewal period shall not exceed the maximum price quoted for the applicable renewal periods stated on the 
Pricing Page of the contract. 

a. The Department does not automatically exercise its option for renewal based upon the maximum price 
and reserves the right to request renewal of the contract at a price less than the maximum price stated. 

b. If renewal prices are not provided, then prices during renewal periods shall be the same as during the 
original period. 

2.8.4 Subcontractors - Any subcontracts for the products/services described herein must include appropriate provisions 
and contractual obligations to ensure the successful fulfillment of all contractual obligations agreed to by the 
contractor and the State of Missouri and to ensure that the State of Missouri is indemnified, saved, and held 
harmless from and against any and all claims of damage, loss, and cost (including attorney fees) of any kind 
related to a subcontract in those matters described in the contract between the State of Missouri and the 
contractor. The contractor shall expressly understand and agree that he/she shall assume and be solely responsible 
for all legal and financial responsibilities related to the execution of a subcontract. The contractor shall agree and 
understand that utilization of a subcontractor to provide any of the products/services in the contract shall in no 
way relieve the contractor of the responsibility for providing the products/services as described and set forth 
herein. The contractor must obtain the approval of the State of Missouri prior to establishing any new 
subcontracting arrangements and before changing any subcontractors. The approval shall not be arbitrarily 
withheld. 

a. Pursuant to section 285.530 (1) RSMo, no contractor or subcontractor shall knowingly employ, hire for 
employment, or continue to employ an unauthorized alien to perform work within the State of Missouri. In 
accordance with sections 285.525 to 285.550 RSMo, a general contractor or subcontractor of any tier 
shall not be liable when such contractor or subcontractor contracts with its direct subcontractor who 
violates section 285.530 (1) RSMo, if the contract binding the contractor and subcontractor affirmatively 
states that: 

1) the direct subcontractor is not knowingly in violation of section 285.530 (1) RSMo and; 

2) shall not henceforth be in such violation and; 

3) the contractor or subcontractor receives a sworn affidavit under the penalty of perjury attesting to the 
fact that the direct subcontractor's employees are lawfully present in the United States. 

2.8.5 Notices - Any written notice to the contractor shall be deemed sufficient when emailed to the contractor at the 
email address designated in the contract, or to an email address the contractor may have requested in writing, or 
deposited in the United States mail, postage prepaid and addressed to the contractor at the address designated in 
the contract, or at an address the contractor may have requested in writing. 

2.9 Contractor Liability and Insurance 

2.9.1 The contractor shall agree that the State of Missouri shall not be responsible for any liability incurred by the 
contractor or the contractor's employees arising out of the ownership, selection, possession, leasing, rental, 
operation, control, use, maintenance, delivery, return, and/or installation of equipment provided by the contractor, 
except as otherwise provided in the contract. 
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2.9.2 The contractor shall be responsible for any and all injury or damage as a result of the contractor's negligence 
involving any equipment or service provided under the terms and conditions, requirements and specifications of 
the contract. In addition to the liability imposed upon the contractor on account of personal injury, bodily injury 
(including death), or property damage suffered as a result of the contractor's negligence, the contractor assumes 
the obligation to save the State of Missouri, including its agencies, employees, and assigns, from every expense, 
liability, or payment arising out of such negligent act. 

a. The contractor also agrees to hold the State of Missouri, including its agencies, employees, and assigns, 
harmless for any negligent act or omission committed by any subcontractor or other person employed by 
or under the supervision of the contractor under the terms of the contract. 

b. However, the contractor shall not be responsible for any injury or damage occurring as a result of any 
negligent act or omission committed by the State of Missouri, including its agencies, employees, and 
assigns. 

2.9.3 The contractor shall understand and agree that the State of Missouri cannot save and hold harmless and/or 
indemnify the contractor or employees against any liability incurred or arising as a result of any activity of the 
contractor or any activity of the contractor's employees related to the contractor's perfonnance under the contract. 
Therefore, the contractor must acquire and maintain adequate liability insurance in the form(s) and amount(s) 
sufficient to protect the State of Missouri, its agencies, its employees, its clients, and the general public against 
any such loss, damage and/or expense related to his/her performance under the contract. General and other non­
professional liability insurance shall include an endorsement that adds the State of Missouri as an additional 
insured. Self-insurance coverage or another alternative risk financing mechanism may be utilized provided that 
such coverage is verifiable and irrevocably reliable and the State of Missouri is protected as an additional insured. 
The contractor shall submit evidence of insurance coverage to the Department upon award of the contract. 

2.10 Affidavit of Work Authorization and Documentation 

2.1 0.1 The contractor shall only utilize personnel authorized to work in the United States in accordance with applicable 
federal and state laws. This includes, but is not limited to, the Illegal Immigration Reform and Immigration 
Responsibility Act (IIRIRA) and INA Section 274A. 

2.1 0.2 If the contractor is found to be in violation of this requirement or the applicable state, federal and local laws and 
regulations, and if the State of Missouri has reasonable cause to believe that the contractor has knowingly 
employed individuals who are not eligible to work in the United States, the state shall have the right to cancel the 
contract immediately without penalty or recourse and suspend or debar the contractor from doing business with 
the state. The state may also withhold up to twenty-five percent of the total amount due to the contractor. 

2.1 0.3 The contractor shall agree to fully cooperate with any audit or investigation from federal, state or local laws 
enforcement agencies. 

3. BID SUBMISSION INFORMATION 

3.1 Submission of Bids 

3.1.1 The bidder is cautioned that it is the bidder's sole responsibility to submit information related to the evaluation 
categories and that the State of Missouri is under no obligation to solicit such infonnation if it is not included with 
the bid. The bidder's failure to submit such information may cause an adverse impact on the evaluation of the bid. 

a. It is the bidder's sole responsibility to provide sufficient information to demonstrate that the bidder has 
the necessary knowledge, experience, and resources to accomplish the requirements. 
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b. By submitting a bid, the bidder agrees to furnish all services specified in the IFB, at the prices quoted, 
pursuant to all requirements and specifications contained herein. 

3.1.2 The bidder should complete and return EXHIBIT B, Miscellaneous Information. The bidder should state the 
Missouri Department of Agriculture certified applicator license number and expiration date on the form attached 
as EXHIBIT B, Miscellaneous Information to record and submit this information. 

3.1.3 Familiarity with the Building- The bidder must be familiar with the buildings. In order to be considered.fami/iar 
with the buildings, the bidder must either have attended a tour of the buildings or have knowledge of the buildings 
and any existing conditions and factors of the buildings that may affect the performance of the required services. 

a. The facility will provide the Department with the attendance record documenting the bidders who attend a 
tour. The bidder shall be responsible for ensuring the bidder's attendance at the tour is documented. If 
the attendance record does not document the bidder's attendance at the tour, the bidder will not be 
recognized for having attended the tour. 

b. If the bidder did not attend a tour, the bidder must provide relevant information regarding the bidder's 
knowledge of the buildings and any existing conditions and factors of the buildings that may affect the 
performance of the required services. Space is provided for the bidder to provide such information on 
EXHIBIT B, Miscellaneous Information. 

1) For purposes of this procurement, a bidder will be considered knowledgeable of the buildings for 
reasons including, but not necessarily limited to, providing pest control services in the buildings 
within the past three (3) years. 

2) The bidder is advised that a review of the buildings floor plans, an independent public viewing of 
the buildings, or discussions with the Department regarding the buildings shall not, for pest 
control purposes, satisfy the requirement regarding a bidder having knowledge of the buildings. 

3.1.4 Determination of Responsibility and Reliability - The Department shall determine the responsibility and 
reliability of the lowest responsive bidder. 

a. The Department reserves the right to reject any bid for reasons which may include but not necessarily be 
limited to: 

I) receipt of any information, from any source, regarding unsatisfactory experience/performance of 
similar services by the bidder or any subcontractor(s) proposed to provide the pest control 
services within the past three (3} years, and/or 

2) inability of the bidder to document performance of pest control services within the past three (3) 
years which are similar to the services required herein, particularly provided in similar sized 
buildings for a period of not less that twelve (12) consecutive months, and/or 

3) the bidder's failure to document familiarity with the building. In addition, the Department 
reserves the right to reject a bid from one or more evaluations if the bidder has not had concurrent 
experience providing pest control services for the number of buildings proposed and/or for the 
total of the square footage of the buildings proposed. 

b. If the lowest responsive bidder is determined to not be responsible and reliable, the Department shall 
conduct a determination of responsibility and reliability for the next lowest responsive bidder. 

3.2 Compliance with Terms and Conditions 

3.2.1 The bidder is cautioned when submitting pre-printed terms and conditions or other type material to make sure 
such documents do not contain other terms and conditions which conflict with those of the IFB and its contractual 
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requirements. The bidder agrees that in the event of conflict between any of the bidder's terms and conditions and 
those contained in the IFB that the IFB shall govern. Taking exception to the Department's terms and conditions 
may render a bidder's bid non-responsive and may remove it from consideration for award. 

3.3 Firm, Fixed Pricing 

3.3.1 The bidder shall submit firm, fixed pricing for the original contract period as indicated on EXHIBIT A, Pricing 
Page. 

a. The prices bid shall remain valid for 90 days from bid closing date unless otherwise indicated. 

b. Pricing shall be considered firm for the duration of the contract period. 

3.3.2 The bidder should indicate the maximum price applicable for the renewl;ll option years. If a price is not quoted, 
(i.e. left blank) the Department shall have the right to execute the renewal option at the same price(s) quoted for 
the original contract period. 

3.4 Discounts for Prompt Payment 

3.4.1 The bidder should complete the "Terms" section on EXHIBIT A, Pricing Page. 

3.5 Vendor Information Data Form 

3.5.1 The Department maintains a current vendor database. If the bidder has not submitted a Vendor Information Data 
form with a revision date of 4-09, this form can be downloaded at http://doc.mo.gov/contracts.pfp and submitted 
with the bid response, mailed or faxed to the numbers indicated on the form, or emailed to 
doc.vendorinfo@doc.mo.gov. 

3.6 Missouri Service-Disabled Business Preference 

3.6.1 Pursuant to section 34.074, RSMo, and 1 CSR 40-1.050, a three (3) bonus point preference shall be granted to 
bidders who qualify as Missouri service-disabled veteran business enterprises and who complete and submit 
EXHIBIT C, Missouri Service-Disabled Veteran Business Enterprise Preference with the bid. If the bid does not 
include the completed EXHIBIT C and the documentation specified on EXHIBIT C in accordance with the 
instructions provided therein, no preference points will be applied. 

4. EVALUATION AND AWARD PROCESS 

4.1 Evaluation Process- Bids shall be reviewed to determine if the bid complies with the mandatory requirements 
and to determine the lowest responsible and reliable bidder. 

4.1.1 The cost evaluation shall be based on a total cost calculated using the quantities provided below and the firm, 
fixed and maximum prices specified on EXHIBIT A, Pricing Page. The evaluation of cost will include the 
original and any potential renewal periods. 

Weekly pest control services: firm, fixed price x 52= Annual cost 

Monthly pest control services: finn, fixed price x 12 =Annual cost 

a. Evaluation of Cost- The cost evaluation shall be computed as follows: 

Lowest Responsive Bid Price x 100 +earned preference points= Total Cost Evaluation Points 
Compared Bid Price 
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b. Note: The prompt payment discount terms will not be used in any cost calculations. 

4.2 Determination for Award - The award shall be made to the bidder with the highest number of total cost 
evaluation points. 

4.2.1 The Department reserves the right to reject any bid which is determined unacceptable for reasons which may 
include but are not necessarily limited to: 1) failure of the bidder to meet mandatory general performance 
specifications; and/or 2) failure of the bidder to meet mandatory technical specifications; and/or, 3) receipt of any 
information, from any source, regarding delivery of unsatisfactory product or service by the bidder within the past 
three years; and/or 4) the bidder's failure to document familiarity with the building. As deemed in its best 
interests, the Department of Corrections reserves the right to clarify any and all portions of any bidder's offering. 
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EXHIBIT A 

PRICING PAGE 

Pest Control Services - The bidder shall provide a firm, fixed price below for the original contract period and a 
maximum price for each renewal period for providing services in accordance with the provisions and requirements 
specified herein. All costs associated with providing Pest Control Services shall be included in the stated prices. 

Line Original Contract Period First Renewal Period Second Renewal Period 
Item Description Firm, Fixed Price Maximum Price Maximum Price 

001 Weekly Pest Control Services $ l 0~ ,06 $ t 0~ ~0 () $ I Ol, ~1,1_ 
Per treatment Per treatment Per treatment 

002 Monthly Pest Control Services $ LSD~ oo $ l r:;o_oo $ l c; 4 ,~c; 
Per treatment Per treatment Per treatment 

Terms: 

The bidder should state below its discount terms offered for the prompt payment of invoices. 

__ 3..,_ ___ % if paid within I 0 days of receipt of invoice. 

Website: 

The bidder should state website address if online invoicing is available: W W W, Sc:M.e~vJ.e._,\ re <; + · c__ C)~ 
Bidder's Acceptance of the State Purchasing Card (Visa): 

The bidder should indicate agreement/disagreement to allow the Department to make purchases using the state purchasing 
card (Visa). If the bidder agrees, the bidder shall be responsible for all service fees, merchant fees and/or handling fees. 
Furthermore, the bidder shall agree to provide the items/services at the prices stated herein. 

Agreement __ '&-L..C=----- Disagreement _____ _ 

By signing, the bidder hereby declares understanding, agreement and certification of compliance to provide the items 
and/or services at the prices quoted in accordance with all the requirements and specifications contained herein and the 
Terms and Conditions. The bidder further agrees that the language of this IFB shall govern in the event of a conflict with 
his/her bid. 

CompanyName: Sc~t\1\,c\eJ Ves± ~e_'(V\Cfj 

~><=-;---q..-.-cF-"-~--"--+----Email Address fU~ .bt ~\t':l ~ ~~~-h_evc! · Ci/1\-1 

Signature: -~oL----~---.;"''-1-~=---+.:.......oo~---')'----Date: -;..- L 7 -\ 'j 
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EXHIBIT B 

MISCELLANEOUS INFORMATION 

Emi!lo~ee Bidd ing!Conflict of Interest 
Bidders who ar 
must comply w 

e employees of the State of Missouri, a member of the General Assembly or a statewide elected official 
ith Sections 105.450 to 105.458 RSMo regarding conflict of interest. If the bidder and/or any of the 
bidder's organization are currently an employee of the State of Missouri, a member of the General 
tatewide elected official, please provide the following information. 

owners of the 
Assembly or a s 

Name of State Employee, General 
A sse mbly Member, or Statewide Elected 

a!: Offici 

Perce 
bidde 

In what office/agency are they 
em lo ed? 

Em lo ment Title: 
ntage of ownership interest in 
r's organization: % 

Missouri Del!a rtment of Agriculture Certified Al!l!licator license - State license number and expiration date: 

License Numbe Expiration Date 'l - ':s \- \ l{ 

Personnel - Pro vide a list of employees who will be providing pest control services at the Fulton Reception and 
er. (Use additional sheets ifnecessal)~ Diagnostic Cent 

1. jl'vv,. <;,-t'£ Cj, ~ ucR <:. s 22 £> ~ :J-3,\- \ Y 

2.~<:S 

3. 

4. 

5. 
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EXHIBIT B (continued) 

MISCELLANEOUS INFORMATION 

Familiarity of Buildings 

The bidder must document a thorough knowledge of the buildings based on either ( 1) the bidder's attendance of a tour of 
the buildings, or (2} through other knowledge of the buildings gained from some other means. 

I attended a tour of the buildings. (The attendance record shall verify the bidder's attendance.) 

I did not attend the tour of the buildings. (The bidder must provide relevant information regarding 
their familiarity with the physical layout, condition, etc. of the building. The bidder is advised that 
neither the review of building floor plans nor an independent public viewing give an accurate account 
of knowledge of the building for pest control purposes.) 

Explanation: Sc~e-V\A~ \ .f.ert SeAV\ c_e~ hO\~ ~(>_e_ ~ 
QJKc~ect"~ ~e.. S.-u\1\c.e ~f~6~S 
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EXHIBITC 

MISSOURI SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE PREFERENCE 

Pursuant to section 34.074, RSMo, and 1 CSR 40-1.050, the Department has a goal of awarding three (3) percent of all 
contracts for the performance of any job or service to qualified service-disabled veteran business enterprises (SDYEs). 
(See below for definitions included in section 34.074, RSMo.) 

DEFINITIONS: 

Service-Disabled Veteran (SDV) is defined as any individual who is disabled as certified by the appropriate federal 
agency responsible for the administration of veterans' affairs. 

Service-Disabled Veteran Business Enterprise (SDVE) is defined as a business concern: 

a. not less than fifty-one (51) percent of which is owned by one or more service-disabled veterans or, in the case of any 
publicly owned business, not less than fifty-one (51) percent of the stock of which is owned by one or more service­
disabled veterans; and 

b. the management and daily business operations of which are controlled by one or more service-disabled veterans. 

STANDARDS: 

The following standards shall be used by the Department in determining whether an individual, business, or organization 
qualifies as a SDVE: 

a. Doing business as a Missouri firm, corporation, or individual or maintaining a Missouri office or place of business, 
not including an office of a registered agent; 

b. Having not less than fifty-one percent (51%) of the business owned by one (1) or more service-disabled veterans 
(SDYs) or, in the case of any publicly-owned business, not less than fifty-one percent (51%) of the stock of which is 
owned by one (1) or more SDYs. 

c. Having the management and daily business operations controlled by one ( 1) or more SOY s; 

d. Having a copy of the SOY's award letter from the Department ofYeterans Affairs or a copy of the SOY's discharge 
paper (DD Form 214, Certificate of Release or Discharge from Active Duty) and a copy of the SOY's documentation 
certifying disability by the appropriate federal agency responsible for the administration of veterans' affairs; and 

e. Possessing the power to make day-to-day as well as major decisions on matters of management, policy, and operation. 

If a bidder meets the standards of a qualified SDVE as stated above, the bidder must provide the following with the bid in 
order to receive the Missouri SDYE preference of a three-point bonus over a non-Missouri SDYE unless previously 
submitted within the past five (5) years to a Missouri state agency or public university: 

a. a copy of the SOY's award letter from the Department ofYeterans Affairs or a copy of the SOY's discharge paper 
(DD Form 214, Certificate of Release or Discharge from Active Duty), 

b. a copy of the SOY's documentation certifying disability by the appropriate federal agency responsible for the 
administration of veterans' affairs, and 

c. a completed copy of this exhibit. 



I 

IFB 14709097 Page 20 

EXHIBIT C (continued) 
MISSOURI SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE PREFERENCE 

(NOTE: For ease of evaluation, please attach a copy of the SDV's award letter or a copy of the SDV's discharge paper, 
and a copy of the SDV's documentation certifying disability to this Exhibit. The SDV's award letter, the SDV's 
discharge paper, and the SDV's documentation certifying disability shall be considered confidential pursuant to 
subsection 14 of section 610.021, RSMo.) 

If the SDVE previously submitted copies of the SDV's documents (a copy of the SDV's award Jetter or a copy of the 
SDV's discharge paper, and a copy of the SDV's documentation certifying disability) to a Missouri state agency or public 
university within the past five (5) years, the SDVE should provide the information requested below. 

NamN 7'"lA,State Agency or Public U nlversity' to Which the SDV 's Documents were Submitted: 

.1 

(*Public University includes the following five schools under chapter 34, RSMo: Harris-Stowe State University - St. Louis; Missouri Southern 
State University- Joplin; Missouri Western State University- St. Joseph; Northwest Missouri State University- Maryville; Southeast Missouri 
State University- Cape Girardeau.) 

Date SDV's Documents were Submitted: 

Previous Bid/Contract Number for Which the SDV's Documents were Submitted: ------------------
(ifknown) 

By signing below, I certify that I meet the definitions of a service-disabled veteran and a service-disabled veteran business 
enterprise as defined in section 34.074, RSMo. I further certify that I meet the standards of a qualifying SDVE as listed 
above pursuant to 1 CSR 40-1.050. 

Service-Disabled Veteran's Name 
(Please Print) 

Service-Disabled Veteran's Signature 

Phone Number 

Date 

Service-Disabled Veteran Business Enterprise Name 

Missouri Address of Service-Disabled Veteran 
Business Enterprise 

Website Address 

E-Mail Address 

(NOTE: A qualified SDVE will be added to the SDVE listing maintained on the Office of Administration, Division of Purchasing and 
Materials Management's (OA/DPMM) website (www.oa.mo.gov/purch/vendorinfo/sdve.html) for up to five (5) years from the date 
listed above. However, if it has been determined that the SDVE at any time no longer meets the requirements stated above, the 
OA/DPMM will remove the SDVE from the · 

SDV Documents- Verification Completed By: 

Procurement Officer Date 
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EXHIBITD 

BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION, 
AND AFFIDAVIT OF WORK AUTHORIZATION 

BUSINESS ENTITY CERTIFICATION: 
The bidder must certify their current business status by completing either Box A or Box B or Box C on this Exhibit. 

BOXA: 
BOX B: 

BOXC: 

To be completed by a non-business entity as defined below. 
To be completed by a business entity that has not yet completed and submitted documentation pertaining to 
the federal work authorization program as described at 
http://www.dhs.gov/xprevprot/programs/gc 1185221678150.shtm. 
To be completed by a business entity who has already submitted documentation with a notarized date on or 
after September 1, 2009, to a Missouri state agency including Division of Purchasing and Materials 
Management. 

Business entity, as defined in section 285.525 RSMo pertaining to section 285.530 RSMo is any person or group of persons performing or engaging 
in any activity, enterprise, profession, or occupation for gain, benefit, advantage, or livelihood. The term "business entity" shall include but not be 
limited to self-employed individuals, partnerships, corporations, contractors, and subcontractors. The term "business entity" shall include any 
business entity that possesses a business permit, license, or tax certificate issued by the state, any business entity that is exempt by law from obtaining 
such a business permit, and any business entity that is operating unlawfully without such a business permit. The term "business entity" shall not 
include a self-employed individual with no employees or entities utilizing the services of direct sellers as defined in subdivision ( 17) of subsection 12 
of section 288.034 RSMo. 

Note: Regarding governmental entities, business entity includes Missouri schools, Missouri universities (other than stated in Box C), out of state 
agencies, out of state schools, out of state universities, and political subdivisions. A business entity does not include Missouri state agencies and 
federal government entities. 

BO:\ \- Cl RRE:\TU :\OT .\ Bl SI:\ESS E:\TIT' 

I certify that (Company/Individual Name) DOES NOT CURRENTLY 
MEET the definition of a business entity, as defined in section 285.525 RSMo pertaining to section 
285.530 RSMo as stated above, because: (check the applicable business status that applies below) 

0 I am a self-employed individual with no employees; OR 
0 The company that I represent employs the services of direct sellers as defined in 

subdivision ( 17) of subsection 12 of section 288.034 RSMo. 

I certify that I am not an alien unlawfully present in the United States and if 
__________ (Company/Individual Name) is awarded a contract for the services 
requested herein under (Bid Number) and if the business status changes during 
the life of the contract to become a business entity as defined in section 285.525 RSMo pertaining 
to section 285.530, RSMo then, prior to the performance of any services as a business entity, 
__________ (Company/Individual Name) agrees to complete Box B, comply with the 
requirements stated in Box B and provide the Missouri Department of Corrections with all 
documentation required in Box B of this exhibit. 

Authorized Representative's Name 
(Please Print) 

Company Name (if applicable) 

Authorized Representative's Signature 

Date 
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EXHIBIT D, continued 

I certify that~V\~V\dt~J\s\ ~ru~Business Entity Name) MEETS the definition of a business entity 
as defined in section 285.525 RSMo pertaining to section 285.530. 

Aut orized Business ntity 
Representative's Name 

(Please Print) 

~~~t"'~"l-\ Ye~1 ~wv\tU 
Business Entity Name 

ru~~. 6l"' ~\~y ~ ye~+Le,vo .. LQ W\ 
E-Mail A\:idress 

Date 

As a business entity, the bidder must perform/provide the following. The bidder should check each to 
verify completion/submission: 

rf' Enroll and participate in the E-Verify federal work authorization program (Website: 
http://www.dhs.gov/xprevprot!programs/gc 1185221678150.shtm; Phone: 888-464-4218; Email: e­
verify@dhs.gov) with respect to the employees hired after enrollment in the program who are 
proposed to work in connection with the services required herein; AND 

'Provide documentation affirming said company's/individual's enrollment and participation in theE­
Verify federal work authorization program. Documentation shall include EITHER the E-Verify 
Employment Eligibility Verification page OR a page from the E-Verify Memorandum of 
Understanding (MOU) listing the bidder's name and the MOU signature page completed and signed, 
at minimum, by the bidder and the Department of Homeland Security- Verification Division. If the 
signature page of the MOU lists the bidder's name and company ID, then no additional pages of the 
MOU must be submitted; AND 

0 Submit a completed, notarized Affidavit of Work Authorization provided on the next page of this 
Exhibit. 



j 
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EXHIBIT D, continued 

AFFIDAVIT OF WORK AUTHORIZATION: 

The bidder who meets the section 285.525 RSMo definition of a business entity must complete and return the following 
Affidavit of Work Authorization. 

Comes now • l V\ \ (Name of Business Entity Authorized Representative) as 
h~~ ositionffitle) trst being duly sworn on my oath, affirm 
X S U?.{ (Business Entity Name) is enrolled and will continue to participate in theE-Verify federal 
work authorization program with respect to employees hired after enrollment in the program who are proposed to work in 
connection with the services related to contract(s) with the State of Missouri {l;lr,the durat~rthe contract(s), if awarded 
in accordance with subsection 2 of section 285.530 RSMo. I also affirm that )c\-.Q.~\ ~.fVK(S (Business Entity 
Name) does not and will not knowingly employ a person who is an unauthorized alien in connection with the contracted 
services provided under the contract( s) for the duration of the contract( s ), if awarded. 

In Affirmation thereof, the facts stated above are true and correct. (The undersigned understands that false statements 
made in this jilin · to \he penalties provided under section 575.040 RSMo.) 

--IIL----1--1-ti-v-'e, ...... s ""'-S-<i L---a-tu_r_e+-- Pri~~b )},l V\'K \ ~ 

Title Date 

Subscribed and sworn to before me this 2 ({? -1-"' of t1J0. reh ~ ({) { ~. I am 
(DAY) (MONTH, YEAR) 

1
ommissioned as a notary public within the County ofTo\o n.~;;::~? 0 , State of L (NAME OF OUNTY) 

r JQ. h~ S.. , and my commission expires on 08 · d l[? ' :i, 0 [ 7 
(NAME OF STATE) (OAT 

~~ryC),~1wdvi2 
LYNN HAUSCHEL 

Notary Public-State~ 
My Appt. Expires · • 

Date 

~019 
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EXHIBIT D, continued 

I certify that (Business Entity Name) MEETS the definition of a 
business entity as defined in section 285.525 RSMo pertaining to section 285.530 RSMo and have 
enrolled and currently participates in theE-Verify federal work authorization program with respect to 
the employees hired after enrollment in the program who are proposed to work in connection with the 
services related to contract(s) with the State of Missouri. We have previously provided documentation 
to a Missouri state agency or public university that affirms enrollment and participation in theE-Verify 
federal work authorization program. The documentation that was previously provided included the 
following . 

./ TheE-Verify Employment Eligibility Verification page OR a page from theE-Verify 
Memorandum of Understanding (MOU) listing the bidder's name and the MOU signature page 
completed and signed by the bidder and the Department of Homeland Security- Verification 
Division . 

./ A completed, notarized Affidavit of Work Authorization signed and dated on or after 
September 1, 2009. 

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentation 
Submitted: 

~~~~~~~~~~~~~~~~~~--~~~--~~~--~--~-

(*Public University includes the following five schools under chapter 34, RSMo: Harris-Stowe State University - St. 
Louis; Missouri Southern State University- Joplin; Missouri Western State University- St. Joseph; Northwest Missouri 
State University- Maryville; Southeast Missouri State University- Cape Girardeau.) 

Date of Previous E-Verify Documentation Submission: __________ _ 

Previous Bid/Contract Number for Which Previous E-Verify Documentation Submitted: 

(if known) 

Authorized Business Entity 
Representative's Name 

(Please Print) 

E-Verify MOU Company ID Number 

Business Entity Name 

FOI{ ST,\TE l SE 0\L\: 
Documentation Verification Completed By: 

Date 

Authorized Business Entity 
Representative's Signature 

E-Mail Address 

Date 
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[] 
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~rvatl()l')$ · · · 
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Service MASTER® 



Interview Process Overview 

Review competencies and behavioral questions 
Review application materials (note similar experiences and gaps in employment) 
Ensure environment free from interruptions 

Greet applicant and introduce yourself 
Overview interview process and indicate that you will be taking notes (2 minutes) 
Briefly review background and experience (4-5 minutes) 
Ask questions to get specific information (5 minutes per competency) 
Provide information about the job and ServiceMaster (5 minutes) 
Answer applicant's questions without providing any specific feedback about his/her status, and close the 
interview (5 minutes) 

Complete the Interview Feedback Form by completing the following steps: 
Step 1: Review the definition of each competency. 
Step 2: Review your notes and determine whether the candidate's behavior in each competency was effective 
or ineffective. Compare the information the candidate provided with the guidelines for a 3 rating provided for 
each competency. Note that a score of 3 indicates that the candidate meets expectations for the role in that 
competency. 
*Please note that communication is an observable dimension. Rate how well the candidate has communicated 
throughout the interview. 
Step 3: Use the five-point scale to rate the candidate's behavior for each competency. 
Step 4: Write the rating in the box provided. 
Step 5: Total the scores of each dimension. 
Step 6: Determine if the candidate should proceed to the next step in the process. 
Write the total score on the front page of the interview guide. 
Determine whether or not the candidate should proceed to the next step in the process. 
If a panel interview, a group consensus must be reached for the recommendation. 
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Work Background 

Job/Experience. _______________ Dates of employment. ______ _ 

0 What were/are your major responsibilities/duties in your last job? 

0 What were your greatest accomplishments in your last job? 
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OfiGANIZtNG A~n PLANNtt\(~-EffectiVe ~rfotmers have strong organizing and planning skills that a_n01N tMm•.to 
·LYe hightyprrxJJ.Jctive.and effi~if:Jnt. They manage their time and resources wt~y and ef!ective/y pr{<)ritizemtiltiple •· 
c~ingta~k$. Theyplan, organize, andacfil!ety manage meetings tor maximum productivity. Jfin amtinagemerit 
rolf#, they de11:1gateeff'ediveJy to maximize team productivity. 

Tell me about a time when you had to create a plan of action and keep track of your progress in an effort to 
reach a goal. (Optional Follow-up Probes: What was the goal? What was the timeframe involved? What did you 
consider when creating the plan? How were you involved in the implementation? How did you keep track of your 
progress? What tools or methods did you use to help you track your progress? What alterations did you make along 
the way to make sure you stayed on track? What was the outcome?) 
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R~sua.:rs ORIENTAtJON/SENSE OF URGENCY- Effective pertormers.f3fe ~chievementmotivatffid at7clmaintain an 
appropriate tc>Cuson outc()mesandaccompli$bments. Thf!ty see thiS is 8$ a critical success factor infhe service 
Jru:flistry Where autonornOLI$representativesinteract withcqstomers: Theycomiey a sense ·ofur~neytomalre thtngs 
h~ppen: They&spept. the need to balanOft short~ and !ong~term goal& They are driVen by a need for ¢/osure. 

Tell me about a time when you were able to get results in a situation where other people had tried and failed. 
(Optional Follow-up Probes: What was the situation? How did you know about the attempts of others? What did you 
do differently that enabled you to succeed? What did you communicate to others during your progress? What was the 
ultimate outcome? What feedback did you receive for your efforts?) 
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. J~FtOENCE_. ~ffecti~ perf()fftters are :skilled at directing, persuading, and motivating otf)ers. they are 9ble to flex. 
tflei(leader~ipsty/e to cfirect, coflaborate. onl'mpoweras the situation r~uirel!;, They nave esta/Jiisfl$51 a pefS()nat 
~f base built 0(1 mutual ttust, fairness, and honesty. . 

Describe a situation in which you had to use a different approach, or perhaps several approaches, because 
your initial approach failed to persuade a current or potential customer. (Optional Follow-up Probes: What 
was the situation? \tVhy did the initial approach not work? How did you determine what follow-up approaches to 
try? How did the potential customer react? What was the outcome?) 

Tell me about a time when you took extra steps to ensure that you instilled a feeling of confidence in your 
product/service in a potential customer. (Optional Follow-up Probes: What was the situation? What were you 
selling? Who was the potential customer? Why was it important that you built his/her confidence in your 
product/service? Why were extra steps necessary? What specific actions did you take? How did your actions 
differ from your usual approach to a sales call? How did the potential customer react? What was the outcome?) 
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•·¢t¥r9MER/ti}tt!;f41'ATIO]*I#O$rtJV~t"PA¢r~·E~tWtf~rto[f1ler~stayC/ose.tc ~U$t¢mers(e.g.f{fa/1chiseesJ}. •·. 
~ift;fec@ulttei'S;'{hey/vfeWtb(J.·qrgapf?.ati®thwughthe•eyes¢fthecusto(ftetlcqnsi.Unet~g().Ot/tottffeirJ.¥eY:td• _ .. ·· 
tif1ticip~t£raritt~tct!S(()!lJ.er~~s,•rhetqg#tinua1Jy~~·fnfarrnation;,ndyn~r5tangtnrtreg~dJrifli11erf<qttnind$; .. · 

.. '[ttfiymaliePt>$itiVem;ilrils~onswithCU.sttirners/anf!O!hei;s:"T:heyare<>Ptifn.lsticandt!fnihusia$tiC.aoout wnstthf:jy(j(>·•···.·. 

-~f!1a_•tfl_eff_·e_¥a_~e_ifyent_•·•·•·.·•·.l_s_c_o-"·tit---·.agt:O~•··.·.>_-'-til_s_:~·2 <~<·.·····>···.· /••·••->L.·.··.····.··········<··</·:•·•···••i··· ... ······</•··.•··.~•····.··.·/··.•.······i•·.· ..... ·.·.·······/········_·. _············ .. ·········-·. 

Tell me about a time when you identified a situation that could have become a large scale customer issue and 
took action through others to prevent it. (Optional Follow-up Probes: What was the situation? How did you learn 
about the issue? How did you determine that the issue could escalate? What would the outcome have been if you 
had not taken steps to prevent it? What was your role in determining a solution? How did you approach it and what 
actions did you take? What others did you involve and why? What was the outcome? What did you learn from this 
experience that you have applied to other situations going forward?) 
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$ALES MINQ..$t1SEU.WG SKILL$ ... Effective performers enjoy the competitiveworlt:iof sales and s.elling, They are · 
.. re.:f/l~nt and.p8rsj$tei"Jt. Thf.fy/ikebelng measured and strivetoward stretch gpa~. They IJJJ(kJrstandthe need for··.· 
continuous to/Hinegrowth Wfr.ilf1 maif1tainin(Jprofitabi/ity,T!Jey en1brace innovative teC!Jniqi:Jes;toimprQlle yolt/rne ;Jnd· 
rf#edity shareplt?(JiJctiV!J"$a~ptactk;{Js .within and across bf'apd~ to growthebusiness: Jn.seHing rolt;Js, they are· 

. ·crfi('}il>le andper$tla:sive: Tf1ey1Jnd$tstarkitft$importat$e of ~Velopin{J loflg--te('(/1 cystom$fre/ationsn/ps in the 
service.l>ttsinessesotSefliiceMaster.·. · 

--~~~~~----~~~------~~----~----~------

Tell me about a time when you came up with a creative way to prospect for new customers. (Optional Follow-up 
Probes: How did you come up with the new way to prospect, and why? What specifically did you do? How was this 
idea different than your usual manner of prospecting? How was it successful in gaining new customers? How did you 
track your success?) 
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Interview Feedback Form 

3 

- Maintains appropriate focus on outcomes and 
accomplishments 

• Consistently meet$ established deadlines and 
acceptable quality standards 

- Willingly adjusts procedure to meet deadlines 
·Takes relevant stakeholders into account 

when developing plan 
- Develops a plan that is functional and 

innovative 
- Uses technology to aide planning and 

tracking efforts 
- Is actively involved in implementation of the 

plan; does not pass responsibility of 
implementation to others 

RE:St)t.T:S()~IENt:A1'ac:J~£f!IS~OfURQENCY 
2 3 

-Set clear goals for self and worked toward 
them; did not give up Without finishing 

- Persistence in the face of challenges 
-Varied tactics to accomplish goal (e.g., 

formed deeper relationship with key sponsors 
on task forces, etc.) 

- Displays competitive edge; is motivated by 
meeting goals 

- Obtained results without stepping on others; 
did not convey desire to bury others, merely 
motivation from the challenge and teaming 
from their efforts 

- Bottom-line oriented with a high sense of 
urgency 

- Communicated having learned from 
experiences of others 

4 

4 

Organizational Development 

5 

5 
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2 3 

- Quickly modiftes behavior according to the 
situation and used situational factors to 
determine best persuasion technique to use; 
changed persuasion method as needed 

- Looked below the surface to determine what 
motivates or drives others and made efforts to 
focus on that 

- Interacts with others in a manner that builds 
effective relationships 

- Is successful at striking a deal or gaining 
support in extreme circumstances 

-Worked for solution in a way that benefited both 
the company and the customer 

- Does not take rejection personally and persisted 
through several iterations of negative response 
to 'M:lrk to gain agreement 

-Does not give up when receiving an initially 
negative reaction, and does not react 
negatively/defensively 

- Used logic and solid rationale to intluence others 
- Attempted to redirect when faced with objections 
-Willing to express differing opinions in group 
settings 

- Builds common ground 
- Demonstrates the ability to highlight adVantages 

or benefits of an idea or position in a way that is 
likely to reach the customer at hand 

- Recognizes difference between gatekeeper and 
decision maker, and attempts to get past 
gatekeeper 

- Can articulate an intluence strategy that is 
appropriate to the situation 

- Understands value of solid product/industry 
knowledge 

- Communicated confidence in what he/She was 
selling 

-Communicated in manner that instilled 
confidence in the listener 

- Made efforts to leam information important to 
the potential customer and alter style and talking 
points to speak to things important to him/her 

- Recognized on own that additional 'M>rk 'M:luld 
be necessary in this situation 

-Could articulate the result ofthe effort- volume 
of sale, etc. 

4 
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3 

- Identified issue on own, was not told by 
another that the issue would arise; can 
articulate where idea came from 

- Reacted in way that improved the 
situation and can trace own actions to 
customer experience 

- Attempts to balance best interest of the 
customer with company needs 

- listens carefully to customer needs 
• Resolves complaints/negative issues 
quickly 

- Is straight forward with customers when 
addressing an issue or potential issue 

- Established 
standards/processes/procedures with 
customer needs in mind 

- Clearly communicated nature of changes 
and rationale to everyone involved 

• Partnered successfully with peers in 
other departments (i.e., operations) to 
make sure customer needs were met; did 
not promise something to customer that 
operations 'M:lUid not be able to deliver 

3 

- Monitors progress in sourcing sales 
prospects 

- Makes appropriate changes as 
necessary when circumstances change 

- Maintains focus on personal and 
organizational goats 

- Developed a creative way to prospect 
and was somewhat successful in gaining 
new customers 

- Maintains relationships beyond initial 
prospecting phase of relationship 

• utilizes technology to develop potential 
sales prospects 

• Uses information about business, 
industry, and potential issues to convert 
relationships to safes 

4 

4 

Organizational Development 

5 

5 

Page11 



- Pays attention to communication from others 
and actively forwards information to relevant 
others 

- Ideas presented are readily understandable; is 
articulate, informative, and concise 

·Uses appropriate vocabulary, inflection, force, 
and fluidity 

- Worl<s to establish Interpersonal rapport with 
interviewer and others in contact with during 
inteNiew process 

- Listens to questions, thinks carefully to craft 
appropriate response, and responds to all 
questions as asked 

- Engages in active listening; asks questions to 
ensure understanding 

- Listens before speaking 
- Provides clear example of using different styles 
and presenting information in a different way 
based on having assessed the needs and level 
of understanding of the ~ipient 

Organizational Development Page12 



6 - 17 l Do not recommend 

18 
_ 24 !.Recommend for hire {with 

! · reservations) 

..•...• ,u~s;~~· <;t>l~~~#"f<>r~i~. Total lntenie~ Srore: 

Organizational Development 

Intervicwt'1" 

D 
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TERM/NIX 

Servicelr!ASTER 
Clean 

January 19, 2011 

To Whom It May Concern: 

ServiceMASTER 

TRUGREEtt 

lj t111.\11lftE Ht21W 

Please accept this letter as attestation that Service Master is the parent company of Terminix, American 

Home Shield, TruGreen, ServiceMaster Clean, AmeriSpec, Furniture Medic and Merry Maids and that 

these subsidiaries are included in the Memorandum of Understanding between the Department of 

Homeland Security and ServiceMaster regarding participation in the Employment Eligibility Verification 
Program. 

Thank you. 

Sincerely, 

Angie Harbin 
Director, Associate Relations 
The ServiceMaster Company 
860 Ridge Lake Blvd. 
Memphis, TN 38120 
901-597-5995 
Angie.harbin@servicemaster.com 



Company ID Number: 19959 
Client Company ID Number: 381189 

THE E-VERIFY PROGRAM FOR EMPLOYMENT VERIFICATION MEMORANDUM OF 
UNDERSTANDING FOR EMPLOYERS USING A E-VERIFY EMPLOYER AGENT 

ARTICLE I 

PURPOSE AND AUTHORITY 

This Memorandum of Understanding (MOU) sets forth the points of agreement between the 
Department of Homeland Security (DHS), ServiceMaster Management Company, Ltd 
(Employer), and TALX Corporation (E-Verify Employer Agent) regarding the Employer's and 
E-Verify Employer Agent's participation in the Employment Eligibility Verification Program (E­
Verify). This MOU explains certain features of the E-Verify program and enumerates specific 
responsibilities of DHS, the Social Security Administration (SSA), the Employer, and the E­
Verify Employer Agent. References to the Employer include theE-Verify Employer Agent when 
acting on behalf of the Employer. E-Verify is a program that electronically confirms an 
employee's eligibility to work in the United States after completion of the Employment Eligibility 
Verification Form (Form 1-9). For covered government contractors, E-Verify is used to verify the 
employment eligibility of all newly hired employees and all existing employees assigned to 
Federal contracts or to verify the entire workforce if the contractor so chooses. 

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration 
Reform and Immigrant Responsibility Act of 1996 (IIRIRA}, Pub. L. 104-208, 110 Stat. 3009, as 
amended (8 U.S.C. § 1324a note). Authority for use of the E-Verify program by Federal 
contractors and subcontractors covered by the terms of Subpart 22.18, "Employment Eligibility 
Verification", of the Federal Acquisition Regulation (FAR) {hereinafter referred to in this MOU as 
a "Federal contractor with the FAR E-Verify clause") to verify the employment eligibility of 
certain employees working on Federal contracts is also found in Subpart 22.18 and in Executive 
Order 12989, as amended. 

ARTICLE II 

FUNCTIONS TO BE PERFORMED 

A. RESPONSIBILITIES OF SSA 

1. SSA agrees to provide the Employer (through the E-Verify Employer Agent) with 
available information that will allow the Employer to confirm the accuracy of Social Security 
Numbers provided by all employees verified under this MOU and the employment 
authorization of U.S. citizens. 

2. SSA agrees to provide the Employer and E-Verify Employer Agent appropriate 
assistance with operational problems that may arise during the Employer's participation in 
E-Verify. SSA agrees to provide theE-Verify Employer Agent with names, titles, addresses, 
and telephone numbers of SSA representatives to be contacted during the E-Verify 
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process. 

3. SSA agrees to safeguard the information provided by the Employer through the E-Verify 
program procedures, and to limit access to such information, as is appropriate by law, to 
individuals responsible for the verification of Social Security Numbers and for evaluation of 
E-Verify or such other persons or entities who may be authorized by SSA as governed by 
the Privacy Act (5 U.S.C. § 552a), the Social Security Act (42 U.S.C. 1306(a)), and SSA 
regulations (20 CFR Part 401 ). 

4. SSA agrees to provide a means of automated verification that is designed (in conjunction 
with DHS's automated system if necessary) to provide confirmation or tentative 
nonconfirmation of U.S. citizens' employment eligibility within 3 Federal Government work 
days of the initial inquiry. 

5. SSA agrees to provide a means of secondary verification (including updating SSA 
records as may be necessary) for employees who contest SSA tentative nonconfirmations 
that is designed to provide final confirmation or nonconfirmation of U.S. citizens' 
employment eligibility and accuracy of SSA records for both citizens and non-citizens within 
10 Federal Government work days of the date of referral to SSA, unless SSA determines 
that more than 10 days may be necessary. In such cases, SSA will provide additional 
verification instructions. 

B. RESPONSIBILITIES OF OHS 

1. After SSA verifies the accuracy of SSA records for employees through E-Verify, DHS 
agrees to provide the Employer (through the E-Verify Employer Agent) access to 
selected data from DHS's database to enable the Employer (through the E-Verify 
Employer Agent) to conduct, to the extent authorized by this MOU: 

• Automated verification checks on employees by electronic means, and 

• Photo verification checks (when available) on employees. 

2. DHS agrees to provide to the Employer and E-Verify Employer Agent appropriate 
assistance with operational problems that may arise during the Employer's participation 
in E-Verify. DHS agrees to provide the E-Verify Employer Agent names, titles, 
addresses, and telephone numbers of DHS representatives to be contacted during the 
E-Verify process. 

3. DHS agrees to make available to the Employer (through theE-Verify Employer Agent), 
at the E-Verify Web site and on the E-Verify Web browser, instructional materials on E­
Verify policies, procedures and requirements for both SSA and DHS, including 
restrictions on the use of E-Verify. DHS agrees to provide training materials on E-Verify. 

4. DHS agrees to provide to the Employer (through theE-Verify Employer Agent) a notice, 
which indicates the Employer's participation in theE-Verify program. DHS also agrees to 
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provide to the Employer (through theE-Verify Employer Agent) anti-discrimination 
notices issued by the Office of Special Counsel for Immigration-Related Unfair 
Employment Practices (OSC). Civil Rights Division, U.S. Department of Justice. 

5. DHS agrees to issue the E-Verify Employer Agent a user identification number and 
password that will be used exclusively by theE-Verify Employer Agent, on behalf of the 
Employer, to verify information provided by employees with DHS's databases. 

6. DHS agrees to safeguard the information provided to DHS by the Employer (through the 
E-Verify Employer Agent), and to limit access to such information to individuals 
responsible for the verification of employees' employment eligibility and for evaluation of 
the E-Verify program, or to such other persons or entities as may be authorized by 
applicable law. Information will be used only to verify the accuracy of Social Security 
Numbers and employment eligibility, to enforce the Immigration and Nationality Act (INA) 
and Federal criminal laws, and to administer Federal contracting requirements. 

7. DHS agrees to provide a means of automated verification that is designed {in 
conjunction with SSA verification procedures) to provide confirmation or tentative 
nonconfirmation of employees' employment eligibility within 3 Federal Government 
workdays of the initial inquiry. 

8. DHS agrees to provide a means of secondary verification (including updating DHS 
records as may be necessary) for employees who contest DHS tentative 
nonconfirmations and photo non-match tentative nonconfirmations that is designed to 
provide final confirmation or nonconfirmation of the employees' employment eligibility 
within 10 Federal Government work days of the date of referral to DHS, unless DHS 
determines that more than 10 days may be necessary. In such cases. DHS will provide 
additional verification instructions. 

C. RESPONSIBILITIES OF THE EMPLOYER 

1. The Employer agrees to display the notices supplied by DHS (through the E-Verify 
Employer Agent) in a prominent place that is clearly visible to prospective employees 
and all employees who are to be verified through the system. 

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and 
telephone numbers of the Employer representatives to be contacted regarding E-Verify. 

3. The Employer agrees to become familiar with and comply with the most recent version 
of theE-Verify User Manual. The Employer will obtain theE-Verify User Manual from the 
E-Verify Employer Agent. 

4. The Employer agrees to comply with current Form 1-9 procedures, with two exceptions: 

• If an employee presents a "List B" identity document, the Employer agrees to only 
accept "List B" documents that contain a photo. (List 8 documents identified in 8 
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C.F.R. § 274a.2(b)(1)(8)) can be presented during the Form 1-9 process to establish 
identity.) If an employee objects to the photo requirement for religious reasons, the 
Employer should contact E-Verify at 1-888-464-4218. 

• If an employee presents a DHS Form 1-551 (Permanent Resident Card) or Form 1-
766 (Employment Authorization Document) to complete the Form 1-9, the Employer 
agrees to make a photocopy of the document and to retain the photocopy with the 
employee's Form 1-9. The photocopy must be of sufficient quality to allow for 
verification of the photo and written information. The employer will use the 
photocopy to verity the photo and to assist DHS with its review of photo non-matches 
that are contested by employees. Note that employees retain the right to present 
any list A, or list 8 and List C, documentation to complete the Form 1-9. DHS may 
in the future designate other documents that activate the photo screening tool. 

5. The Employer understands that participation in E-Verify does not exempt the Employer 
from the responsibility to complete, retain, and make available for inspection Forms 1-9 
that relate to its employees, or from other requirements of applicable regulations or laws, 
including the obligation to comply with the antidiscrimination requirements of section 
2748 of the INA with respect to Form 1-9 procedures, except for the following modified 
requirements applicable by reason of the Employer's participation in E-Verity: (1) identity 
documents must have photos, as described in paragraph 4 above; (2) a rebuttable 
presumption is established that the Employer has not violated section 274A(a)(1)(A) of 
the Immigration and Nationality Act (INA) with respect to the hiring of any individual if it 
obtains confirmation of the identity and employment eligibility of the individual in good 
faith compliance with the terms and conditions of E-Verify; (3) the Employer must notify 
DHS if it continues to employ any employee after receiving a final nonconfirmation, and 
is subject to a civil money penalty between $550 and $1,100 for each failure to notify 
DHS of continued employment following a final nonconfirmation; (4) the Employer is 
subject to a rebuttable presumption that it has knowingly employed an unauthorized 
alien in violation of section 274A(a)(1)(A) if the Employer continues to employ an 
employee after receiving a final nonconfirmation; and (5) no person or entity participating 
in E-Verify is civilly or criminally liable under any law for any action taken in good faith 
based on information provided through the confirmation system. DHS reserves the right 
to conduct Form 1-9 and E-Verify system compliance inspections during the course of E­
Verify, as well as to conduct any other enforcement activity authorized by law. 

6. The Employer agrees to initiate E-Verify verification procedures (through the E-Verify 
Employer Agent), for new employees within 3 Employer business days after each 
employee has been hired (but after both sections 1 and 2 of the Form 1-9 have been 
completed), and to complete as many (but only as many) steps of the E-Verify process 
as are necessary according to the E-Verify User Manual, or in the case of Federal 
contractors with the FAR E-Verify clause, the E-Verify User Manual for Federal 
Contractors. The Employer is prohibited from initiating verification procedures before the 
employee has been hired and the Form 1-9 completed. If the automated system to be 
queried is temporarily unavailable, the 3-day time period is extended until it is again 
operational in order to accommodate the Employer's attempting, in good faith, to make 
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inquiries during the period of unavailability. Employers may initiate verification, through 
the E-Verify Employer Agent, by notating the Form 1-9 in circumstances where the 
employee has applied for a Social Security Number (SSN) from the SSA and is waiting 
to receive the SSN, provided that the Employer (through the E-Verify Employer Agent) 
performs an E-Verify employment verification query using the employee's SSN as soon 
as the SSN becomes available. 

7. The Employer agrees not to use E-Verify procedures for pre-employment screening of 
job applicants, in support of any unlawful employment practice, or for any other use not 
authorized by this MOU. Employers must use E-Verify (through its E-Verify Employer 
Agent) for all new employees, unless an Employer is a Federal contractor that qualifies 
for the exceptions described in Article IJ.D.1.c. Except as provided in Article 11.0, the 
Employer will not verify selectively and will not verify employees hired before the 
effective date of this MOU. The Employer understands that if the Employer uses the E­
Verify system for any purpose other than as authorized by this MOU, the Employer may 
be subject to appropriate legal action and termination of its access to SSA and DHS 
information pursuant to this MOU. 

8. The Employer (through its E-Verify Employer Agent) agrees to follow appropriate 
procedures (see Article Ill. below) regarding tentative nonconfirmations, including 
notifying employees in private of the finding and providing them written notice of the 
findings, providing written referial instructions to employees, allowing employees to 
contest the finding, and not taking adverse action against employees if they choose to 
contest the finding. Further, when employees contest a tentative nonconfirmation based 
upon a photo non-match, the Employer is required to take affirmative steps (see Article 
111.8. below) to contact DHS with information necessary to resolve the challenge. 

9. The Employer agrees not to take any adverse action against an employee based upon 
the employee's perceived employment eligibility status while SSA or DHS is processing 
the verification request unless the Employer obtains knowledge (as defined in 8 C.F.R. § 
274a.1 (I)) that the employee is not work authorized. The Employer understands that an 
initial inability of the SSA or DHS automated verification system to verify work 
authorization, a tentative nonconfirmation, a case in continuance (indicating the need for 
additional time for the government to resolve a case), or the finding of a photo non­
match, does not establish, and should not be interpreted as evidence, that the employee 
is not work authorized. In any of the cases listed above, the employee must be provided 
a full and fair opportunity to contest the finding, and if he or she does so, the employee 
may not be terminated or suffer any adverse employment consequences based upon the 
employee's perceived employment eligibility status (including denying, reducing, or 
extending work hours, delaying or preventing training, requiring an employee to work in 
poorer conditions, refusing to assign the employee to a Federal contract or other 
assignment, or otherwise subjecting an employee to any assumption that he or she is 
unauthorized to work, or otherwise mistreating an employee) until and unless secondary 
verification by SSA or DHS has been completed and a final nonconfirmation has been 
issued. If the employee does not choose to contest a tentative nonconfirmation or a 
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photo non-match or if a secondary verification is completed and a final nonconfirmation 
is issued, then the Employer can find the employee is not work authorized and terminate 
the employee's employment. Employers or employees with questions about a final 
nonconfirmation may call E-Verify at 1-888-464-4218 or OSC at 1-800-255-8155 or 1-
800-237-2515 (TDD). 

10. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 
2748 of the INA, as applicable, by not discriminating unlawfully against any individual in 
hiring, firing, or recruitment or referral practices because of his or her national origin or, 
in the case of a protected individual as defined in section 2748(a)(3) of the INA, because 
of his or her citizenship status. The Employer understands that such illegal practices 
can include selective verification or use of E-Verify except as provided in part D below, 
or discharging or refusing to hire employees because they appear or sound "foreign" or 
have received tentative nonconfirmations. The Employer further understands that any 
violation of the unfair immigration-related employment practices provisions in section 
2748 of the INA could subject the Employer to civil penalties, back pay awards, and 
other sanctions, and violations of Title VII could subject the Employer to back pay 
awards, compensatory and punitive damages. Violations of either section 27 48 of the 
INA or Title VII may also lead to the termination of its participation in E-Verify. If the 
Employer has any questions relating to the anti-discrimination provision, it should 
contact OSC at 1-800-255-8155 or 1-800-237-2515 (TOO). 

11. The Employer agrees to record the case verification number on the employee's Form 1-9 
or to print the screen containing the case verification number and attach it to the 
employee's Form 1-9. 

12. The Employer agrees that it will use the information it receives from SSA or DHS 
(through the E-Verify Employer Agent) pursuant to E-Verify and this MOU only to confirm 
the employment eligibillty of employees as authorized by this MOU. The Employer 
agrees that it will safeguard this information, and means of access to it (such as PINS 
and passwords) to ensure that it is not used for any other purpose and as necessary to 
protect its confidentiality, including ensuring that it is not disseminated to any person 
other than employees of the Employer who are authorized to perform the Employer's 
responsibilities under this MOU, except for such dissemination as may be authorized in 
advance by SSA or DHS for legitimate purposes. 

13. The Employer acknowledges that the information which it receives through the E-Verify 
Employer Agent from SSA is governed by the Privacy Act (5 U.S.C. § 552a(i)(1) and (3)) 
and the Social Security Act (42 U.S.C. 1306(a)), and that any person who obtains this 
information under false pretenses or uses it for any purpose other than as provided for in 
this MOU may be subject to criminal penalties. 

14. The Employer agrees to cooperate with DHS and SSA in their compliance monitoring 
and evaluation of E-Verify, including by permitting DHS and SSA, upon reasonable 
notice, to review Forms 1-9 and other employment records and to interview it and its 
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employees regarding the Employer's use of E-Verify, and to respond in a timely and 
accurate manner to DHS requests for information relating to their participation in E­
Verify. 

0. RESPONSIBILITIES OF FEDERAL CONTRACTORS WITH THE FARE-VERIFY CLAUSE 

1. The Employer understands that if it is a Federal contractor subject to the employment 
verification terms in Subpart 22.18 of the FAR it must verify the employment eligibility of 
any existing employee assigned to the contract and all new hires, as discussed in the 
Supplemental Guide for Federal Contractors. Once an employee has been verified 
through E-Verify by the Employer, the Employer may not reverify the employee through 
E-Verify. 

a. Federal contractors with the FAR E-Verify clause agree to become familiar with 
and comply with the most recent versions of the E-Verify User Manual for 
Federal Contractors and the E-Verify Supplemental Guide for Federal 
Contractors. 

b. Federal contractors with the FARE-Verify clause agree to complete a tutorial for 
Federal contractors with the FARE-Verify clause. 

c. Federal contractors with the FAR E-Verify clause not enrolled at the time of 
contract award: An Employer that is not enrolled in E-Verify as a Federal 
contractor at the time of a contract award must enroll as a Federal contractor with 
the FAR E-Verify clause in E-Verify within 30 calendar days of contract award 
and, within 90 days of enrollment, begin to use E-Verify to initiate verification of 
employment eligibility of new hires of the Employer who are working in the United 
States, whether or not assigned to the contract. Once the Employer begins 
verifying new hires, such verification of new hires must be initiated within 3 
business days after the date of hire. Once enrolled in E-Verify as a Federal 
contractor with the FAR E-Verify clause, the Employer must initiate verification of 
employees assigned to the contract within 90 calendar days from the time of 
enrollment in the system and then selecting which employees will be verified in 
E-Verify or within 30 days of an employee's assignment to the contract 
whichever date is later. 

d. Employer that are already enrolled in E-Verify at the time of a contract award but 
are not enrolled in the system as a Federal contractor with the FAR E-Verify 
clause: Employers enrolled in E-Verify as a Federal contractor for 90 days or 
more at the time of a contract award must use E-Verify to initiate verification of 
employment eligibility for new hires of the Employer who are working in the 
United States, whether or not assigned to the contract, within 3 business days 
after the date of hire. Employers enrolled in E-Verify as other than a Federal 
contractor with the FAR E-Verify clause, must update E-Verify to indicate that 
they are a Federal contractor with the FAR E-Verify clause within 30 days after 
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assignment to the contract. If the Employer is enrolled in E-Verify for 90 calendar 
days or less at the time of contract award, the Employer must, within 90 days of 
enrollment, begin to use E-Verify to initiate verification of new hires of the 
contractor who are working in the United States, whether or not assigned to the 
contract. Such verification of new hires must be initiated within 3 business days 
after the date of hire. An Employer enrolled as a Federal contractor with the FAR 
E-Verify clause in E-Verify must initiate verification of each employee assigned to 
the contract within 90 calendar days after date of contract award or within 30 
days after assignment to the contract, whichever is later. 

e. Institutions of higher education, State, local and tribal governments and sureties: 
Federal contractors with the FAR E-Verify clause that are institutions of higher 
education (as defined at 20 U.S.C. 1001 (a)). State or local governments. 
governments of Federally recognized Indian tribes, or sureties performing under 
a takeover agreement entered into with a Federal agency pursuant to a 
performance bond may choose to only verify new and existing employees 
assigned to the Federal contract. Such Federal contractors with the FAR E­
Verify clause may, however, elect to verify all new hires, and/or all existing 
employees hired after November 6, 1986. The provisions of Article II, part D, 
paragraphs 1.a and 1.b of this MOU providing timeframes for initiating 
employment verification of employees assigned to a contract apply to such 
institutions of higher education, State, local, tribal governments, and sureties. 

f. Verification of all employees: Upon enrollment, Employers who are Federal 
contractors with the FAR E-Verify clause may elect to verify employment 
eligibility of all existing employees working in the United States who were hired 
after November 6, 1986, instead of verifying only new employees and those 
existing employees assigned to a covered Federal contract. After enrollment, 
Employers must elect to do so only in the manner designated by OHS and initiate 
E-Verify verification of all existing employees within 180 days after the election. 

g. Form 1-9 procedures for existing employees of Federal contractors with the FAR 
E-Verify clause: Federal contractors with the FARE-Verify clause (through their 
E-Verify Employer Agent) may choose to complete new Forms l-9 for all existing 
employees other than those that are completely exempt from this process. 
Federal contractors with the FAR E-Verify clause may also update previously 
completed Forms 1-9 to initiate E-Verify verification of existing employees who 
are not completely exempt as long as that Form 1-9 is complete (including the 
SSN), complies with Article II.C.4, the employee's work authorization has not 
expired, and the Employer has reviewed the information reflected in the Form 1-9 
either in person or in communications with the employee to ensure that the 
employee's stated basis in section 1 of the Form 1-9 for work authorization has 
not changed (including, but not limited to, a lawful permanent resident alien 
having become a naturalized U.S. citizen). If the Employer is unable to 
determine that the Form 1-9 complies with Article II.C.4, it the employee's basis 
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for work authorization as attested in section 1 has expired or changed, or if the 
Form 1-9 contains no SSN or is otherwise incomplete, the Employer shall 
complete a new 1-9 consistent with Article II.C.4, or update the previous 1-9 to 
provide the necessary information. If section 1 of the Form 1-9 is otherwise valid 
and up-to-date and the form otherwise complies with Article II.C.4, but reflects 
documentation (such as a U.S. passport or Form 1-551) that expired subsequent 
to completion of the Form 1-9, the Employer shall not require the production of 
additional documentation, or use the photo screening tool described in Article 
II.C.4, subject to any additional or superseding instructions that may be provided 
on this subject in the Supplemental Guide for Federal Contractors. Nothing in 
this section shall be construed to require a second verification using E-Verify of 
any assigned employee who has previously been verified as a newly hired 
employee under this MOU, or to authorize verification of any existing employee 
by any Employer that is not a Federal contractor with the FARE-Verify clause. 

2. The Employer understands that if it is a Federal contractor with the FARE-Verify clause, 
its compliance with this MOU is a performance requirement under the terms of the 
Federal contract or subcontract, and the Employer consents to the release of information 
relating to compliance with its verification responsibilities under this MOU to contracting 
officers or other officials authorized to review the Employer's compliance with Federal 
contracting requirements. 

E. RESPONSIBILITIES OF THE E-VERIFY EMPLOYER AGENT 

1. The E-Verify Employer Agent agrees to provide to the SSA and DHS the names, titles, 
addresses, and telephone numbers of theE-Verify Employer Agent representatives who 
will be accessing information under E-Verify. 

2. The E-Verify Employer Agent agrees to become familiar with and comply with the E­
Verify User Manual and provide a copy of the manual to the Employer so that the 
Employer can become familiar with and comply with E-Verify policy and procedures. 

3. The E-Verify Employer Agent agrees that any E-Verify Employer Agent Representative 
who will perform employment verification queries will complete the E-Verify Tutorial 
before that individual initiates any queries. 

a. The E-Verify Employer Agent agrees that all E-Verify Employer Agent 
representatives will take the refresher tutorials initiated by the E-Verify program 
as a condition of continued use of E-Verify, including any tutorials for Federal 
contractors if the Employer is a Federal contractor. 

b. Failure to complete a refresher tutorial will prevent the E-Verify Employer Agent 
and Employer from continued use of the program. 

4. The E-Verify Employer Agent agrees to obtain the necessary equipment to utilize E­
Verify. 
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5. TheE-Verify Employer Agent agrees to provide the Employer with the notices described 
in Article 11.8.4 above. 

6. The E-Verify Employer Agent agrees to initiate E-Verify procedures on behalf of the 
Employer in accordance with the E-Verify Manual and E-Verify Web-Based Tutorial. 
The E-Verify Employer Agent will query the automated system using information 
provided by the Employer and will immediately communicate the response back to the 
Employer. If the automated system to be queried is temporarily unavailable, the 3-day 
time period is extended until it is again operational in order to accommodate theE-Verify 
Employer Agent's attempting, in good faith, to make inquiries on behalf of the Employer 
during the period of unavailability. In all cases, the E-Verify Employer Agent will use the 
SSA verification procedures first, and will use DHS verification procedures only as 
directed by the SSA verification response. 

7. The E-Verify Employer Agent agrees to cooperate with DHS and SSA in their 
compliance monitoring and evaluation of E-Verify, including by permitting DHS and SSA, 
upon reasonable notice, to review Forms 1-9 and other employment records and to 
interview it and its employees regarding the use of E-Verify, and to respond in a timely 
and accurate manner to DHS requests for information relating to their participation in E­
Verify. 

ARTICLE Ill 

REFERRAL OF INDIVIDUALS TO SSA AND DHS 

A. REFERRAL TO SSA 

1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must 
print the tentative nonconfirmation notice as directed by the automated system and 
provide it to the employee so that the employee may determine whether he or she will 
contest the tentative nonconfirmation. 

2. The Employer will refer employees to SSA field offices only as directed by the 
automated system based on a tentative nonconfirmation, and only after the Employer 
records the case verification number, reviews the input to detect any transaction errors, 
and determines that the employee contests the tentative nonconfirmation. The Employer 
(through theE-Verify Employer Agent), will transmit the Social Security Number to SSA 
for verification again if this review indicates a need to do so. The Employer will 
determine whether the employee contests the tentative nonconfirmation as soon as 
possible after the Employer receives it 

3. If the employee contests an SSA tentative nonconfirmation, the Employer will provide 
the employee with a system-generated referral letter and instruct the employee to visit 
an SSA office within 8 Federal Government work days. SSA will electronically transmit 
the result of the referral to the Employer (through theE-Verify Employer Agent) within 10 
Federal Government work days of the referral unless it determines that more than 1 0 
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days is necessary. The Employer agrees to check the E-Verify system regularly for case 
updates. 

4. The Employer agrees not to ask the employee to obtain a printout from the Social 
Security Number database (the Numident) or other written verification of the Social 
Security Number from the SSA. 

B. REFERRAL TO DHS 

1. If the Employer receives a tentative nonconfirmation issued by DHS, the Employer must 
print the tentative nonconfirmation notice as directed by the automated system and 
provide it to the employee so that the employee may determine whether he or she will 
contest the tentative nonconfirmation. 

2. If the Employer finds a photo non-match for an employee who provides a document for 
which the automated system has transmitted a photo, the employer must print the photo 
non-match tentative nonconfirmation notice as directed by the automated system and 
provide it to the employee so that the employee may determine whether he or she will 
contest the finding. 

3. The Employer agrees to refer individuals to DHS only when the employee chooses to 
contest a tentative nonconfirmation received from DHS automated verification process or 
when the Employer issues a tentative nonconfirmation based upon a photo non-match. 
The Employer will determine whether the employee contests the tentative 
nonconfirmation as soon as possible after the Employer receives it. 

4. If the employee contests a tentative nonconfirmation issued by DHS. the Employer will 
provide the employee with a referral letter and instruct the employee to contact DHS 
through its toll-free hotline (as found on the referral letter) within 8 Federal Government 
work days. 

5. If the employee contests a tentative non confirmation based upon a photo non-match, the 
Employer will provide the employee with a referral letter to DHS. DHS will electronically 
transmit the result of the referral to the Employer within 10 Federal Government work 
days of the referral unless it determines that more than 10 days is necessary. The 
Employer agrees to check theE-Verify system regularly for case updates. 

6. The Employer agrees that if an employee contests a tentative nonconfirmation based 
upon a photo non-match, the Employer (or the E-Verify Employer Agent) will send a 
copy of the employee's Form 1-551 or Form 1-766 to DHS for review by: 

• Scanning and uploading the document, or 
• Sending a photocopy of the document by and express mail account (pain for 

at employer expense). 

7. If the Employer (through the E-Verify Employer Agent) determines that there is a photo 
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non-match when comparing the photocopied List B document described in Article II.C.4 
with the image generated in E-Verify, the Employer (through the E-Verify Employer 
Agent) must forward the employee's documentation to DHS using one of the means 
described in the preceding paragraph, and allow DHS to resolve the case. 

ARTICLE IV 

SERVICE PROVISIONS 

The SSA and DHS will not charge the Employer or the E-Verify Employer Agent for verification 
services performed under this MOU. DHS is not responsible for providing the equipment needed 
to make inquiries. A personal computer with Internet access is needed to access the E-Verify 
System. 

ARTICLEV 

PARTIES 

A. This MOU is effective upon the signature of all parties, and shall continue in effect for as 
long as the SSA and DHS conduct the E-Verify program unless modified in writing by the 
mutual consent of all parties, or terminated by any party upon 30 days prior written notice to 
the others. Any and all system enhancements to the E-Verity program by DHS or SSA, 
including but not limited to the E-Verify checking against additional data sources and 
instituting new verification procedures, will be covered under this MOU and will not cause 
the need for a supplemental MOU that outlines these changes. DHS agrees to train 
employers on all changes made toE-Verify through the use of mandatory refresher tutorials 
and updates to theE-Verify User Manual, theE-Verify User Manual for Federal Contractors, 
or the E-Verify Supplemental Guide for Federal Contractors. Even without changes to E­
Verify, DHS reserves the right to require employers to take mandatory refresher tutorials. 
An Employer that is a Federal contractor with the FAR E-Verify clause may terminate this 
MOU when the Federal contract that requires its participation in E-Verify is terminated or 
completed. In such a circumstance, the Federal contractor with the FAR E-Verify clause 
must provide written notice to DHS. If an Employer that is a Federal contractor with the FAR 
E-Verify clause fails to provide such notice, that Employer will remain a participant in the E­
Verify program, will remain bound by the terms of this MOU that apply to participants that 
are not Federal contractors with the FAR E-Verify clause, and will be required to use theE­
Verify procedures to verify the employment eligibility of all newly hired employees. 

B. Notwithstanding Article V, part A of this MOU, DHS may terminate access to E-Verify if it is 
deemed necessary because of the requirements of law or policy, or upon a determination by 
SSA or DHS that there has been a breach of system integrity or security by the E-Verify 
Employer Agent or the Employer, or a failure on the part of either to comply with established 
procedures or legal requirements. The Employer understands that if it is a Federal 
contractor with the FAR E-Verify clause, termination of this MOU by any party for any reason 
may negatively affect the Employer's performance of its contractual responsibilities. 
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C. Some or all SSA and DHS responsibilities under this MOU may be performed by 
contractor(s), and SSA and DHS may adjust verification responsibilities between each other 
as they may determine necessary. By separate agreement with DHS, SSA has agreed to 
perform its responsibilities as described in this MOU. 

D. Nothing in this MOU is intended, or should be construed, to create any right or benefit, 
substantive or procedural, enforceable at law by any third party against the United States, its 
agencies, officers, or employees, or against the E-Verify Employer Agent, the Employer, or 
their agents, officers, or employees. 

E. Each party shall be solely responsible for defending any claim or action against it arising out 
of or related to E-Verify or this MOU, whether civil or criminal, and for any liability 
wherefrom, including (but not limited to) any dispute between the E-Verify Employer Agent 
or the Employer and any other person or entity regarding the applicability of Section 403(d) 
of IIRIRA to any action taken or allegedly taken by the E-Verify Employer Agent or the 
Employer. 

F. Participation in E-Verify is not confidential information and may be disclosed as authorized 
or required by law and DHS or SSA policy, including but not limited to, Congressional 
oversight, E-Verify publicity and media inquiries, determinations of compliance with Federal 
contractual requirements, and responses to inquiries under the Freedom of Information Act 
(FOIA). 

G. The foregoing constitutes the full agreement on this subject between DHS, the Employer 
and theE-Verify Employer Agent. 

ServiceMaster Management Company. Ltd (Employer) hereby designates and appoints 
TALX Corporation (E-Verify Employer Agent), including its officers and employees, as theE­
Verify Employer Agent for the purpose of carrying out ServiceMaster Management Company . 
.Y!t (Employer) responsibilities under the MOU between the Employer, theE-Verify Employer 
Agent, and DHS. 
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The individuals whose signatures appear below represent that they are authorized to enter into 
this MOU on behalf of the Employer, the E-Verify Employer Agent and DHS respectively. 

If you nave any questions, contact E-Verify at 1-888-464-4218. 

Approved by: 

Employer ServiceMaster Management Company. Ltd 

A~£. ___ )=\A~~-------------------------
Name (Please fyp'" or Pnnt) 

~~------
E-Verify Employer Agent T ALX Corporation 

Jerald Jackson 
Narne {Pfe:ise Tvn;Ot· F~firt-t\---~--------~-·--- --~--------

-~~c:_!t:_<!t!ft::_<!.tfy_?.!rJt?t;!L__________ ______ __ __ __ __ _ _ _________ _ 
Signature 

bepartm8nt ofHOmeTand SeCuritY··:-verification·-·orviSi·on-------.. ---·--·-- ---------· -····---- ........ -.~----·"' ... r--•---·-··--------------

USCIS Verification Division 
Narr.e··fPi~1a·se T vP~~-;:-P~)-·------ --- · --- ___________ .. ________ ---------~ --- .... -------------------·--rrtte··-··-· ·· · ·"'-··-··------·------· .. -·-~-A ··-~·-·--···-·~· 

---· , ____ , ______ . __________ ,. ____ ~-~------~----------
Information Required 

For the E-Verify E-Verify Employer Agent Program 

Information relating to your Company: 

--------------------------·-·------------ ----------- ··-'"·--··-----,.·------···-···· ..... - ------------------------·-···--·· ------
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North American Industry 
Classification Systems 

Code:561 

Administrator: 

Number of Employees: 10,000 and over 
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STATE OF MISSOURI 
MISSOURI DEPARTMENT OF CORRECTIONS 

TERMS AND CONDITIONS- INVITATION FOR BID 

1. TERMINOLOGY/DEFINITIONS 

Whenever the following words and expressions appear in an Invitation for Bid (IFB) document or any amendment thereto, 
the definition or meaning described below shall apply. 

a. 1 CSR 40-1 (Code of State Regulations) refers to the rule that provides the public with a description of the Division 
of Purchasing and Materials Management within the Office of Administration. This rule fulfills the statutory 
requirement of section 536.023(3), RSMo. 

b. Agency and/or Department means the Missouri Department of Corrections. 
c. Amendment means a written, official modification to an IFB or to a contract. 
d. Attachment applies to all forms which are included with an IFB to incorporate any informational data or 

requirements related to the performance requirements and/or specifications. 
e. Bid Opening Date and Time and similar expressions mean the exact deadline required by the IFB for the receipt of 

sealed bids. 
f. Bidder means the person or organization that responds to an IFB by submitting a bid with prices to provide the 

equipment, supplies, and/or services as required in the IFB document. 
g. Buyer or Buyer of Record means the procurement staff member of the Department. The Contact Person as 

referenced herein is usually the Buyer of Record. 
h. Contract means a legal and binding agreement between two or more competent parties for consideration for the 

procurement of equipment, supplies, and/or services. 
1. Contractor means a person or organization who is a successful bidder as a result of an IFB and who enters into a 

contract. 
J· Exhibit applies to forms which are included with an IFB for the bidder to complete and submit with the sealed bid 

prior to the specified opening date and time. 
k. Invitation for Bid (IFB) means the solicitation document issued by the Department to potential bidders for the 

purchase of equipment, supplies, and/or services as described in the document. The definition includes these Terms 
and Conditions as well as all Exhibits, Attachments, and Amendments. 

1. May means that a certain feature, component, or action is permissible, but not required. 
m. Must means that a certain feature, component, or action is a mandatory condition. Failure to provide or comply will 

result in a bid being considered non-responsive. 
n. Pricing Page(s) applies to the Exhibit on which the bidder must state the price(s) applicable for the equipment, 

supplies, and/or services required in the IFB. The pricing pages must be completed and submitted by the bidder with 
the sealed bid prior to the specified bid opening date and time. 

o. RSMo (Revised Statutes of Missouri) refers to the body of laws enacted by the Legislature which govern the 
operations of all agencies of the State of Missouri. Chapter 34 of the statutes is the primary chapter governing the 
procurement operations of the Department. 

p. Shall has the same meaning as the word must. 
q. Should means that a certain feature, component, and/or action is desirable but not mandatory. 

2. APPLICABLE LAWS AND REGULATIONS 

a. The contract shall be construed according to the laws of the State of Missouri. The contractor shall comply with all 
local, state, and federal laws and regulations related to the performance of the contract to the extent that the same may 
be applicable. 

b. To the extent that a provision of the contract is contrary to the Constitution or laws of the State of Missouri or of the 
United States, the provisions shall be void and unenforceable. However, the balance of the contract shall remain in 
force between the parties unless terminated by consent of both the contractor and the Department. 

c. The contractor must be registered and maintain good standing with the Secretary of State of the State of Missouri and 
other regulatory agencies, as may be required by law or regulations. 
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d. The contractor must timely file and pay all Missouri sales, withholding, corporate and any other required Missouri tax 
returns and taxes, including interest and additions to tax. 

e. The exclusive venue for any legal proceeding relating to or arising out of the IFB or resulting contract shall be in the 
Circuit Court of Cole County, Missouri. 

f. The contractor shall only utilize personnel authorized to work in the United States in accordance with applicable 
federal and state laws and Executive Order 07-13 for work performed in the United States. 

3. CONTRACT ADMINISTRATION 

a. All contractual administration will be carried out by the Buyer of Record or authorized Department Purchasing 
Section designee. Communications pertaining to contract administration matters will be addressed to: Department of 
Corrections, Purchasing Section, PO Box 236, Jefferson City, MO 65102. 

b. The Buyer of Record/authorized designee is the only person authorized to approve changes to any of the requirements 
of the contract. 

4. OPEN COMPETITION/INVITATION FOR BID DOCUMENT 

a. It shall be the bidder's responsibility to ask questions, request changes or clarification, or otherwise advise the 
Department if any language, specifications or requirements of an IFB appear to be ambiguous, contradictory, and/or 
arbitrary, or appear to inadvertently restrict or limit the requirements stated in the IFB to a single source. Any and all 
communication from bidders regarding specifications, requirements, competitive bid process, etc., must be directed to 
the Buyer of Record of the Department, unless the IFB specifically refers the bidder to another contact. Such 
communication should be received at least ten (1 0) calendar days prior to the official bid opening date. 

b. Every attempt shall be made to ensure that the bidder receives an adequate and prompt response. However, in order to 
maintain a fair and equitable bid process, all bidders will be advised, via the issuance of an amendment to the IFB, of 
any relevant or pertinent information related to the procurement. Therefore, bidders are advised that unless specified 
elsewhere in the IFB, any questions received less than ten ( 1 0) calendar days prior to the IFB opening date may not be 
answered. 

c. Bidders are cautioned that the only official position of the State of Missouri is that which is issued by the Department 
in the IFB or an amendment thereto. No other means of communication, whether oral or written, shall be construed as 
a formal or official response or statement. 

d. The Department monitors all procurement activities to detect any possibility of deliberate restraint of competition, 
collusion among bidders, price-fixing by bidders, or any other anticompetitive conduct by bidders which appears to 
violate state and federal antitrust laws. Any suspected violation shall be referred to the Missouri Attorney General's 
Office for appropriate action. 

e. Some IFBs are available for viewing and downloading on the Department's website. 
f. The Department reserves the right to officially amend or cancel an IFB after issuance. 

5. PREPARATION OF BIDS 

a. Bidders must examine the entire IFB carefully. Failure to do so shall be at the bidder's risk. 
b. Unless otherwise specifically stated in the IFB, all specifications and requirements constitute minimum requirements. 

All bids must meet or exceed the stated specifications and requirements. 
c. Unless otherwise specifically stated in the IFB, any manufacturer names, trade names, brand names, information 

and/or catalog numbers listed in a specification and/or requirement are for informational purposes only and are not 
intended to limit competition. The bidder may offer any brand which meets or exceeds the specification for any item, 
but must state the manufacturer's name and model number for any such brands in the bid. In addition, the bidder shall 
explain, in detail, ( 1) the reasons why the proposed equivalent meets or exceeds the specifications and/or requirements 
and (2) why the proposed equivalent should not be considered an exception thereto. Bids which do not comply with 
the requirements and specifications are subject to rejection without clarification. 

d. Bids lacking any indication of intent to bid an alternate brand or to take an exception shall be received and considered 
in complete compliance with the specifications and requirements as listed in the IFB. 

e. In the event that the bidder is an agency of state government or other such political subdivision which is prohibited by 
law or court decision from complying with certain provisions of an IFB, such a bidder may submit a bid which 
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contains a list of statutory limitations and identification of those prohibitive clauses. The bidder should include a 
complete list of statutory references and citations for each provision of the IFB which is affected by this paragraph. 
The statutory limitations and prohibitive clauses may be requested to be clarified in writing by the Department or be 
accepted without further clarification if statutory limitations and prohibitive clauses are deemed acceptable by the 
Department. If the Department determines clarification of the statutory limitations and prohibitive clauses is 
necessary, the clarification will be conducted in order to agree to language that reflects the intent and compliance of 
such law and/or court order and the IFB. 

f. All equipment and supplies offered in a bid must be new, of current production, and available for marketing by the 
manufacturer unless the IFB clearly specifies that used, reconditioned, or remanufactured equipment and supplies may 
be offered. 

g. Prices shall include all packing, handling and shipping charges, and shall be delivered to the Department's designated 
destination FOB destination, freight prepaid and allowed unless otherwise specified in the IFB. 

h. Bids, including all pricing therein, shall remain valid for 90 days from the bid opening unless otherwise indicated. If 
the bid is accepted, the entire bid, including all prices, shall be firm for the specified contract period. 

1. Any foreign bidder not having an Employer Identification Number assigned by the United States Internal Revenue 
Service (IRS) must submit a completed IRS Form W-8 prior to or with the submission of their bid in order to be 
considered for award. 

6. SUBMISSION OF BIDS 

a. Delivered bids must be sealed in an envelope or container, and received in the Department's Purchasing office located 
at the address indicated on the cover page of the IFB no later than the exact opening time and date specified in the 
IFB. All bids must be submitted by a duly authorized representative of the bidder's organization, contain all 
information required by the IFB, and be priced as required. Hard copy bids may be mailed to the Department's post 
office box address. However, it shall be the responsibility of the bidder to ensure their bid is in the Department's 
Purchasing office no later than the exact opening time and date specified in the IFB. 

b. The sealed envelope or container containing a bid should be clearly marked on the outside with the official IFB 
number and the official opening date and time. Different bids should not be placed in the same envelope; however, 
copies of the same bid may be placed in the same envelope. 

c. A bid which has been delivered to the Department may be modified by a signed, written notice which has been 
received by the Department's Purchasing office prior to the official opening date and time specified. A bid may also 
be modified in person by the bidder or its authorized representative, provided proper identification is presented before 
the official opening date and time. Telephone or telegraphic requests to modify a bid shall not be honored. 

d. A bid which has been delivered to the Department's Purchasing office may only be withdrawn by a signed, written 
document on company letterhead transmitted via mail, e-mail, or facsimile which has been received by the 
Department's Purchasing office prior to the official opening date and time specified. A bid may also be withdrawn in 
person by the bidder or its authorized representative provided proper identification is presented before the official 
opening date and time. Telephone or telegraphic requests to withdraw a bid shall not be honored. 

e. A bid may also be withdrawn after the bid opening through submission of a written request by an authorized 
representative of the bidder. Justification of a withdrawal decision may include a significant error or exposure of bid 
information that may cause irreparable harm to the bidder. 

f. Bidders must sign and return the IFB cover page or, if applicable, the cover page of the last amendment thereto in 
order to constitute acceptance by the bidder of all the IFB terms and conditions. Failure to do so may result in the 
rejection of the bid unless the bidder's full compliance with those documents is indicated elsewhere within the bidder's 
response. 

g. Faxed and e-mailed bids shall not be accepted; however, faxed and e-mail no-bid notifications shall be accepted. 
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7. BID OPENING 

a. Bid openings are public on the opening date and time specified in the IFB document. Names, locations, and prices of 
respondents shall be read at the bid opening. The Department will not provide prices or other bid information via the 
telephone. 

b. Bids which are not received in the Department's Purchasing office prior to the official opening date and time shall be 
considered late, regardless of the degree of lateness, and normally will not be opened. Late bids may only be opened 
under extraordinary circumstances in accordance with I CSR 40-1.050. 

8. PREFERENCES 

a. In the evaluation of bids, preferences shall be applied in accordance with Chapter 34 RSMo. Contractors should apply 
the same preferences in selecting subcontractors. 

b. By virtue of statutory authority, a preference will be given to materials, products, supplies, provisions and all other 
articles produced, manufactured, made or grown within the State of Missouri and to all firms, corporations or 
individuals doing business as Missouri firms, corporations or individuals. Such preference shall be given when quality 
is equal or better and delivered price is the same or less. 

9. EVALUATION/AWARD 

a. Any clerical error, apparent on its face, may be corrected by the Buyer of Record before contract award. Upon 
discovering an apparent clerical error, the Buyer of Record shall contact the bidder and request clarification of the 
intended bid. The correction shall be incorporated in the notice of award. Examples of apparent clerical errors are: I) 
misplacement of a decimal point; and 2) obvious mistake in designation of unit. 

b. Any pricing information submitted by a bidder shall be subject to evaluation if deemed by the Department to be in the 
best interest of the State ofMissouri. 

c. The bidder is encouraged to propose price discounts for prompt payment or propose other price discounts that would 
benefit the Department. However, unless otherwise specified in the IFB, pricing shall be evaluated at the maximum 
potential financial liability to the Department. 

d. Awards shall be made to the bidder(s) whose bid (I) complies with all mandatory specifications and requirements of 
the IFB and (2) is the lowest and best bid, considering price, responsibility of the bidder, and all other evaluation 
criteria specified in the IFB and (3) complies with sections 34.010 and 34.070 RSMo and Executive Order 04-09. 

e. In the event all bidders fail to meet the same mandatory requirement in an IFB, the Department reserves the right, at 
its sole discretion, to waive that requirement for all bidders and to proceed with the evaluation. In addition, the 
Department reserves the right to waive any minor irregularity or technicality found in any individual bid. 

f. The Department reserves the right to reject any and all bids. 
g. When evaluating a bid, the Department reserves the right to consider relevant information and fact, whether gained 

from a bid, from a bidder, from a bidder's references, or from any other source. 
h. Any information submitted with the bid, regardless of the format or placement of such information, may be 

considered in making decisions related to the responsiveness and merit of a bid and the award of a contract. 
1. Any award of a contract shall be made by notification from the Department to the successful bidder. The Department 

reserves the right to make awards by item, group of items, or an all or none basis. The grouping of items awarded 
shall be determined by the Department based upon factors such as item similarity, location, administrative efficiency, 
or other considerations in the best interest of the State of Missouri. 

j. All bids and associated documentation submitted on or before the official opening date and time will be considered 
open records pursuant to section 610.021 RSMo. 

k. The Department maintains records of all bid file material for review. Bidders who include an e-mail address with their 
bid will be notified of the award results via e-mail if requested. 

I. The Department reserves the right to request clarification of any portion of the bidder's response in order to verify the 
intent of the bidder. The bidder is cautioned, however, that its response may be subject to acceptance or rejection 
without further clarification. 

m. Any bid award protest must be received within ten ( 10) calendar days after the date of award in accordance with the 
requirements of I CSR 40-1.050 (10). 

n. The final determination of contract award(s) shall be made by the Department. 
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10. CONTRACT/PURCHASE ORDER 

a. By submitting a bid, the bidder agrees to furnish any and all equipment, supplies and/or services specified in the IFB, 
at the prices quoted, pursuant to all requirements and specifications contained therein. 

b. A binding contract shall consist of: (I) the IFB and any amendments thereto, (2) the contractor's response (bid) to the 
IFB, (3) clarification ofthe bid, if any, and (4) the Department's acceptance of the response (bid) by "notice of award" 
or by "purchase order." All Exhibits and Attachments included in the IFB shall be incorporated into the contract by 
reference. 

c. A notice of award issued by the Department does not constitute an authorization for shipment of equipment or 
supplies or a directive to proceed with services. Before providing equipment, supplies and/or services for the 
Department, the contractor must receive a properly authorized purchase order or other form of authorization given to 
the contractor at the discretion of the Department. 

d. The contract expresses the complete agreement of the parties and performance shall be governed solely by the 
specifications and requirements contained therein. Any change to the contract, whether by modification and/or 
supplementation, must be accomplished by a formal contract amendment signed and approved by and between the 
duly authorized representative of the contractor and the Department prior to the effective date of such modification. 
The contractor expressly and explicitly understands and agrees that no other method and/or no other document, 
including correspondence, acts, and oral communications by or from any person, shall be used or construed as an 
amendment or modification to the contract. 

11. INVOICING AND PAYMENT 

a. The State of Missouri does not pay state or federal taxes unless otherwise required under law or regulation. 
b. For each purchase order received, an invoice must be submitted that references the purchase order number and must 

be itemized in accordance with items listed on the purchase order. Failure to comply with this requirement may delay 
processing of invoices for payment. 

c. Payment for all equipment, supplies, and/or services required herein shall be made in arrears unless otherwise 
indicated in the IFB. 

d. The Department assumes no obligation for equipment, supplies, and/or services shipped or provided in excess of the 
quantity ordered. Any unauthorized quantity is subject to the Department's rejection and shall be returned to the 
contractor at the contractor's expense. 

e. All invoices for equipment, supplies, and/or services purchased by the Department shall be subject to late payment 
charges as provided in section 34.055 RSMo. 

f. The Department reserves the right to purchase goods and services using the state purchasing card. 

12. DELIVERY 

a. Time is of the essence. Deliveries of equipment, supplies, and/or services must be made no later than the time stated 
in the contract or within a reasonable period of time if a specific time is not stated. 

b. A Missouri Uniformed Law Enforcement System (MULES) background check may be required on the contractor's 
delivery driver prior to allowing a delivery vehicle entrance to certain institutions. A valid Missouri driver's license is 
required from the driver to perform the MULES background check. If the driver does not have a valid Missouri 
driver's license, their social security number and date of birth are required. If a driver or carrier refuses to provide the 
appropriate information to conduct a MULES background check, or if information received from the background 
check prohibits the driver or carrier from entering the institution, the delivery will be refused. Additional delivery 
costs associated with re-deliveries or contracting with another carrier for delivery shall be the responsibility of the 
contractor. 

c. Unless a pallet exchange is requested at the time of delivery, all pallets used in the delivery of equipment and supplies 
shall become property of the Department. 
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13. INSPECTION AND ACCEPTANCE 

a. No equipment, supplies, and/or services received by the Department pursuant to a contract shall be deemed accepted 
until the Department has had reasonable opportunity to inspect said equipment, supplies, and/or services. 

b. All equipment, supplies, and/or services which do not comply with the specifications and/or requirements, or which 
are otherwise unacceptable or defective, may be rejected. In addition, all equipment, supplies, and/or services which 
are discovered to be defective, or which do not conform to any warranty of the contractor upon inspection (or at any 
later time if the defects contained were not reasonably ascertainable upon the initial inspection), may be rejected. 

c. The Department reserves the right to return any such rejected shipment at the contractor's expense for full credit or 
replacement and to specify a reasonable date by which replacements must be received. 

d. The Department's right to reject any unacceptable equipment, supplies, and/or services shall not exclude any other 
legal, equitable or contractual remedies the state may have. 

14. WARRANTY 

a. The contractor expressly warrants that all equipment, supplies, and/or services provided shall: (1) conform to each and 
every specification, drawing, sample or other description which was furnished to or adopted by the Department, (2) be 
fit and sufficient for the purpose expressed in the IFB, (3) be merchantable, (4) be of good materials and 
workmanship, and ( 5) be free from defect. 

b. Such warranty shall survive delivery and shall not be deemed waived either by reason of the Department's acceptance 
of or payment for said equipment, supplies, and/or services. 

15. CONFLICT OF INTEREST 

a. Elected or appointed officials or employees of the State of Missouri or any political subdivision thereof, serving in an 
executive or administrative capacity, must comply with sections 105.452 and 105.454 RSMo regarding conflict of 
interest. 

b. The contractor hereby covenants that at the time of the submission of the bid the contractor has no other contractual 
relationships which would create any actual or perceived conflict of interest. The contractor further agrees that during 
the term of the contract neither the contractor nor any of its employees shall acquire any other contractual 
relationships which create such a conflict. 

16. CONTRACTOR STATUS 

a. The contractor represents itself to be an independent contractor offering such services to the general public and shall 
not represent itself to be an employee of the State of Missouri. Therefore, the contractor shall assume all legal and 
financial responsibility for taxes, FICA, employee fringe benefits, workers compensation, employee insurance, 
minimum wage requirements, overtime, etc., and agrees to indemnify, save, and hold the State of Missouri, its 
officers, agents, and employees, harmless from and against, any and all loss, costs (including attorney fees), and 
damage of any kind related to such matters. 

17. REMEDIES AND RIGHTS 

a. No provision in the contract shall be construed, expressly or implied, as a waiver by the Department of any existing or 
future right and/or remedy available by law in the event of any claim by the Department of the contractor's default or 
breach of contract. 

b. The contractor agrees and understands that the contract shall constitute an assignment by the contractor to the 
Department of all rights, title and interest in and to all causes of action that the contractor may have under the antitrust 
laws of the United States or the Department for which causes of action have accrued or will accrue as the result of or 
in relation to the particular equipment, supplies, and/or services purchased or procured by the contractor in the 
fulfillment of the contract with the Department. 
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18. SEVERABILITY 

a. If any provision of this contract or the application thereof is held invalid, the invalidity shall not affect other 
provisions or applications of this contract which can be given effect without the invalid provisions or application, and 
to this end the provisions of this contract are declared to be severable. 

19. CANCELLATION OF CONTRACT 

a. In the event of material breach of the contractual obligations by the contractor, the Department may cancel the 
contract. At its sole discretion, the Department may give the contractor an opportunity to cure the breach or to explain 
how the breach will be cured. The actual cure must be completed within no more than ten (I 0) working days from 
notification, or at a minimum, the contractor must provide the Department within ten (I 0) working days from 
notification a written plan detailing how the contractor intends to cure the breach. 

b. If the contractor fails to cure the breach, or if circumstances demand immediate action, the Department will issue a notice of cancellation terminating the contract 
immediately. If it is determined the Department improperly cancelled the contract, such cancellation shall serve as notice of termination for convenience in 
accordance with the contract. 

c. If the Department cancels the contract for breach, the Department reserves the right to obtain the equipment, supplies, 
and/or services to be provided pursuant to the contract from other sources and upon such terms and in such manner as 
the Department deems appropriate and charge the contractor for any additional costs incurred thereby. 

d. The contractor understands and agrees that if the funds required to fund the contract are appropriated by the General 
Assembly of the State of Missouri, the contract shall not be binding upon the Department for any contract period in 
which funds have not been appropriated, and the Department shall not be liable for any costs associated with 
termination caused by lack of appropriations. 

e. If the Department has reasonable cause to believe that the contractor has knowingly employed individuals who are not 
eligible to work in the United States in violation of federal law, the Department shall declare a breach and cancel the 
contract immediately without incurring any penalty. 

20. TERMINATION OF CONTRACT 

a. The Department reserves the right to terminate the contract at any time for the convenience of the Department, 
without penalty or recourse, by giving notice to the contractor at least thirty (30) calendar days prior to the effective 
date of such termination. The contractor shall be entitled to receive just and equitable compensation for services 
and/or supplies or equipment delivered to and accepted by the Department pursuant to the contract prior to the 
effective date of termination. 

21. ASSIGNMENT OF CONTRACT 

a. The contractor shall neither assign nor transfer any of the rights, interests, or obligations of the contract without the 
prior written consent of the Department. 

22. COMMUNICATIONS AND NOTICES 

a. Any notice to the contractor shall be deemed sufficient when e-mailed to the contractor at the e-mail address indicated 
in the contract, or transmitted by facsimile to the facsimile number indicated in the contract, or deposited in the 
United States mail, postage prepaid, and addressed to the contractor at the address indicated in the contract, or hand­
carried and presented to an authorized employee of the contractor. 

b. If the contractor desires to receive written notices at a different e-mail address, facsimile number, or USPS address 
than what is indicated in the contract, the contractor must submit this request in writing upon notice of award. 

23. FORCE MAJEURE 

a. The contractor shall not be liable for any excess costs for delayed delivery of goods or services to the Department if 
the failure to perform the contract arises out of causes beyond the control of, and without the fault or negligence of, 
the contractor. Such causes may include, however are not restricted to: acts of God, fires, floods, epidemics, 
quarantine restrictions, strikes, and freight embargoes. In all cases, the failure to perform must be beyond the control 
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of, and without the fault or negligence of, either the contractor or any subcontractor(s). The contractor shall take all 
possible steps to recover from any such occurrences. 

24. CONTRACT EXTENSION 

a. In the event of an extended re-procurement effort and the contract's available renewal options have been exhausted, 
the Department reserves the right to extend the contract. If exercised, the extension shall be for a period of time as 
mutually agreed to by the Department and the contractor at the same terms, conditions, provisions, and pricing in 
order to complete the procurement process and transition to a new contract. 

25. INSURANCE 

a. The State of Missouri cannot save and hold harmless and/or indemnify the contractor or its employees against any 
liability incurred or arising as a result of any activity of the contractor or the contractor's employees related to the 
contractor's performance under the contract. Therefore, the contractor must acquire and maintain adequate liability 
insurance in the form(s) and amount(s) sufficient to protect the State of Missouri, its agencies, its employees, its 
clients, and the general public against any such loss, damage, and/or expense related to his/her performance under the 
contract. 

26. BANKRUPTCY OR INSOLVENCY 

a. Upon filing for any bankruptcy or insolvency proceeding by or against the contractor, whether voluntary or 
involuntary, or upon the appointment of a receiver, trustee, or assignee for the benefit of creditors, the contractor must 
notify the Department immediately. 

b. Upon learning of any such actions, the Department reserves the right, at its sole discretion, to either cancel the 
contract or affirm the contract and hold the contractor responsible for damages. 

27. INVENTIONS, PATENTS AND COPYRIGHTS 

a. The contractor shall defend, protect, and hold harmless the Department, its officers, agents, and employees against all 
suits of law or in equity resulting from patent and copyright infringement concerning the contractor's performance or 
products produced under the terms of the contract. 

28. CONTRACTOR PROPERTY 

a. Upon expiration, termination or cancellation of a contract, any contractor property left in the possession of the 
Department after forty-five ( 45) calendar days shall become property of the Department. 

29. NON-DISCRIMINATION AND AFFIRMATIVE ACTION 

a. In connection with the furnishing of equipment, supplies, and/or services under the contract, the contractor and all 
subcontractors shall agree not to discriminate against recipients of services or employees or applicants for 
employment on the basis of race, color, religion, national origin, sex, age, disability, or veteran status unless otherwise 
provided by law. If the contractor or subcontractor employs at least 50 persons, they shall have and maintain an 
affirmative action program which shall include: 
1. A written policy statement committing the organization to affirmative action and assigning management 

responsibilities and procedures for evaluation and dissemination; 
2. The identification of a person designated to handle affirmative action; 
3. The establishment of non-discriminatory selection standards, objective measures to analyze recruitment, an 

upward mobility system, a wage and salary structure, and standards applicable to layoff, recall, discharge, 
demotion, and discipline; 

4. The exclusion of discrimination from all collective bargaining agreements; and 
5. Performance of an internal audit of the reporting system to monitor execution and to provide for future planning. 
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b. If discrimination by a contractor is found to exist, the Department shall take appropriate enforcement action which 
may include, but not necessarily be limited to, cancellation of the contract, suspension, or debarment by the 
Department until corrective action by the contractor is made and ensured, and referral to the Attorney General's 
Office, whichever enforcement action may be deemed most appropriate. 

30. AMERICANS WITH DISABILITIES ACT 

a. In connection with the furnishing of equipment, supplies, and/or services under the contract, the contractor and all 
subcontractors shall comply with all applicable requirements and provisions of the Americans with Disabilities Act 
(ADA). 

31. FILING AND PAYMENT OF TAXES 

a. The commissioner of administration and other agencies to which the state purchasing law applies shall not contract 
for goods or services with a vendor if the vendor or an affiliate of the vendor makes sales at retail of tangible personal 
property or for the purpose of storage, use, or consumption in this state but fails to collect and properly pay the tax as 
provided in chapter 144, RSMo. For the purposes of this section, "affiliate of the vendor" shall mean any person or 
entity that is controlled by or is under common control with the vendor, whether through stock ownership or 
otherwise. Therefore a bidder's failure to maintain compliance with chapter 144, RSMo may eliminate their bid from 
consideration for award. 

32. TITLES 

a. Titles of paragraphs used herein are for the purpose of facilitating reference only and shall not be construed to infer a 
contractual construction of language. 

Revised 4/1 1/20 I 3 
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