
 
CITY OF CRESTVIEW, FLORIDA 

 
REQUEST FOR PROPOSAL (RFP) NO. 23-04-04 -AS 

 
EMPLOYEE ASSISTANCE PROGRAM SERVICES 

 
 
 
        City of Crestview, Florida 
        March 21, 2023 
 
 
        _____________________________ 

       Maryanne Schrader, City Clerk    
        Phone (850) 682-1560 
        Facsimile (850) 682-8077 
        PO Box 1209/198 N. Wilson Street 
        Crestview, Florida 32536 



NOTICE TO PROPOSERS 
 
The City of Crestview, Florida (City), is accepting sealed competitive submittals for Proposal for 
Employee Assistance Program Services.  It is the intent of the City to select a provider with local 
and telehealth providers.  Of the selected service, the City desires the provider to offer 
employees an appointment within 72 hours.  

 
Selected firms will be required to supply the City with copies of a current City of Crestview 
Business Tax Receipt, Liability Insurance and Workmen's Compensation coverage.   

 
Proposals must be received by the City Clerk's Office at the City of Crestview, 198 N. Wilson 
St./PO Box 1209, Crestview, Florida 32536, in a sealed envelope clearly marked “RFP No. 23-
04-04-AS,  “PROPOSAL FOR “EMPLOYEE ASSISTANCE PROGRAM SERVICES”, 
along with the name, return address and telephone number of the firm submitting the 
proposal, no later than 2:00 p.m. Central Time, on April 4, 2023, at which time they will be 
opened and identified aloud.   
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSALS (RFP) No. 23-04-04-AS 
 

PROPOSAL FOR EMPLOYEE ASSISTANCE PROGRAM SERVICES 
 

I. PURPOSE: The purpose of RFP No. 23-04-04-AS is to secure sealed proposals for 
EMPOYEE ASSISTANCE PROGRAM SERVICES 

 
The City was organized in 1916 and is governed by an elected board of five council 
members.  Members of the City Council are elected to serve four-year terms. The city serves 
a population of over 20,000 residents in northwest Florida panhandle within an area of 16 
square miles in Okaloosa County.  In keeping with its mission, the City provides police and 
fire services, emergency communications, animal control, water and sewer services, parks 
maintenance, street and stormwater maintenance, youth sports, planning and zoning, building 
inspections and permitting, and a full range of administrative services. 

The City of Crestview has 267 employees, 261 full-time and 6 part-time.  91% of employees 
are Caucasian, 7% are African American, and 2% are Hispanic or Asian; 70% male and 30% 
female.  The city currently provides all employees with health insurance through BlueCross 
BlueShield of Florida at no cost to the employee.  This coverage has a zero-dollar copay for 
all in-network mental health services.   

 
  



II. SCOPE OF WORK:  
 
2.1 The City of Crestview is seeking a vendor to provide employer-sponsored counseling and 
work-life services for its employees, their eligible dependents and household members who 
may be experiencing personal or workplace problems. The Employee Assistance Program 
(EAP) should offer services 24 hours a day, 7 days a week. The Program is intended to help 
employees deal with personal problems that might adversely impact their work performance, 
health, and well-being. Services offered generally include assessment, short term counseling 
and referral services for employees and their household members. The EAP program should 
provide support for the following areas: 

• Substance abuse  

• Emotional distress  

• Major life events, including births, accidents, and deaths  

• Health care concerns  

• Family/personal relationship issues  

• Work relationship issues  

Proposers are expected to expand on this scope in the submitted Proposal, incorporating their 
expertise and proposed method or approach. 

The City contemplates an EAP which can include, but not be limited to, the following 
components and services: 

2.2 General Services 

A. Online virtual meetings providing individual and family assessment, and counseling for 
personal, marital, family, relationship, work-related, alcohol and substance abuse problems.   

Provider meets community standards of practice for such counseling and face-to face 
counseling which can be satisfactorily resolved in no more than seven (4) private counseling 
sessions per separate incident, per fiscal year under the agreement. 

A “session” is defined as either an in person and online virtual meeting/consultation with the 
employee, of approximately one hour in duration, in connection with the employee’s 
problems, to identify and evaluate such problems. 

A separate incident involves a single underlying issue or condition, regardless of the number 
of same or different events involving the issue or condition. The EAP Provider shall make 
the clinical determination as to what constitutes a separate incident. 

B. The EAP Provider should provide the employee with consultation, resources, and action 
plans, providing materials and information by fax, email, or regular mail. 



The EAP provider may refer the employee to support groups, community services, or the 
employee’s health plan, as needed. 

C. Referrals by EAP Providers to licensed and accredited mental health agencies, 
practitioners, and programs, for any employee whose problem, in the judgment of an EAP 
Provider, is of a type and level of severity to require a professional diagnostic evaluation 
and/or consideration of medical intervention on an emergency or non-emergency basis. 

D. Referrals to non-medical agencies, practitioners and programs for an employee whose 
problem, following an assessment rendered by an EAP Provider, is not of a type or level of 
severity to meet community standards of practice for further counseling benefits. 

E. Availability of a 24-hour crisis hotline, 7 days/week. 

F. Immediate Crisis Support – Immediate Crisis Support should be available throughout the 
site; this function provides Client's employees and eligible dependents with a telephone 
number should they need urgent intervention from a licensed clinician. 

2.3 Wellness Services 

Critical Incident Stress Management/Critical Incident Response (CIR) – Immediate support 
in response to traumatic workplace events, including natural disasters/events, workplace 
violence, robbery, unexpected death, etc. EAP Provider shall propose an annual number of 
virtual and /or in-person incident responses, with a desired 20 hours available per incident 
(maximum), travel included, if applicable.   

2.4 Desired Training Services 

A. EAP Specialized Trainings - EAP Provider shall propose an annual number of Hours (1) 
included in the composite per employee per month (PEPM) dedicated specifically to develop 
and/or present of specialized training (i.e., work-life, financial, professional development, 
etc.) as may be requested by the City. EAP Provider shall also propose a fee-for-service cost 
for additional hours beyond the proposed annual number of hours to be included in the 
contract. 

Training requests will be submitted not less than 15 business days prior to a scheduled 
workshop. EAP Provider shall ensure that the trainers it provides possess the requisite 
background and expertise to deliver high-quality training as to content and communication 
inclusive of customizable presentation materials, interactive activities to enhance engagement 
and learning by participants. 

Desired Training Services include: 

1. In-person (as needed) and web orientation seminars for employees. 

2. In-person and as needed training seminars for managers and supervisors. 

3. Management Consults/Job Performance Referrals and related follow-ups. 

4. Health fairs and benefit orientations for employees. 



5. Availability of promotional items such as interactive electronic newsletters, marketing 
items and materials for orientations, workshops, and health fairs. 

2.5 Reporting, Stewardship, Compensation and Performance Guarantees 

A. Reporting - The EAP Provider shall provide no less than four (4) employee utilization 
reports to the City in addition to an annual executive summary. In addition, the Provider shall 
provide copies of customer satisfaction surveys received from City employees and family 
members upon having received counseling services or training. The Proposer shall provide 
samples of utilization reports, (preferably for a community college client), an annual 
executive summary, and customer satisfaction survey. Separate reporting will be required for 
mandatory EAP use.  

B. Stewardship - The EAP Provider’s Account Manager assigned to the contract shall meet 
with the City’s staff no less frequently than annually to review utilization, plan marketing 
efforts, and identify and resolve issues that arise during contract implementation. 

C. Compensation - The City shall conduct semi-annual evaluations of the EAP services in 
consultation with the EAP Provider. These evaluations shall include program deliverables, 
EAP program utilization by category, evidence of effort to market and implement the 
program, and utilization of work/life services. The EAP Provider shall design, administer, 
and submit satisfaction surveys of employees who access EAP and work/life services and 
include the results in a quarterly or semi-annual report. 

D. Performance Guarantees - Performance guarantees are evaluated and reported on an 
annual basis for compliance. The annual report is produced within 90 days after the close of 
the plan year and includes a quarterly snapshot, a monthly reconciliation for operational 
based standards and preliminary penalty calculations, if applicable. Any disputes of reported 
results from the health plan must be mutually agreed upon prior to the determination of a 
penalty payout. 

2.6 Limitations and Exclusions 

A. The benefits provided to employees by the EAP Provider are limited in nature as 
described above. If an employee requires medical care or a full range of mental health care, 
the employee will be assisted in consulting the employee’s group health plan summary of 
benefits, available through the City. 

B. In the event of any major disaster or epidemic, the EAP Provider shall provide benefits to 
employees to the extent practical, according to its best judgment, and within the limitations 
of such facilities and personnel as are then available. EAP Provider shall have no liability to 
employees for delays in providing or failure to provide benefits under such conditions. 

C. Court-ordered treatment or therapy, or any treatment or therapy ordered as a condition of 
parole, probation or custody or visitation evaluations is entirely excluded from benefits. 

 



III. TERMS AND CONDITIONS 
 
This contract term will be one year, with ten (10) one-year renewal options.  A cancellation 
clause will allow either the City or the Provider to terminate the contract with 180 days’ 
notice to the other party. 
 
The selected provider shall be required to assume responsibility for all services offered in its 
proposal. The selected provider will be the sole point of contact concerning contractual 
matters including payments of any charges resulting from the contract. 
 
Payment schedule and basis for payment will be based upon services rendered.  The provider 
shall provide in its proposal the fee charged for services rendered. 

 
IV. SUBMITTAL FORMAT  
 
The Submitted proposals SHALL be submitted in the format described below: 
 
1. Letter of interest:  
 

a. An individual authorized to legally bind the firm shall sign the transmittal letter. 
The letter shall include the firm’s mailing address, electronic mail address, fax 
number, and telephone number.  Any request for confidential treatment of 
information shall be included in the transmittal letter in addition to the specific 
statutory basis supporting the request and an explanation why disclosure of the 
information is not in the best interest of the public. The transmittal letter shall also 
contain the name, address and telephone number of the individual authorized to 
respond to the City about the confidential nature of the information. 

 
b. Specific services to be offered and the proposed fee to be charged for such services. 

 
2. Table of Contents. 

 
3. Background Information & Business Credentials – Provide a synopsis of the provider’s 

qualifications, to include specific capabilities of the firm:  
 

a. Name, address, telephone number, fax number and e-mail address of the firm 
 including all d/b/a’s or assumed names or other operating names of the firm. 
 

b. Identify and specify the location(s) and telephone numbers of the major offices 
and other facilities that relate to the firm’s performance under the terms of this 
RFP. 
 



c. Local office address and phone number (if any). 
 
d. Employment personnel profile. 
 
e. Registration –State of Florida licensing/registration qualifications of the 

provider’s personnel and business office.  Provide copies of same. 

The firm shall prepare an executive summary and overview of the services it is offering, 
including all of the following information: 

 
a.   Statements that demonstrate that the firm understands and agrees with the terms 

and conditions of the RFP.  
b. Statement through which the firm certifies that the contents of the proposal are true 

and accurate. 
c. An overview of the firm’s plans for providing the necessary services to the City.   
d. An explanation as to why the firm should be awarded this engagement. 

4. Areas of Expertise – Provide list of your company’s area of expertise.  Firms will not 
have to have expertise in all areas to be considered.  The firm must provide the following 
information regarding its experience: 

 
a. Number of years in business. 

 
b. Number of years’ experience with providing the types of services sought by the 

RFP. 
 

c. Describe any significant changes in your firm’s organization, focus or leadership 
for the past ten years and whether any changes are anticipated in the near future. 
 

d. Describe any investigative, disciplinary or enforcement actions pending against 
your  firm, and information on any such investigations which concluded with 
enforcement  or disciplinary action against your firm since January 2015. 
 

5.  Fee Schedule – The proposal shall contain a schedule of fees either per employee per 
month or per usage.   

 
6. References – List five (5) references representative of related past experience to include, 

as a minimum, a contact person, company name, phone number, and a brief description 
of the project.   

 
7. Additional Information & Comments – The contents under this heading are to be left 



to the discretion of the provider.  Material must be pertinent to the proposal but not be 
otherwise requested in the Request for Proposal/Qualifications. 

 
8. Conflict of Interest Disclosure Form – The award hereunder is subject to the provisions 

of Chapter 112, Florida Statutes.  All respondents must disclose with their proposal the 
name of any officer, director, or agent who is also a public officer or an employee of the 
City of Crestview, or any of its agencies. (Attachment #3) 
 
Furthermore, all respondents must disclose the name of any City officer or employee who 
owns, directly or indirectly, an interest of five percent (5%) or more in the firm or any of 
its branches. 
 
Furthermore, the official, prior to or at the time of submission of the proposal, must file a 
statement with the City Clerk of the City of Crestview, if he is an officer or employee of 
the City, disclosing his or spouse’s or child’s interest and the nature of the intended 
business. 

 
NOTE: FOR PROPOSER’S CONVENIENCE, THIS CERTIFICATION FORM IS 
ENCLOSED AND IS MADE A PART OF THE PROPOSAL PACKAGE. 

 
12. Public Entity Crime Form Each Bid shall contain a completed Public Entity Crime 

Form (Attachment #1) pursuant to Florida Statutes, Section 287.132-133, providing that 
no public entity shall accept any Bid from or award any contract to or transact any 
business in excess of the threshold amount for Category Two ($25,000) for a period of 
thirty-six months from the date placed on the convicted vendor list. 
 

NOTE: FOR PROPOSER’S CONVENIENCE, THIS CERTIFICATION FORM IS 
ENCLOSED AND IS MADE A PART OF THE PROPOSAL PACKAGE. 

 
13. Drug Free Workplace Certification – Preference shall be given to businesses with 

drug-free workplace programs included as Attachment No. 2.  Whenever two or more 
proposals that are equal with respect to price, quality and service are received by the City 
for the procurement of commodities or contractual services, a proposal received from a 
business that certifies that it has implemented a drug-free workplace program shall be 
given preference in the award process.  

 
NOTE: FOR PROPOSER’S CONVENIENCE, THIS CERTIFICATION FORM IS 
ENCLOSED AND IS MADE A PART OF THE PROPOSAL PACKAGE. 

 
14. Liability & Indemnification Form – To the fullest extent permitted by law, 



CONSULTANT shall indemnify and hold harmless the CITY, its officers and employees 
from liabilities, damages, losses, and costs including but not limited to reasonable 
attorney fees, to the extent caused by negligence, recklessness, or intentional wrongful 
conduct of the CONSULTANT and other persons employed or utilized by the 
CONSULTANT in the performance of this Agreement included as Attachment No. 4.  

 
NOTE: FOR PROPOSER’S CONVENIENCE, THIS CERTIFICATION FORM IS 
ENCLOSED AND IS MADE A PART OF THE PROPOSAL PACKAGE. 

 
15. Insurance Requirements - During the performance of services under this agreement, 

CONSULTANT shall maintain Commercial General Liability, Business Automobile 
Liability (including hired and non-owned coverage), Professional Liability and Workers’ 
Compensation insurance. Such coverage shall adequately protect the interest of the CITY 
with regard to all exposures including design defects and subsequent costs and lost 
revenue to loss associated with this agreement. Commercial General Liability for public 
liability during the lifetime of a contract shall have minimum limits of $1,000,000 per 
claim, $1,000,000 per occurrence for personal injury, bodily injury, and property damage 
liability. Coverage shall include premises and/or operations, independent contractors, 
products and/or complete operations, Contractual Liability and Broad Form property 
damage endorsements.  CONSULTANT shall furnish the CITY certificates of insurance 
which shall include a provision that such insurance shall not be cancelled, or coverage 
reduced without at least 30 days written notice to the CITY.  

 
All coverage shall be with carriers admitted doing business in the State of Florida. All 
insurance policies shall be issued from a company or companies with a Best Ratings of 
no less than A. The Commercial General Liability and Business Automobile polices shall 
name City of Crestview, Florida as an Additional Insured. Further, the Workers’ 
Compensation policy shall contain a waiver of subrogation in favor of the CITY. City of 
Crestview, Florida shall be listed as the Certificate Holder on all certificates. Specific 
endorsements will be requested depending upon the type and scope of work to be 
performed. 
 
CITY reserves the right to modify its insurance requirements with 60 days’ notice to 
CONSULTANT. 
 

16. Acceptance of Terms and Conditions - The firm shall specifically agree that the 
proposal is predicated upon the acceptance of all terms and conditions stated in the RFP. 
If the firm objects to any term or condition, the firm must specifically refer to the RFP 
page, and section. Objections or responses that materially alter the RFP may be deemed 
non-responsive and disqualify the firm. 

 
 



17. Certification of Independence and No Conflict of Interest - The firm shall sign and 
submit with the proposal the document included as Attachment No. 5 in which the firm 
shall certify that it developed the proposal independently. The firm shall also certify that 
no relationship exists or will exist during the contract period between the firm and the 
City that interferes with fair competition or is a conflict of interest. The City reserves the 
right to reject a proposal or cancel the award if, in their discretion, any relationship exists 
that could interfere with fair competition or conflict with the interests of the City.   

 
NOTE: FOR PROPOSER’S CONVENIENCE, THIS CERTIFICATION FORM IS 
ENCLOSED AND IS MADE A PART OF THE PROPOSAL PACKAGE. 
 
18. Authorization to Release Information - The firm shall sign and submit with the 

proposal the document included authorizing the release of information to the City. 
 

19. Firm Proposal Terms - The firm shall guarantee in writing the availability of the 
services offered and that all proposal terms, will remain firm a minimum of 90 days 
following the deadline for submitting proposals. 

 
20. Proposal Form.  The Proposal Form submitted should contain all the mandatory 

information required in this RFP.   Any additional information submitted in support of 
the Bid shall follow the required information. 
 

21. Public Access:  The selected firm will be required to have on file with the City a Public 
Access form  for the maintaining of public records 
 

NOTE: FOR PROPOSER’S CONVENIENCE, THIS FORM IS ENCLOSED AND 
IS MADE A PART OF THE PROPOSAL PACKAGE. 

 
Sealed Submittal Packages.  All Proposals to be considered must be in the possession of 
the City Clerk no later than 2:00 p.m. Central Time, on March 29, 2023, at which time 
shall be opened publicly and identified aloud in the City of Crestview, City Hall Council 
Chambers, PO Box 1209/198 N. Wilson St., Crestview, Florida.  Proposals may be 
mailed or delivered to the Office of the City Clerk at the address above.  An original and 
one (1) digital copy of the Proposals shall be submitted in a sealed envelope clearly 
marked “RFP No. 23-04-04-AS, PROPOSAL “EMPLOYEE ASSISTANCE 
PROGRAM SERVICES” along with the name, return address and telephone number 
of the proposer, and note the time and date of the opening. All copies, including the 
digital, must be in the sealed envelope.  Emailed copies will not be accepted.  Each 
proposer shall be responsible for their Proposal being delivered on time.  Proposals 
offered or received after the time set for the Proposal Opening shall be rejected and 
returned unopened to the proposer. The City of Crestview Selection Committee will then 
review all Proposals and forward their recommendation to the City Council for award. 

 
 



MAILING AND HAND-DELIVERY ADDRESS: 
 
  City of Crestview 
  ATTN:  Maryanne Schrader, City Clerk 
  PO Box 1209/198 N. Wilson Street 
  Crestview, Florida 32536 
 

22. Notification.  Questions or requests for Proposal documents, regarding RFP 23-04-04-AS 
EMPOYEE ASSISTANCE PROGRAM SERVICES may be directed to the individuals 
below: 

    Maryanne Schrader 
    City Clerk, City of Crestview 
    PO Box 1209/198 N. Wilson St. 
    Crestview, Florida 32536 
    Voice: (850) 682-1560 
     Fax: (850) 682-8077 
    Email: cityclerk@cityofcrestview.org 
 

22. Responsive Proposals.  Only those Proposals fulfilling all requirements outlined in this 
RFP will be considered. 

 
V. EVALUATION CRITERIA 

 
The City intends to conduct a comprehensive, fair, and impartial evaluation of proposals 
received in response to this RFP. The City will use a Bid Selection Committee to review and 
evaluate the proposals for compliance with the RFP.   

 
The Bid Committee will evaluate and rank all proposals meeting the minimum submission 
requirements based on professional qualifications and experience.  The following 
considerations will be used as a guide to rank Firm’s as having best applicable professional 
qualifications and experience:   The Bid Committee will provide the rankings to the City 
Council accompanied with recommendations.   
 
The evaluation will be based on the criteria bellow.  Each submittal will be eligible for a total 
of 100 points weighted in accordance with the percentages provided.  Each committee 
member will score each section 0 to 5 with 5 being the highest score.  The provided score 
account for the assigned percentage of the total score.  The scoring sheet to be used by the 
committee is provided herein.  

 
15%       
Responsiveness     

• Responsiveness of the proposal 
• Understanding of the work to be performed for the City. 

mailto:cityclerk@cityofcrestview.org


• Current workload statement 
 

25% 
Qualifications 

• Qualifications of the firm and individual team members to meet the needs of staff 
• Qualifications of personnel to be assigned to the program 

- Education of members 
- Training 
- Certifications 

30% 
Experience  

• Background experience and technical expertise of the firm and individual team 
members. 

• Experience with programs similar in size and scope to those herein proposed. 
 

20% 
Recommendations 

• Reputation 
• Competence 

 
5% 
Local – Primary Offices in: 

• Santa Rosa/Walton/or Escambia Counties (1pt) 
• Okaloosa County (3pts) 
• City of Crestview (5pts) 

 
5% 
Women/Minority Owned Business 

• Yes (5pts) 
• No (0pt) 

  



VI. SELECTION OF PROPOSALS 

This section describes the evaluation and ranking process that will be used to determine which 
proposal provides the greatest benefits to the City. The evaluation and ranking process is 
designed to award the contract to the firm or firms with the best combination of attributes to 
perform the required services.   
 

A. The Bid Committee will evaluate all proposals received as follows: 
 

a. Prepare an alphabetical listing of those proposers determined to be interested, 
responsive and available.  

 
b. Evaluate the proposals meeting minimum submission criteria based upon the six 

criteria provided above. Each committee member will review the provided 
material and score each submittal independently.  Committee members may not 
speak to each other or any firm which has submitted a proposal except at the 
committee meeting or during firm presentations.   

 
B. At the designated time, the committee members will independently submit their 

evaluation form to the City Clerk.  
 

C. The City Clerk will combine the scores for review by the committee at the scheduled 
meeting.   
 

D. During the committee meeting the members will discuss the scores and determine final 
rankings.  At this time, the committee will determine if presentations are necessary and 
which firms will be invited.  It is advised that the committee discuss any questions they 
would like respondents to be prepared to answer.   
 

E. The City of Crestview intends to select one firm to have on a contractual basis. 
 

F. Upon approval of the agreement by the City Council, the parties shall execute a formal 
written agreement prior to commencement of the work associated with the contract. 

 
VII. RIGHT TO WAIVE AND REJECT 

 
A. The City of Crestview, in its absolute discretion, may reject any proposal of a proposer 

that has failed, in the opinion of the Bid Committee, to complete or perform a City 
contracted project in a timely fashion or has failed in any other way to perform a prior 
contract in a satisfactory manner, and has directed the City Clerk to emphasize this 
condition to potential proposers. 



 
B. The City reserves the right to award the proposal to proposer submitting a responsive 

proposal with a resulting negotiated agreement which is most advantageous and in the 
best interest of City of Crestview, and to reject any and all proposals or to waive any 
irregularity or technicality in proposals received.  City of Crestview shall be the sole 
judge of the proposal and the resulting negotiated agreement that is in its best interest and 
its decision shall be final. 

 
C. The City Council reserves the right to waive any informalities or reject any and all 

proposals, in whole or part, to utilize any applicable state contracts in lieu of or in 
addition to this proposal and to accept the proposal that in its judgment will best serve the 
interest of the City. 

 
D. The City Council specifically reserves the right to reject any conditional proposal and 

will normally reject those which made it impossible to determine the true amount of the 
proposal.  Each item must be proposed separately, and no attempt is to be made to tie any 
item or items to any other item or items. 

 
E. The City Council specifically reserves the right to reject any conditional proposal and 

will normally reject those which made it impossible to determine the true amount of the 
proposal.  Each item must be proposed separately, and no attempt is to be made to tie any 
item or items to any other item or items. 

 
VIII. DISQUALIFICATION OF PROPOSERS  
 
Any of the following reasons may be considered as sufficient for the disqualification of a 
proposer and the rejection of his proposal or proposals: 

 
A. More than one proposal for the same work from an individual, firm or corporation under 

the same or different name. 
 

B. Evidence that the proposer has a financial interest in the firm of another proposer for the 
same work. 

 
C. Evidence of collusion among proposers.  Participants in such collusion will receive no 

recognition as proposers for any future work of the City until such participant shall have 
been reinstated as a qualified proposer. 

 
D. Uncompleted work which in the judgment of the City might hinder or prevent the prompt 

completion of additional work if awarded. 
 



E. Failure to pay or satisfactorily settle all bills due for labor and material on former 
contracts in force at the time of advertisement of proposals. 

 
F. Default under previous contract. 

 
G. The Bid Committee, in its absolute discretion, may reject any proposal of a proposer that 

has failed, in the opinion of the Board, to complete or perform an City of Crestview 
contracted project in a timely fashion or has failed in any other way, to perform a prior 
contract in a satisfactory manner, and has directed the City of Clerk to emphasize this 
condition to potential proposers. 

 
H. The engagement of certain professional services, including those required by this Request 

for Proposals, is exempt from the provisions of the Administrative Procedure Act, Chapter 
120, Florida Statutes, as amended, and therefore are not to be subject to the appeal process 
therein described at any time during the solicitation period. 

 
I. Public Entity Crime Information - A person or affiliate who has been placed on the 

convicted vendor list following a conviction for a public entity crime may not submit a 
proposal on a contract to provide any goods or services to a public entity, may not submit a 
proposal on a contract with a public entity for the construction or repair of a public building 
or public work, may not submit proposal on leases of real property to a public entity, may 
not be awarded or perform work as a contractor, supplier, subcontractor, or consultant 
under a contract with any public entity, and may not transact business with any public 
entity in excess of the threshold amount provided in Section 287.017, for CATEGORY 
TWO for a period of 36 months from the date of being placed on the convicted vendor list. 

 
J. Discrimination - An entity or affiliate who has been placed on the discriminatory vendor 

list may not submit a bid on a contract to provide goods or services to a public entity, 
may not submit a proposal on a contract with a public entity for the construction or repair 
of a public building or public work, may not submit proposals on leases of real property 
to a public entity, may not award or perform work as a contractor, supplier, 
subcontractor, or consultant under contract with any public entity, and may not transact 
business with any public entity. 

  



 

ATTACHMENT #1 
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSAL (RFP) NO. 23-04-04-AS  
 

PROPOSAL FOR EMPLOYEE ASSISTANCE PROGRAM SERVICES 
 
SWORN STATEMENT UNDER SECTION 287.133 (3) (A)FLORIDA STATUTES, ON 
PUBLIC ENTITY CRIMES 
 
THIS FORM MUST BE SIGNED IN THE PRESENCE OF A NOTARY PUBLIC OR OTHER 
OFFICER AUTHORIZED TO ADMINISTER OATHS. 
 
1. This sworn statement is submitted with Bid, Proposal or Contract     
              
 
2. This sworn statement is submitted by                                                                                                                                                                       
          
whose business address is            
and (if applicable) Federal Employer Identification Number (FEIN) is    ((f the entity has no 
FEIN, include the Social Security Number of the individual signing this sworn statement:                                                                                              
          
 
3. My name is                                             and my relationship to the entity named above is                                                                                                    
         
 
4. I understand that a "public entity crime" as defined in Paragraph 287.133(a)(g). Florida 
Statutes, means a violation of any state or federal law by a person with respect to and directly 
related to the transaction of business with any public entity or with an agency or political 
subdivision of any other state or with the United States, including, but not limited to, any bid or 
contract for goods or services to be provided to any public entity or any agency or political 
subdivision of any other state or of the United States and involving antitrust, fraud, theft, bribery, 
collusion, racketeering, conspiracy, or material misrepresentation. 
 
5. I understand that "convicted" or "conviction" as defined in paragraph 287.133(a)(b), 
Florida Statutes, means finding of guilt or a conviction of a public entity crime with or without 
an adjudication of guilt, in any federal or state trial court of records relating to charges brought 
by indictment or information after July 1, 1989, as a result of a jury verdict, non-jury trial, or 
entry of a plea of guilty or nolo contendere. 
 
6. I understand that an "affiliate" as defined in Paragraph 287.133(1)(a), Florida Statutes, 
means: 
 1.  A predecessor or successor of a person convicted of a public entity crime; or 
 



 2.  An entity under the control of any natural person who is active in the management of 
the entity and who has been convicted of a public entity crime.  The term "affiliate" includes 
those officers,  directors, executives, partners, shareholders, employees, members, and agents 
who are active in the management of an affiliate. The ownership by one of shares constituting a 
controlling income among persons when not for fair interest in another person, or a pooling of 
equipment or income  among persons when not for fair market value under a length agreement, 
shall be a prima facie case that one person controls another person.  A person who was 
knowingly convicted of a public entity crime, in Florida during the preceding 36 months shall be 
considered an affiliate. 
 
7.  I understand that a "person" as defined in Paragraph 287.133(1)(e), Florida Statutes, 
means any natural person or entity organized under the laws of the state or of the United States 
with the legal power  
to enter into a binding contract for provision of goods or services let by a public entity, or which 
otherwise transacts or applies to transact business with a public entity.  The term "person" 
includes those officers, directors, executives, partners, shareholders, employees, members, and 
agents who are active in management of an entity. 
 
8. Based on information and belief, the statement which I have marked below is true in 
relation to the entity submitting this sworn statement.  (Please indicate which statement applies) 
 
9. Neither the entity submitting this sworn statement, nor any officers, directors, executives, 
partners, shareholders, employees, members, or agents who are active in management of the 
entity, nor affiliate of the entity have been charged with and convicted of a public entity crime 
subsequent to July 1, 1989. 
 
10. The entity submitting this sworn statement, or one or more of the officers, directors, 
executives, partners, shareholders, employees, members, or agents who are active in 
management of the entity, or an affiliate of the entity has been charged with and convicted of a 
public entity crime subsequent to July 1, 1989. (Please attach a copy of the final order) 
 
11. The person or affiliate was placed on the convicted vendor list.  There has been a 
subsequent proceeding before a hearing officer of the State of Florida, Division of 
Administrative Hearings.  The final order entered by the hearing officer determined that it was in 
public interest to remove the person or affiliate from the convicted vendor list.  (Please attach a 
copy of the final order) 
 
12.  The person or affiliate has not been placed on the convicted vendor list.  (Please describe 
any action taken by, or pending with, the Department of General Services.) 
 
 
                                                         
        (Signature) 
 
      Date:                                                                  
 



STATE OF FLORIDA 
COUNTY OF       
 
 
 The foregoing instrument was sworn to (or affirmed), subscribed, and acknowledged 
before me by means of     physical appearance or      online notarization, this ___________ 
day of ___ 20_, by ____________who is personally known to me or has produced 
____________ as identification. 

 
                                                
        Notary Public 
My Commission expires: 



ATTACHMENT #2 
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSAL (RFP) NO. 23-04-04-AS 
PROPOSAL FOR “EMPLOYEE ASSISTANCE PROGRAM SERVICES” 

 
DRUG-FREE WORKPLACE CERTIFICATION 

 
The below signed Bidder certifies that it has implemented a drug-free workplace program.  In 
order to have a drug-free workplace program, a business shall: 
 
1.  Publish a statement notifying employees that the unlawful manufacture, distribution, 
dispensing, possession, or use of a controlled substance is prohibited in the workplace and 
specifying the actions that will be taken against employees for violations of such prohibition. 
 
2.  Inform employees about the dangers of drug abuse in the workplace, the business's policy of 
maintaining a drug-free workplace, any available drug counseling rehabilitation and employee 
assistance programs and the penalties that may be imposed upon employees for drug abuse 
violations. 
 
3.  Give each employee engaged in providing the commodities or contractual services that are 
under bid a copy of the statement specified in subsection 1. 
 
4.  In the statement specified in subsection 1., notify the employees that, as a condition of 
working on the commodities or contractual services that are under bid, the employee will abide 
by the terms of the statement and will notify the employer of any conviction of, or plea of guilty 
or nolo contendere to, any violation occurring in the workplace no later than five (5) working 
days after such conviction. 
 
5.  Impose a sanction on or require the satisfactory participation in drug abuse assistance or 
rehabilitation program if such is available in the employee's community, by any employee who is 
convicted. 
 
6.  Make a good faith effort to continue to maintain a drug-free workplace through 
implementation of this section. 
 
As the person authorized to sign this statement, I certify that this firm complies fully with the 
above drug-free workplace requirements. 
 
COMPANY:             
 
ADDRESS:              
 
CITY:                                     STATE:            ZIP CODE:           
 



TELEPHONE NUMBER:                                            
 
SIGNATURE:                                                  DATE:     
 
NAME (TYPED OR PRINTED):          
 
TITLE:              
  



ATTACHMENT #3 
 

CITY OF CRESTVIEW, FLORIDA 
REQUEST FOR PROPOSAL (RFP) NO. 23-04-04-AS 

PROPOSAL FOR EMPLOYEE ASSISTANCE PROGRAM SERVICES 
 

CONFLICT OF INTEREST DISCLOSURE FORM 
 
Does any City employee acting as a purchasing agent, or City public officer acting in official or 
private capacity or his/her spouse, or child own more that 5% of the bidder/proposer’s interest? 
 
 YES______________    NO______________ 
 
Does any City employee acting as a purchasing agent, or City public officer acting in official or 
private capacity hold any employment or contract with the bidder/proposer? 
 
 YES______________    NO______________ 
 
If either question number 1 or 2 above has been answered YES, does the bidder/proposer assert 
any exemptions related to prohibited employment & business relationships? 
 
 YES______________    NO______________ 
 
If YES, please describe: 

 

 

 
FIRM NAME:  _____________________________________ 
 
BY (PRINTED): _____________________________________ 
 
BY (SIGNATURE): _____________________________________ 
 
TITLE:   _____________________________________ 
 
ADDRESS:  _____________________________________ 
 
     _____________________________________ 
 
PHONE NO.  _____________________________________ 
 
E-MAIL  _____________________________________ 



ATTACHMENT #4 
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSAL (RFP) NO. “23-04-04-AS 
PROPOSAL FOR “EMPLOYEE ASSISTANCE PROGRAM SERVICES” 

 
LIABILITY & INDEMNIFICATION FORM 

 
To the fullest extent permitted by law, CONSULTANT shall indemnify and hold harmless 
CITY, its officers and employees from liabilities, damages, losses, and costs including but 
not limited to reasonable attorney fees, to the extent caused by the negligence, recklessness, 
or intentional wrongful conduct of the CONSULTANT and other persons employed or 
utilized by the CONSULTANT in the performance of this Agreement. 
 
 
 
 
 
 
 
 
 
 
____________________________    __________________________ 
CONSULTANT’s Company Name    Authorized Signature – Manual 
 
____________________________    __________________________ 
Physical Address      Authorized Signature – Typed 
 
____________________________    __________________________ 
Mailing Address      Title 
 
____________________________    __________________________ 
Phone Number       FAX Number 
 
____________________________    __________________________ 
Cellular Number      After-Hours Number(s) 
 
____________________________    __________________________ 
Email address       DATE 
 
 
 
 



ATTACHMENT #5 
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSAL (RFP) NO. 23-04-04-AS 
PROPOSAL FOR EMPLOYEE ASSISTANCE PROGRAM SERVICES 

 
CERTIFICATION OF INDEPENDENCE AND NO CONFLICT OF INTEREST 

 
By submitting a proposal in response to the Request for Proposals for RFP No. 23-04-04-AS 
“EMPLOYEE ASSISTANCE PROGRAM SERVICES” FOR THE CITY OF CRESTVIEW, the 
undersigned certifies the following: 
 
1. The proposal has been developed independently, without consultation, communication or 
agreement with any employee or consultant to the City who has worked on the development of 
this RFP, or with any person serving as a member of the evaluation committee. 
 
2. The proposal has been developed independently, without consultation, communication, or 
agreement with any other firm or parties for the purpose of restricting competition. 
 
3. Unless otherwise required by law, the information found in the proposal has not been 
knowingly disclosed and will not be knowingly disclosed prior to the award of the contract, 
directly or indirectly, to any other firm. 
 
4. No attempt has been made or will be made by (Name of Firm) to induce any other firm to 
submit or not to submit a proposal for the purpose of restricting competition. 
 
5. No relationship exists or will exist during the contract period between (Name of Firm) and the 
City that interferes with fair competition or is a conflict of interest. 
 
Sincerely, 
 
____________________________________ 
Name and Title 
  



ATTACHMENT #6 
 

CITY OF CRESTVIEW, FLORIDA 
 

REQUEST FOR PROPOSAL (RFP) NO. 23-04-04-AS 
PROPOSAL FOR “EMPLOYEE ASSISTANCE PROGRAM SERVICES” 

 
PUBLIC ACCESS FORM 

 
____________, as Proposer, shall comply with the requirements of Florida’s Public Records 
law. In accordance with Section 119.0701, Florida Statutes, Contractor shall: 
 

a. Keep and maintain public records required by the public agency in order to perform the 
service. 

 
b. Upon request from the public agency’s custodian of public records, provide the public 

agency with a copy of the requested records or allow the records to be inspected or 
copied within a reasonable time at a cost that does not exceed the cost provided under 
Florida’s Public Records Law or as otherwise provided by law. 

 
c. Ensure that public records that are exempt or confidential and exempt from public 

records disclosure requirements are not disclosed except as authorized by law for the 
duration of the contract term and following completion of this contract if Contractor does 
not transfer the records to the public agency: and  

 
d. Upon completion of the contract, transfer, at no cost, to the public agency all public 

records in possession of Contractor or keep and maintain public records required by the 
public agency to perform the service. If Contractor transfers all public records to the 
public agency upon completion of the contract, Contractor shall destroy any duplicate 
public records that are exempt or confidential and exempt from public records disclosure 
requirements. If Contractor keeps and maintains public records upon completion of this 
contract, the Contractor shall meet all applicable requirements for retaining public 
records.  All records stored electronically must be provided to the public agency, upon 
request from public agency’s custodian of public records, in a format that is compatible 
with the information technology systems of the public agency. 
  

e. If contractor has questions regarding the application of Chapter 119, Florida 
Statutes, to contractor’s duty to provide public records relating to this Agreement, 
contractor shall contact the Custodian of Public Records at: 

Maryanne Schrader, City Clerk  
City of Crestview 
198 North Wilson Street 
P.O. Box 1209 
Crestview, Florida 32536 
(850) 682-1560 Extension 250 
cityclerk@cityofcrestview.org 

mailto:cityclerk@cityofcrestview.org


f. In the event the public agency must initiate litigation against Contractor in order to 
enforce compliance with Chapter 119, Florida Statutes, or in the event of litigation filed 
against the public agency because Contractor failed to provide access to public records 
responsive to a public record request, the public agency shall be entitled to recover all 
costs, including but not limited to reasonable attorneys’ fees, costs of suit, witness, fees, 
and expert witness fees extended as part of said litigation and any subsequent appeals.  

 
 

_____________________________ 
Signature 
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