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Bid Specifications
The contractor shall provide temporary workers for Daphne Utilities in accordance with the specifications stated herein. The contractor shall provide services on an as needed basis. Daphne Utilities does not guarantee any usage of the contract. The vendor must comply with standard record keeping and reporting requirements. Payment will be made by Daphne Utilities after the goods and services have been received, accepted, and properly invoiced with the purchase order number.  Any defects in the services performed or product delivered must be corrected before invoices are eligible for payment. Payment terms shall be net 30 days.

The contractor shall provide the following services:
1. Daphne Utilities will require the contractor to conduct criminal background checks and motor vehicle checks and pre-employment drug screens on all applicants. Contractor will provide any negative outcomes to Daphne Utilities. Contractor will furnish driver license numbers, expiration dates and dates of birth for verification of eligibility to drive a Daphne Utilities vehicle.
2. All temporary workers must be verified as legally eligible to work in the United States through the Department of Homeland Security. E-Verify documentation as well as a copy of the I-9 form must be provided.
3. Daphne Utilities will not pay a fee of any kind for an employee that the contractor provides who is hired by Daphne Utilities after an initial 12 weeks of employment.
4. Contractor shall provide a copy of their ADA Policy, Equal Employment Policy, Sexual Harassment Policy, policy for on-the-job injuries and any benefits the temporary workers may be offered in the bid package.
5. Temporary workers will be expected to follow all the policies and procedures of Daphne Utilities. An employee of Daphne Utilities will supervise temporary employees and training will be conducted on site.
6. Contractor must secure approval from the Operations Manager in advance to assign temporary workers. Daphne Utilities will not pay for a worker who works one day or less unless the assignment was specified for one day or less.
7. Procedures for the distribution and collection of timecards and verifying of hours to Daphne Utilities must be addressed in this bid. Specifics will be reviewed after bid award. Contractor will also be responsible for returning any Daphne Utilities items such as keys or badges or uniforms from the temporary worker before payment is rendered.
8. Contractor shall provide worker’s compensation and unemployment insurance benefits, at its own expense, for all temporary workers supplied to Daphne Utilities.
9. Contractor must provide a list of holidays that would be covered and provisions for vacation and sick leave. Daphne Utilities will not pay temporary workers for holidays observed by Daphne Utilities.
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	Job Title
	Summary
	Physical Demands
	Minimum Requirements

	General Laborer
	Perform routine manual labor during leak repairs or meter installations. Assist with pipe inspections using robotic cameras. Perform meter turn ons and shut offs. Assist with line locates. Check sewer lift station monitoring equipment (SCADA). Operate motor vehicle safely. Complete warehouse stock issue forms; load and unload materials. Use work order system to document work performed. Assist with vac truck operations and cleaning of sewer lines and manholes. Operate small tools and power equipment to perform general maintenance. Operate small equipment and tractors.
	Frequent lifting and carrying of heavy objects up to 50 lbs. 
Walking, stooping, crouching, bending, pushing, pulling. 
Working in inclement weather at all hours of the day or night.

	HS diploma or GED.
Valid driver’s license.
Good MVR.


	Office Assistant
	Perform routine tasks in an office environment. Greet customers and answer phones. Data entry and electronic filing. Assist with AP and AR. Assist with customer account set ups. Process work orders. Schedule work orders. Compose memos and emails.
	Frequent sitting in an office environment.
Frequent interaction with public.
	HS diploma or GED.
Valid driver’s license.
Good MVR.
Basic computer skills.
Basic knowledge of Microsoft Office.
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				    Hourly Rate*		    OT Rate**		Mark Up Rate
General Laborer		$___________		$__________		__________%
Office Assistant			$___________		$__________		__________%

Requested policies attached	_____yes	_____no
Benefits attached 		_____yes 	_____no
Vacation/Sick attached 		_____yes 	_____no
Timecard procedure attached	_____yes 	_____no
Paid holiday schedule attached 	_____yes 	_____no

*     Rate per hour paid to temporary worker
**   Rate per hour paid to temporary worker for all hours worked in a 7-day period over 40 hours
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Bid Form
I have read and understood the terms and conditions and the bid specifications of this bid.


Submitted by: __________________________________________________________			Company name of bidder


		
_________________________________________________________________________________________
		By:  company officer name

		
_________________________________________________________________________________________
		Signature
		

__________________________________________		________________________________		Title							Date	
		

_________________________________________________________________________________________
		Company address, city, state, zip

		

___________________________________________		________________________________
		Phone							EIN / tax id number


		
___________________________________________		________________________________
		Point of contact name					Point of contact phone



									________________________________
									Point of contact email




		________________________________________________________________________________________
		Remittance address, city, state, zip
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