
Anderson County Government

Request for Bids

100 North Main Street, Suite 214
Courthouse

Clinton, Tennessee 377'16
(865) 457-6218 Office

(865) 457-6252 Fax

ourchasinq@andersontn.orq
http://andersontn.orq,/ourchasinq

Bid No.: 4908

Date lssued: September 10, 2018

Bids will be received until
12:00 p.m. Eastern Time on October 1,2018

Sealed bids are subject to the Genera, Ierrrrs and Cordit ons of this bid, and any other data
attached or incorporated by reference. Bids will be received in the Anderson County Purchasing Offlce until the date and time specified

above, and at that time publicly opened and read aloud.

ANDERSON COUNTY RESERVES THE RIGHT TO WAIVE ANY INFORMALITIES
IN OR TO REJECT ANY OR ALL PROPOSALS AND TO ACCEPT THE PROPOSAL DEEMED

FAVORABLE AND IN THE BEST INTEREST OF ANDERSON COUNTY

Natahe Erb, Director of Finance

BID DESCRIPTION

RFP for the Reconditioning and Preservation of County Records. Pre-Bid Meetings will be held at the
times listed in the RFP.

All vendors are to submit one (1) original and three (3) exact copies of their response.

Contact Purchasing in witing with any questions. Refer to General Terms and Conditions Section 1.2.



General Terms and Conditions

BID ENVELOPE SUBMISSION INSTRUCTIONS:

Bids are to be received in a sealed envelope/package with the bid number, company name and opening
date clearly marked. Failure to comply may result in reiection of the entire bid. Anderson County will not
be responsible for any lost or misdirected mail. Late bids, e-mailed bids and faxed bids will not be
considered nor returned. lt is the sole responsibility of the bidder to ensure their bid is delivered to the
Purchasing Department. Late bids will not be considered.

Please note that Anderson County Government does not receive a guaranteed
delivery time for express mail and/or packages. PLEASE MAIL ACCORDINGLY.

ANDERSON COUNTY PURCHASING DEPARTMENT
IOO NORTH MAIN STREET, SUITES 214 AND 218

CLINTON, TN 37716

Email: purchasing@andersontn.orq
Website: http://andersontn.orq/purchasing

(865) 457-6218 Phone
(865) 457-6252 Fax

Bid documents must be completed in ink or typed, signed in ink,
and free from alterations, erasures or mark-throughs,

SECTION 1 - GENERAL TERMS AND CONDITIONS

1.1 ALTERATIONS OR AMENDMENTS: Alterations, amendments, changes, modifrcations or additions
to this solicitation shall not be binding on Anderson County without prior written approval.

1.2 NO CONTAGT PoLICY: After vendor receives a copy of this bid, any contact initiated by any vendor
with any Anderson County representative, other than the Purchasing Department, concerning ihis invitation
for bid is prohibited and agreements made thereto will not be considered binding on Anderson County. Any
such unauthorized contact may cause the disqualification of the bidder from this procurement transaction.

1.3 QUESTIoNS: Pursuant to TCA S124-113, questions regarding the specifications or bid procedures
must be received by the Purchasing Agent and/or designer no less than ninety-six (96) hours before the
bid opening date. No addenda within less than forty-eight (48) hours of the bid opening date shall be
permitted Any questions concerning the bid document must be submitted to purchasinq@indersontn.orq
no less than ninety-six (96) hours before bid opening date.

1.4 BID CLOCK: The bid/time clock in the Anderson County Purchasing office will be the time of record.

1.-5 TAXES: Anderson County is not liable for Federal excise or State sales tax. Tax exemption certificates
will be provided upon request.



1.6 CONFLICT OF INTEREST: lf requested by the Purchasing Agent, vendors must complete and submit
a "Conflict of lnterest Affidavit Statement" prior to contract award, see I.C.A. 5-14-114 andT. C. A. 12-4-
101 .

'1.7 NON-COLLUSION: Vendors, by submitting a signed bid, certify that the accompanying bid is not the
result of, or affected by, any unlaMul act of collusion with any other person or company engaged in the
same line of business or commerce, or any other fraudulent act punishable under Tennessee or United
States law.

1.8 NON-DISCRIMINATION: Contracted vendors will not discriminate against any employee or applicant
for employment because of race, religion, sex, national origin or disability except where religion, sex,
national origin or disability is a bona fide occupational qualification reasonably necessary to the normal
operation of the contractor

1.9 SAME AS OR EQUIVALENT TO: Vendors are to bid as specifred herein or propose an approved
equal. Determlnation of equality is solely Anderson County's responsibility. Any designated brands are for
reference purpose only, not a statement of preference. When an alternate manufacturer, brand, model or
make is bid, Anderson County will determine if the item bid meets or exceeds the items as specified. lf the
bidder does not indicate that an alternate manufacturer, brand, model or make is being bid, it is understood
that the item(s) bid are the same manufacturer, brand, model or make as requested in the lnvitation to Bid.
Comparable products of other manufacturers will be considered if proof of comparability is contained in the
bid submission. lt shall be the responsibility of the vendors, including vendors whose product is referenced
to furnish upon request catalog pages, brochures or other data to provide an adequate basis for determining
the quality and functional capabilities of the product offered Failure to provide this data may be considered
valid justification for rejection of bid.

1.10 MULTIPLE BIDS/AWARDS: Anderson County may consider multiple bid awards.

1.'11 STATE OF TENNESSEE CONTRACTORS' LICENSE LAW (T.C.A. 62-6-1,t9) bt: Bids for which
the total cost of the project is twentv-five thousand dollars ($25,000) or more, the outside of the seated bid
envelope/package containing the bid provides the following information: the Company Name, the
Contractor's license number, license classiflcation, the date of the license expiration and that part of each
license classification applying to the bid. ln addition, each heating ventilation or air conditioning, plumbing
and electrical subcontractor's license number, date of the license expiration and that part of each
classification applying to the bid if the value of the work is $25,000 or greater, must be notated. lf thevalue
of either the contractor or the subcontractor's work is less than $25,000, the bid envelope/package
containing the bid is to be notated with the phrase "Contractor or Subcontractofs Bid is Less than $25,OOO'
after each appropriate heading ln the case of joint ventures, each party submitting the bid must provide
this information. lf no subcontractors are being used, the outside of the envelope/package containing the
bid must state, "No Subconkactors are being used on this prolect."

1.12 ACCEPTANCE: Vendors shall hold their price firm and subject to acceptance by Anderson County
for a minimum period of sixty (60) working days from the date of the bid opening, untess otherwise indicated
in their bid Any or all bids may be rejected for good cause.

1.'13 BID AWARDS: Bids will be awarded to the lowest and best bidder, taking into consideration the
qualities of the articles to be supplied, their conformity with specifications and their suitability to the
requirements of Anderson County and the delivery terms. Anderson County also reserves the right to not
award this bid.

'1.14 PROTEST: Any vendor wishing to protest the bid award shall notify in writing the Anderson County
Purchasing Agent and the county Law Director, '10't s Marn street, suite 310, Clinton, TN 37216. No

(10) ten calendar days
protest must be clearly
in conjunction with the

sel of the County Law Director, shall review and make
a final decision as to any bid protest. Appeals shall be flled in the Clicuit or Chancery Courts of Anderson
County within sixty (60) days of the final decision.



VENDORS PLEASE NOTE: ANDERSON COUNTY wlLL NOT STOP THE PURCHASE PROCESS.
THE PURCHASE MAY BE COMPLETED OR THE PROJECT MAY BE RE-BID WHILE THE PROTEST
PROCEDURE IS STILL IN OPERATION. IF A RE-BID IS MADE, THE PROTESTING VENDOR
SHOULD SUBMIT A NEW BID. OTHERWISE, THEY WILL BE WITHOUT A BID ON THE RE.BID.
FURTHER, THE RE.BIDDING WILL NOT END THE APPEALS PROCESS. IT WILL CONTINUE UNTIL
A FINAL DECISION IS REACHED OR THE COMPLAINANT WITHDRAWS THE APPEAL.

1.15 DELIVERY: Bid pricing is to include complete supply and delivery to Anderson County, Tennessee.
Vendors are to state the delivery time in the bid Anderson County requires that vendors deliver all products
"free on board" to final destination unless indicated otherwise in the bid requirements.

1.16 PROOF OF FINANCIAL AND BUSINESS CAPABILITY: Bidders must, upon the request of
Anderson County, provide satisfactory evidence of their ability to furnish products or services in accordance
with the terms and conditions of these specifications. Anderson County will make the final determination
as to the bidder's ability

1.17 VENDOR'S DEFAULT: Anderson County reserves the right, in case of vendor default, to procure
the articles or services from other sources and hold the defaulting vendor responsible for any excess costs
occasioned thereby.

'1.'18 DUPLICATE COPIES: Vendors are to submit one original and at least one exact copy of their bids,
including brochures; unless additional copies are requested in bid specifications

1.19 DRUG-FREE WORKPLACE: Under the provisions of Tennessee Code Annotated 550-9-113
enacted by the General Assembly effective 2001, all employers with five (5) or more employees who
contract with either the state or a local government to provide construction services are required to submit
an affldav( stating that they have a drug free workplace program that complies with Title 50, Chapter g, in
effect at the time of submission of a bid at least to the enent required of governmental entities. The statute
imposes other requirements on the contractor and contractors should consult private legal counsel if legal
questions arise under this section or any other provision of this document. All contractors with five (5) or
more employees that will be providing construction services are to return the provided written affidavit
signed by the principal officer of a covered employer acknowledging that the contracting entity is in
compliance with the Drug Free Workplace laws of State of Tennessee.

1.20 RESTRICTIVE OR AMBIGUOUS SPECIFICATIONS: lt is the responsibility of the bidder to review
the entire lnvitation to Bid document and to notify the Purchasing Department if the lnvitation to Bid is
formulated in a manner that would unnecessarily restrict competition or if it is ambiguous in what is being
requested. The Purchasing Agent must receive queslions regarding the specifications or bid procedurei
no less than ninety-six (96) hours prior to the time set for the bid opening

1.21 SCHOOL CAFETERIA BIDS: tf this bid is for Anderson County School's Cafeteria Food Service
Department, bidders must be in compliance with Sectron 104(d) of the Wlliam F Goodhng Child Nutrition
Reauthorization Act of 1998 which requires school and institutions participating in the National School
Lunch Program (NSLP) and school Breakfast Program (SBp) to "Buy American" to the maximum extent
practicable.

1.22 TERMINATION: Anderson County reserves the right to terminate contracts in whole or in part with
thrrty (30) days written notification to the contractor ln the event of termlnation, the County shjll not be
liable for any costs other than the cost of services performed and materials delivered and ac;epted prior to
termination date.

1.23 OSHA SAFETY: The Vendor is responsible for training their employees in Safety and Health
Regulations for the job, assuring compliance with Tennessee Ociupational Sjfety anO Healih regulations
and any other Regulatory Agency.



'1.24 PERFORMANCE BOND: A standard surety or performance bond or an irrevocable letter of credit in
favor of Anderson County Government at a federally insured financial institution will be required to be
submitted with bid, if indicated in section four, item six insurance requirement checklist.

1.25 BACKGROUND cHECKS: Contractors shall comply with Public Chapter 587 of 2007, as codified
in Tennessee Code Annotated Section 49-5-413, which requires allcontractors to facilitate a criminal history
records check conducted by the Tennessee Bureau of lnvestigation and the Federal Bureau of lnvestigation
for each employee prior to permitting the employee to have contact with students or enter school grounds
when students are present.

1.25 AWARD RESULTS: As soon as practicable after proposal or bid evaluations, Anderson County shall
post the award decision toVendor Registry at www.vendorreqistry.com. lndividual notices are normally not
mailed or e-mailed except to the successful vendor.

1.27 PRICE INCREASE/DELIVERY CHARGES: Request for price or delivery charge increases must in
be received in writing 30-days prior to implementation. The Anderson County Purchasing Agent will review
requests and make a determination to continue or cancel services.

1.28 INDEMNIFICATION/HOLD HARMLESS: Vendor shall indemnify, defend, save and hold harmless
Anderson County and, its officers, agents and employees from all suits, claims, actions or damages of any
nature brought because of, arising out of, or due to breach of the agreement by Vendor, its subcontractors,
suppliers, agents, or employees or due to any negligent act or occurrence or any omission or commission
of Vendor, its subcontractors, suppliers, agents or employees

1.29 DECLARATIVE STATEMENT: Any statement or words (i e.: must, shall, will, etc.) are declarative
statements and the proposer must comply with the condition Failure to comply with any such condition
may result in their bid being non-responsive and disqualified.

1.30 WAIVING OF INFORMALITIES: Anderson County reserves the right to warve minor informalities or
technicalities when it is in the best interest of Anderson County

1.31 APPROPRIATION: Funding for multi-year contracts are subject to budget appropriations. ln the
event no funds are appropriated by Anderson County for the goods or services in any flscal year or
insufficient funds exist to purchase the goods or services of a contract, then that contract shall expiie upon
the expenditure of previously appropriated funds or the end of the current fiscal year, whichever occurs
first, with no further obligations owed to or by either party.

1.32 ASSIGNMENT: Vendor shall not assign or sub-contract any agreement, its obligations or rights
hereunder to any party, company, partnership, incorporation or person without the prioi written speiific
consent of Anderson County.

1.33 QUANTITIES: Anderson county does not guarantee quantities to be purchased off this bid.

1.34 UNIT PRICE: ln case of discrepancy between any unit price and an extended price, the unit price
will be presumed to be correct, subject, however, to correction to the same extent and in the same manner
as any other mistake.

1.35 When it is certain that a mistake has been made in
the p bidder to confirm the bid. provisions must be made
so that mistakes can be taken care of and the ambiguity resolved satisfactorily. Bids may be modified or
withdrawn by written notice received in the Purchasing Department prior to the iime and daie set for the bid
opening. The changes or withdrawal oJ the bids shall be ln writing and signed by an official of the company.
The envelope containing the modification should clearly state "modification to b-id." Either the entire bid or
a particular item may be withdrawn or modified in this manner.



1.36 PRE-BID CONFERENCES: Attendance at Pre-bid Conferences is strongly encouraged. When
deemed necessary a Mandatory Pre-bid Conference will be held. A company representative MUST be in
attendance and sign the Pre-bid sign-in sheet in order to be considered for bid award.

1.37 ADDENDUM: S T.C.A. 12-14-113 Anderson County Government reserves the right to amend this
solicitation by addendum. Addenda will be posted to the vendor registry up to 48 hours in advance of the
bid/proposals due date and time lt is the bidder's responsibility to check the website for addendum. If in
the County's opinion revisions are of such a magnitude, the deadhne for this solicitation may be extended
in an addendum. Addenda may change specifications, reply sheets, and times and dates for pre-bid
meetings as well as due dates/deadlines for questions and bids/proposals.

1.38 OWNERSHIP: All bids, once received, become property of Anderson County Government and will
not be returned.

1.39 WEATHER AND COURTHOUSE CLOSINGS: ln the event of a situation severe enough to
necessitate the closing of Anderson County Government offlces during a planned bid opening, vendors will
receive notification of the new date and time upon re-opening of county government offices. No bids will
be opened until the rescheduled date for bid opening and all bidders/proposers whose submissions meet
the extended deadline will be given equal consideration at that time. Anderson County shall not be liable
for any commercial carrier's decision regarding deliveries during inclement weather.

1.40 IRAN DIVESTMENTACTOF 20't4: Pursuanttothe lran Divestment Act ot 2014, Tenn. CodeAnn.
S 12-12-106 requires the State of Tennessee Chief Procurement Officer to publish, using creditable
information freely available to the public, a list of persons it determines engage in investment activities in
lran, as described in S 12-'12-105. lnclusion on this list makes a person ineligible to contract with Anderson
County, if a person ceases its engagement in investment activities in lran, it may be removed from the list.
The State of Tennessee list is available here http://tennessee.gov/generalservices/article/Public-
lnformation-library



RFP #4908 - Preservolion of Hisloricol Records

Anderson County Government seeks proposols to complete the controctuol services os
described in Section A. Scope of Services. Proposol responses musi follow the
submission formoi lisied in Section C. Proposol Requirements.

Proposols ore due Ociober l, 2018 ot 12:OOpm. Vendors must ottend o mondotory pre-
bid meeting in order to inspect the record books. Avoiloble dotes ond limes ore:

September 21 ,2018, 1Oom - 12pm
September 24, 2018, 1pm - 3pm
September 27 , 2O18,2pm-4pm

Meetings will be held oi the Anderson County Register of Deeds Office. 100 N. Moin
Street, Clinton TN 377 I 6.

Seclion A. Scope of Services

The selecled vendor sholl recondition ond preserve twenly-seven 127 ) record books. All
moteriols ond workmonship sholl be guoronteed in occordonce with industry stondords,
ond sholl be sotisfoctory to the County.

All procedures ond processes performed by the successful vendor{s) sholl be in
occordonce with orchivol induslry stondords of conservotion proctices. Alterotions,
chonges, or insertions of ony informotion in ony record ore striclly forbidden. Eoch set
of hisioricol documents, books, or records sholl be restored ond preserved by
employing the following:

CONSERVATION: All hisloric records, including ottochments ond inserts, ore lo be
ireoted occording to the following specificotions. The only exceptions ore
Photostois, plots, ond mops, which moy require odvonced conservotion lreotmenis
due to their formot ond instobilily of component. All treotments proposed must be
tested before services ore ottempted.

l. Sofely dismontle volumes, os necessory.
2. All pressure sensitive ond hormful topes ond odhesives ore to be removed

where possible using the most oppropriote techniques ond/or solvenis,
wiihoul further degrodotion to the document or text.

3. All loose soil ond surfoce dirt to be removed by oppropriote dry cleoning
methods which moy employ the use of brushes, gum rubber compounds, or
vinyl gronules.

4. Deocidify oll sheets, os oppropriote. Vendor musl use non_oqueous method
of deocidificotion os recommended by ihe Librory of Congress.

5. since Photoslots connot be deocidified due to the originol emulsion process,
the vendor will use the ogreed upon solution to oddress the loss of
informoiion due to foding or floking.

6. All minor teors ond rips sholr be mended by orchivol mending procedures,



ulilizing Joponese tissue poper ond conservotion grode ocid free, reversible
odhesive. Acceptoble moleriols moy include Joponese Kozo tissue ond
melhyl cellulose odhesive, Filmoplosl@, Crompton's Tissue, ond LC Tissue.
Discredited procedures such os Cerex nylon reinforcement with polyomide
or polyester heot set odhesive ore not occeptoble. ond moy noi be used. ln
oddition, oll teors musl be oddressed, ond moy not be left un-mended.

7. After de-ocidificotion, mending. ond other oppropriole conservotion
treotments, sheets ore to be encopsuloted in o Loy Flot Archivol Polyester
PocketrM, or equivolenl PET stoble bos polyester film of 2 milor 3 mil thickness.
Copsules/envelopes ore to be rodio (heot) edge welded construction, ond
punched on one side to ollow for plocement inio binders. Respondent sholl
include three (3) somples of proposed orchivol polyester pockei with bid.

8. All lndex tobs ore lo be repoired, reinforced, or reploced os necessory.
9. Volumes sholl be rebound in the DisoslerSofe County BinderrM. The County

will designote colors for eoch collection of records. Due to the odded weighl
of the orchivol polyester pockets, eoch volume moy require being divided
into two volumes ond imprint sholl include poges within. Eoch Spine will be
stomped, roller shelf style, in gold permonent foil ond guoronteed nol io fode
or weor-off . Respondent sholl include one (l ) somple of proposed binder with
its bid.

VENDOR FACIUTIES: Records must be stored in o secure, climoie controlled
environment, with restricled occess while in ihe possession of vendor. The focility must
be o permonent focility. The locotion of work on originol historicol or orchivol
documents must mointoin orchivol climote control stondords. The focility (ond corgo
oreo during tronsport) must regulole temperoture to 68oF, with only o 2oF voriotion ot
ony lime----even in the winter. Unreguloted, wilhin 48-72 hours, degrees obove 75"F ond
60% encouroges mold ond other bocterio. Relotive humidity {RH) must be controlled ot
o set point between 40% ond 45%.Ihe moximum occeptoble toiol RH voriotlon or
operoting ronge is 5% on either side of this set point.

Vendor fociliiies must hove o security system ond o fire suppression system. Access to
vendor fociliiies must be secure ond limited. Vendor focilities must hove o fire-resistont
storoge voult to house County records.

RIGHT TO INSPECTION: The County moy moke unonnounced visits to the Contoctor,s
focilities to exomine ond view the preservotion work in progress. The county reserves this
right to inspect vendor's focility (before ond during controct period) to ensure Vendor is
in complionce with oll requirements. Foilure 1o comply with requirements will constitute
defoult ond moy result in concellotion of the controct.

sERvlcE DELIVERY PIAN: Due to the sensilive noture of the documents, o records sholl
remoin exclusively in the custody ond conirol of the vendor unlil returned lo the
county. ln order io limit exposure during tronsport, the use of sub-vendors ond third
porty ironsportolion componies is strictly prohibiled.

Records must be tronsported ond stored in o secure ond crimote controlled
environment, including o stoble temperoture ond relolive humidity regulotion. The



vendor must detoil how the proposed tronsportotion procedures oddress climole
control oi oll times during tronsport.

Vendor sholl provide oll lobor. moteriols. ond rigging services necessory to pock, lood,
ond/or unlood to ond from ihe tronsporl vehicle ot no odditionol chorge to lhe County.
The vendor is directly responsible for the pocking of the books for ironsport; this includes,
but is not limited to, loking the books off the shelves, inventorying, documenting
condition, wropping with oppropriote pocking moteriols, securing in tronsport tubs,
looding onto the tronsporlotion vehicle, securing in the tronsport vehicle, ond vice
verso upon return of books.

CONTRACT MANAGER: Vendor sholl ossign ond identify on experienced Vendor Projeci
Monoger. This Project Monoger will work wilh the County's Project Monogemenl to see
lhe successful completion of the project.

PROJECT TIMEIINE: The County onticipotes owording o three (3) yeor controct with
option to renew for on odditionol one (1) yeor period for completion of services.

ACCESSIBIIITY: Records ore used doily by the public, ond the obility to occess these
records (vio emoil or fox) must be mointoined during the project.

tIQUIDATED DAMAGES: By submitting o response to thls Request for Proposols, vendors
guoroniee complionce with oll requirements in the scope of services. Foilure 1o perform
ofter oword sholl result in liquidoted domoges. Domoges will be ossessed in the
omount of $5,000 per book in the event of domoge, loss. destruction or foilure to
complete.

Performonce bond: The oworded vendor will be required io provide o performonce
bond of $5,000 per book occording 1o botch-size pick-up os proposed in Tob C.

3



Seclion B. Evoluotion Crilerio/Aword

The oword of the controct sholl be mode occording to the criterio listed below.

Vendors thot ottend o mondotory pre-bid inspection of records ond ore deemed to
hove sound Finonciol Stobility ond Vendor Focilities os submilted in Tobs A ond B of ihe
response will be considered for further evoluotion.

The following scole sholl be used in the evoluotion of proposols:

Evoluolion Crilerio Weiqht
Attendonce ot Pre-Bid Meeting
Finonciol Siobility (Tob A)
Security ond Accessibility of Records (Tob B)

Project Monogement (Tob C)
Quolificotions (Tob D)
Somples (Tob E)

Pricing (Tob F)

Poss/Foil
Poss/Foil
Poss/Foil
40 Points
40 Points
40 Points
40 Points

Ihe County will conducl on on-site visit ot the Vendor's focilities to confirm complionce
with focility requirements before moking on oword. Trovel costs to be poid by vendor
per the Counly's trovel policy guidelines (Attochmeni 7).
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Seclion C. Proposol Requiremenls

Tob A. Finonciol Slobility

Vendor sholl respond specificolly to eoch of the items below, even if no issue exisls, for
lhe lost five (5) yeors:

) Address ony performonce reloted litigotion thot your firm moy be, or hos
been, involved

) ldentify if your firm hos hod ony conlrocts terminoted due 1o non-
performonce

) ldentify odverse octions sonctioned by ony regulotory outhorities

Cerlificote of lnsuronce: Eoch response must Attochment 5.

Finonciol Audit: The proposol sholl include the most recent ouditor's stotement on the
finonciol stotus of the ogency.

Tob B. Vendor Focililies

Proposols sholl describe the vendor focilities to be used io sotisfy the Vendor Focilities
requirements in Section A., Scope of Services.
Response sholl:

> ldentify the vendor's locotion of business where lhe services will be performed
! Deloil lhe security system of focility to include o description of who hos

occess
! Detoil the fire suppression system oi focility
) Confirm presence of o fire+esistont storoge voult for County records
F Confirm ihe focility hos the environmentol controls thot meet or exceed those

listed in the Scope of Services
) Confirm the fociliiy is permonent ond list how long it hos been in operolion

Tob C. Project Monogement

Service Delivery Plon: Proposols sholl describe the service delivery plon to be used to
sotisfy the Service Delivery Plon requiremenls in Section A., Scope of Services.
Responses sholl:

F Confirm records will be in control of ihe Vendor of oll times ond sub-vendors
sholl not be used

F Detoil informoiion on the proposed security plon
F Describe proposed bolch size per pickup
> ldeniity oll efforls to ensure thot pick-up ond deliveries ore mode during

normol business hours
) Describe the proposed invenlorying, documenting condition, wropping

securing ond looding process.
F Describe the proposed method of lronsportotion to pick-up ond deriver lhe

records
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) Describe the proposed pockoging moteriol ond ironsport tubs
) Deloil how lhe proposed tronsporlolion ond procedures oddress climote

conlrol of oll times during tronsport
) Detoil the proposed treotments ond include the testing process the proposed

treotment completed to ensure quolity results
F Describe the proposed solulion io oddress lhe loss of informotion due to

foding or floking for Photostot records
F Detoil how the course of treotmenl for eoch historicol record will be

documented

Projecl Monoger: Proposol sholl identify o Project Monoger who will work with the
County's Projecl Monogement to see lhe successful complelion of the project.
Resume of Project Monoger sholl be included with proposol.

Sloffing: Proposol sholl identify key personnel who will provide bosic services ond
include their oreos of responsibiliiy. Resumes sholl be provided for eoch individuol ond
include o summory of periinent experience ond quolificotions.

Projecl Timeline: Proposol sholl confirm obility of vendor to complete services within the
required timeline ond detoil the control process ond milestones forsuch completion.

Accessibility: ldentity how the vendor sholl moke fox ond/or e-moil copies ovoiloble to
the County upon request.

Tob D. Quolilicolions

Proposols must demonstrote successful post performonce of similor services. All vendors
sholl hove ot leosi ten (l 0) yeors of prior experience with hondling ond preserving
County historic records. Vendors sholl hove no record of unsotisfociory performonce.
Vendors who ore or hove been seriously deficient in cunent or recent controct
performonce, in ihe obsence of circumstonces properly beyond their conlrol, sholl be
presumed to be unoble io meei this requirement. Eoch vendor sholl provlde o writlen
stotemenl of quolificotions to include informotion listed below.

l. Compony History: Proposol sholl provide o brief compony hislory including
size of sloff, principol business locotion ond ony other service locotions,
primory line of business, ond length of time vendor hos been providing
preservotion services(s).

2. Quolificolions: Proposol sholl describe ony oddilionol experience, philosophy,
opprooch, owords, occreditotions ond certificotions received thot support
the vendor's obilily to perform the services. Proposol sholl list speciolties ond
slrengths of the vendor. olong with o stotement of why your firm should be
selected.

3. Experience Norotive: Proposol sholl detoil vendor,s expertise specificolly
reloted lo providing preservotion of monuscript ond typescript historicol
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records. Nonotive sholl:
) ldenlify the number ond scope of projects Vendor hos completed

thot include preservotion of County records
) ldentify lhe number of stote ond locol projects Vendor hos

completed
> Address Vendor's other experience wilh Couniy records
) ldentify lorge-scole projects consisting of permonent retention

schedule documents completed by Vendor

4. References: Proposol sholl provide o minimum of five (5) references with
whom the vendor hos done business with in ihe losi five (5) yeors, whose
requirements were similor in scope to the County project. Three (3) of the
references must be government ogencies within the Stote of Tennessee to
whom vendor hos performed conservotion, imoge processing ond indexing
services. Provide the following informotion for eoch reference:

) Government/Compo ny Nome
) Locotion/Address
) Contoct Person thot oversow services (include posilion,

telephone/fox numbers, ond emoil)
> Description of Services ond Controct Period

Tob E. Somples

Eoch vendor must submit o somple of proposed products including three (3) somples of
lhe Loy Flot Archivol Polyester Pocket or equivolent, ond one (l) somple of the Disosier
Sofe Couniy BinderrM or equivolent.

Tob F. Pricing
Pricing sholl include product, freight, shipping & hondling, instollotion, removol of books,
ond replocemenl of books. Vendor will be responsible for ony odditionol costs incurred
or not onticipoted in the controct. No odditionol costs will be poid by the Counly.

Vendors sholl provide prices on Atiochment I .
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Vendor Name:

Attachment 1

RFP #4908 - Preservation of County Records

Book # Approximate Number of
Pages

Price

Book Q-2 6s0

Book R-2 6s0

Book S-2 650

Book T-2 650

Book U-2 600

Book V-2 550

Book W-2 600

Book X-2 650

Book Y-2 650

BookZ-2 650

Book A-3 650

Book B-3 6s0

Book C-3 6s0

Book D-3 650

Book F-3 650

Book G-3 650

Book H-3 550

Book l-3 650

Book J-3 650

Book K-3 600

Book L-3 650

Book M-3 650

Book N-3 250 (stop at page 218)

Book O-3 550 (stop at page 522)

Book P-3 600 (stop at page 572)
Book Q-3 650
Book R-3 650



BID NUMBER:
Attachment 2

4908 - Preservation of Historical Records

SECTION 2 - VENDOR INFORMATION

Vendor Name

Vendor Address

State Zp

Telephone Number

Contact Person (Please Print)

E-Marl Address

Taxpayer ldentification Number, Social Security or
Employer ldentification Number:

State of Tennessee Business License Number:
License #

I aqree to abide bv all Terms and Conditions of this
lnvitation to Bid and certifv that I am authorized to siqn
this bid for the vendor. Failure to include anv
information mentioned in the bid or to complv with
these bid instructions mav result in reiection of vour
entire bid. Siqninq this form affirms that the oriqinal
lnvitation for Bid document has not been altered in anv
wav.

Authorizinq Signature:

(Please sign original in blue ink)

SECTION I - BID INFORMATION

Acknowledgment of Addenda:
(Write "Yes" if received)

Addenda 1

Addenda 3
Addenda 2
Addenda 4



Attachment 3

Non-Collusion Affi davit
. This Non-Collusion Affidavit is material to any contract awarded pursuant to this bid.
. This Non-Collusion Affidavit must be executed by the member, officer, or employee of the bidder who makes

the final decision on prices and the amount quoted in the bid
. Bid rigging and other efforts to restrarn competition and the making of false sworn statements in connection

with the submission of bids are unlaMul and may be subject to criminal prosecution The person who signs
the affidavit should examine it carefully before signing and assure himself or herself that such statement is
true and accurate, making diligent inquiry, as necessary, of all other persons employed by or associated with
the bidder with responsibilities for the preparation, approval, or submission of the bid.

. ln the case of a bid submitted by a joint venture, each party to the venture must be identified in the bid
documents, and an affldavit must be submitted separately on behalf of each party.

. The term "complementary bid" as used in the affidavit has the meaning commonly associated with that term in
the bidding process and includes the knowing submission of bids higher than the bid of another firm, an
intentionally high or noncompetitive bid, and any other form of bid submifted for the purpose of giving a false
appearance of competition.

Non-Collusion Affidavit

STATE OF

COUNTY OF

I state that I am (Title) of (Name of lvly Firm)
and that I am authorized to make this affldavit on behalf of my flrm and its owners, directors, and officers. I am
the person responsible in my firm to the price(s) and the amount of this bid

I STATE THAT:
. The price(s) and amount of this bid have been arrived at independently and without consultation,

communication, or agreement with any other contractor, bidder, or potential bidder.
. Neither the price(s) nor the amount of this bid and neither the approximate price(s) nor approximate amount

of this bid, have been disclosed to any other firm or person who is a bidder or potential bidder, and they will
not be disclosed before bid opening

. No attempt has been made or will be made to induce any firm or person to refrain from bidding on this
contract, or to submit a bid higher than this bid, or to submit any intentionally high or noncompetitive bid or
other form of complementary bid.

. The bid of my firm is made in good faith and not pursuant to any agreement or discussion with, or inducement
from, any firm or person to submit a complementary or other noncompetitive bid.

o (Name of My Firm) its affiliates. subsidiaries, officers,
directors, and employees are not currently under investigation by any governmental agency and have not in
the last three years been convicted or found liable for any act prohibited by State of Federal law in any
jurisdiction involving conspiracy or collusion with respect to bidding on any public contract, except as follows:

I state that (Name of My Firm) understands and acknowledges
that the above representation are material and important and will be relied on by Anderson Countv in awarding
the contract(s) forwhich this bid is submitted. I understand and my firm understands that any misstatement in this
affidavit is and shall be treated as fraudulent concealment from AldglgArcgg1ly of the true iacts relating to
submission of bids for this contract

Representative's Signature

Sworn to and subscribed before me this

T tle

day of

Notary Public
My commission expires.



DIVERSITY BUSINESS INFORMATION

Definilions for Determining Minority, Women And Smoll-Owned Firms

The guidelines for delermining minority, women ond smoll-owned firms ore defined os follows:

"MINORITY" meons o person who is o citizen or lowful permonenl resident of the United Slotes ond who is:

o Block (o person hoving origins in ony ol the block rociol groups of Africo);
o Hisponic (o person of Mexicon, Puerlo Ricon, Cubon, Centrol or South Americon, or olher

Sponish culture or origin, regordless of roce):
o Aslon Americon (o person hoving origins in ony of the originol peoples of the For Eosl,

Soulheosl
o Asio, the lndion subconlinent, or lhe Pocific lslonds); or
o Americon lndion ond Aloskon Notive (o person hoving origins in ony of the originol peoples

of Norlh Americo).

"MINORITY BUSINESS ENTERPRISE" sholl meon o minorily business:
A conlinuing, independent, for profit business which performs o commerciolly useful funclion, ond is ot
leost 5l percenl owned ond conlrolled by one or more minority individuols; or, in the cose of ony publicly
owned business, ol leost 5l percenl of the stock of which is owned ond controlled by one or more
minoriiies. Whose monogement ond doily business operolions ore controlled by one or more of minoriiy
individuols. "Control" os used in the obove clouse, meons exercising the power to moke policy decision.
"Operote," os used in ihe obove clouse, meons being octively involved in lhe doy-to-doy monogement
of the business.

"woMEN BUSINESS ENTERPRISE" sholl meon women business:
A conlinuing, independent, for profit business which performs o commerciolly useful funciion, ond which
is ol leost 5l percent owned ond conlrolled by one or more women; or, ln lhe cose of ony publicly
owned business, of leost 5l percent of lhe stock of which is owned ond controlled by one or more
women. Whose monogement ond doily business operotions ore controlled by one or more of such
individuols. "Control" os used in the obove clouse, meons exercising the power to moke policy decision.
"Operoie," os used in lhe obove clouse, meons being ociively involved in lhe doyjo-doy monogement
of the business.

Attachment 4



DIVERSITY BUSINESS INFORMATION
ANDERSON COUNTY GOVERNMENT

NOTE: This form is to be submitted only by those who qualify. Bidders do not have to be a minority business
to be considered.

IMPORTANT! NOTARY AND COPY OF CERTIFICATION REQUIRED

SECTION 6 _ DIVERSITY INFORMATION

VENDOR/CONTRACTOR NAME:

Tvpe of Compony: (Check One)

(_) Corporotion (_) Portnership (_) Limited tiobility (_) Sole Proprielor

ls your compony 5l% Owned or Operoted by o Minority Group? Yes _ No_

lf yes, check lhe ethnic cotegory ond indicote % of ownership:

! Americon lndion/Aloskon Notive _%
! Africon Americon _%
! Hisponic _%
! Asion/Pocific lslonder 7"

E Olher _% (pleose indicote)

Pleose nome the entity of certificolion:

Pleose provide copy of cerlificotion letter or certificote

I, HEREBY CERTIFY THAT THE ABOVE INFORMATION !S TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE.

Signoture:

Nome:

Orrtcen or rxr Collplr.rv

Tille:

STATE OF

NOTARY ACKNOWTEDGEMENT:

)

COUNTY OF

ON 2O-, BEFORE ME,

PERSONALLY APPEARED , PERSONALLY KNOWN TO ME (OR PROVED TO ME ON THE BASTS OF
SATISFACTORY EVIDENCE) TO BE THE PERSON(S)WHOSE NAME(S) IS/ARE SUBSCRIBED TO THE WITHIN INSTRUMENT AND
ACKNOWLEDGED TO ME THAT HE/SHE/ THEY EXECUTED THE SAME IN HIS/HER/THEIR AUTHORIZED CAPACfi(IES), AND THAT BY
Hls/HER/rHElR SIGNATURE(S) ON THE TNSTRUMENT THE PERSON(S), OR THE ENTtTy UpON BEHALF OF WHTCH THE pERSON (S) ACTED,
EXECUTED THE INSTRUMENT.

SIGNATURE OF NOTARY:

PRINTED FULL NAME OF NOTARY:

MY COMMISION EXPIRES:

WITNESS MY HAND AND OFFICIAL SEAL.



Attachment 5
Insurance Requirement Acknowledgment

The bidder awarded this bid or contract will maintain, at their expense adequate insurance coverage to protect lhem from claims arising
under the Worker's Compensation Act, any and all claims for bodily injury and property damage to the Bidder and to Anderson County
Government while delivery and service are being done. A certificate of insurance rollbe on flle in the Purchasing Department before
work may begin and must be maintained until work is completed.

Only the items marked with an "X" are applicable to this bid and or contract.

Statutory limits
1 00,000/1 00,000/500,000

$500,000 per occurrence
$1,000,000 aggregate

X Occurrence Form Only
X lnclude Premises Liability
X lnclude Contractual
X lnclude XCU
X lnclude Products and Completed operations
X lnclude Personal lnjury
X lnclude lndependent Contractors
n lnclude Vendors Liabrlity
n lnclude Professional or E&o Liability

3. tr Business Auto
tr lnclude Garage Liability
tr lnclude Garage Keepers Liability
n Copy of Valid Driver's License
n Copy of Current Motor Vehicle Record
n Copy of Current Auto Liability Declarations Page

4 Z Crime Coverages
tr Employee Dishonesty
n Employee Dishonesty Bond

5 tr Property Coverages
tr Builders Risk
tr lnland Marine
tr Transportation

6 X Performance Bond Required - A performance bond in favor of Anderson County Government at a federally
insured flnancial institution This ,vrusf be submitted before purchase order issued.

Certificate Holder Shall Be. Anderson County Government, Clinton, Tennessee, and shall show the bid number and title.
Anderson County Government shall be named as an additional insured on all policies except worker's compensation and
auto. lnsurance carrier ratings shall have a Best's rating of A-Vll or better, or its equivalent. Cancellation clause on
certificate should strike out "endeavor to" and include a 30-day notice of cancellation where applicable Any deviations from
the above requirements musf be disclosed to the Anderson County Purchasing Agent Any liability deductibles or
exclusions must also be disclosed. Exceptions can be granted if applicable.

Bidders Statement and Certification
I understand the insurance requirements of these speciflcations and will comply in full within 21 (twentv-one) calendar
davs if awarded this bid and or contract. I agree to furnish the county with proof of insurance for the entire term of the bid
and or contract.

Vendor Name Authorized Signature

I X Workers Compensation
Employers Liability

2. X Commercial General Liability

Bid Representative Name (Please Print) Date



xx-xxxx
Attachment 6 - Sample Contract for Services

This Agreement is made on this the DD of MM YYYY, between Anderson County, Tennessee, a
governmental entity and political subdivision ofthe State ofTennessee (hereinafter, "County")and XXXXXX
(hereinafter, "Contractor") and for good and valuable consideration, the sufficiency of which is hereby
acknowledged, the parties agree as follows:

Contractor Services. Contractor agrees to provide XXXXX for the County Per XXXXXXX.

Standard of Performance. Contractor agrees to perform the services in a manner consistent with
the standard in the industry and to the satisfaction of the County.

Contractor Compensation. Contractor shall be paid by County for the Contractor's services within
thirty (30) days of invoicing and completion of the contracted services. The compensation to Contractor
shall be calculated by: XXXXXX. Contractor shall not receive additional compensation for expenses
including travel, hotel, food, etc.

Term. The term of this agreement shall begin on MM/DD/YYYY and shall end on_Uulqq 00ry
with renewal option of XXXXXXX.

Release. Contractor hereby agrees to release, indemnify, and hold County harmless from and
against any and all claims, Iawsuits, orthe like associated with County's performance of this agreement, or
as it relates to the past, present, or future financial condition of the County or the performance of
Contractor's services under this Agreement.

Default. ln the event of default by the Contractor hereto, the County may bring suit against the
Contractor to enforce the terms of this Agreement. ln such event, the prevailing party shall be entitled to
recover any remedies available at law and/or equity including reasonable attorney's fees and costs
associated with the default.

No Oral Modification. No modification, amendment, supplement to or waiver of this Agreement
or any of its provisions shall be binding upon the parties hereto unless made in writing and duly signed by
all the parties.

Waiver. A failure of any party to exercise any right provided for herein, shall not be deemed to be
a waiver of any right hereunder

Entire Agreement. This Agreement sets forth the entire understanding of the parties as to the
subject matter and may not be modified except in a writing executed by all parties.

Severability. ln the event any one or more of the provisions of this Agreement is invalid or
otherwise unenforceable, the enforceability of the remaining provisions shall be unimpaired.

Cancellation. ln the event any party materially breeches, defaults or fails to perform hereunder,
this Agreement may be cancelled by the other party with cause on thirty (30) days written notice to the
other, if the event constituting the breach, default, or failure is not cured during that time

Termination! Anderson County reserves the right to terminate this contract in whole or in part with
thirty (30) days written notification to the contractor ln the event of termination, the County shall not be
liable for any costs other than the cost of services performed and materials delivered and accepted prior to
termination date.

Exhibits. Any Exhibits attached hereto or incorporated herein are made a part of this Agreement
for all purposes. The expression "this Agreement" means the body of this Agreement and the E*'niblts.
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xx-xxxx
Attachment 6 - Sample Contract for Services

Multiple Counterparts: Effectiveness. This Agreement may be executed in multiple
counterparts, each of which shall be deemed an original for all purposes and all of which shall be deemed,
collectively, one Agreement This Agreement shall become effective when executed and delivered by all
the parties

Jurisdiction. Each party hereby irrevocably consents to the jurisdiction of all state cou(s sitting
in Tennessee or all federal courts sitting in Knoxville, Tennessee and agrees that venue for any legal action
brought in connection with this Agreement shall lie exclusively in such courts.

Binding Effect. This Agreement shall be binding upon and inure to the benefit of the parties and
upon their respective successors, heirs, or assigns.

Choice of Law. This Agreement shall be governed and construed in accordance with the laws of
the State of Tennessee The Conkactor certifies that in performing this contract they will comply with all
applicable provisrons of the federal, state, and local laws, regulations, rules, and orders

Appropriated Funds. The County's obligation to pay under this Contract is contingent upon funds
appropriated in the current fiscal year's budget as approved by the County Board of Commissioners Any
contract requiring appropriated funds beyond the current fiscal year may be cancelled without notice in the
event that funding to support the contract are unavailable in the subsequent fiscal year.

Payment Terms. The County's payment terms are net 30. All invoices shall be addressed to
Anderson County Director of Finance, Room 210, 100 North Main Street, Clinton, TN 377'16, and must
include Contractor's name, address and phone number, and clearly list quantities, item description and
units of measure.

Warranty. The Contractor warrants to the County that all goods and services furnished hereunder
shall be free of defects in materials, workmanship, and from defect in design ln addition, Contractor
warrants the goods and services are suitable for and will perform in accordance with the purposes for which
they were intended.

lnsurance Requirement: Vendors awarded bids or contracts are required to maintain, at their
expense adequate insurance coverage to protect them from claims arising under the Worker's
Compensation Act, any and all claims for bodily injury and property damage to the Vendor and to
Anderson County Government while completing delivery and services. A certificate of insurance may be
required before work begins and be maintained until work is completed. Certificate Holder Shall
Be: Anderson County Government, Clinton, Tennessee. Anderson County Government shall be named
as an additional insured on all policies except worker's compensation and auto lnsurance carrier ratings
shall have a Best's rating of A-Vll or better, or its equivalent. Cancellation clause on certificate should
strike out "endeavor to" and include a 30-day notice of cancellation where applicable. Any deviations
from the above requirements must be disclosed to the Anderson County Purchasing Agent. Any liability
deductibles or exclusions must also be disclosed

Non-discrimination. The Contractor shall comply with the Tennessee Human Rights Act, T C. A
S4-21-101 et. seq., as amended and any rules and regulations promulgated in accordance therewith

Equal Employment Opportunity. lt shall also be an unlaMul employment practice for the
Contractor (1) to fail or refuse to hire or to discharge any individual or otherwise to discriminate against any
individual with respect to their compensation, or the terms, conditions, or privileges of their employment,
because of such individual's race, color, religion, sex, age, handicap or national origin, or (2) to limit,
segregate, or classify their employees or applicants for employment in any way which would deprive or
tend to deprive any individual of employment opportunities or otherwise adversely affect their status as an
employee, because of such individual's race, color, religion, sex, age, handicap or national origin.
Contractor shall comply with The Civil RightsAct of 1964,42 U.S.C. sec.2000 et seq (2000), asamended
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xx-xxxx
Attachment 6 - Sample Contract for Services

Notice. Any notice required or provided pursuant lo th is Agreement shall be in writing and sent or
delivered to the parties.

Titles and Subtitles. Titles of paragraphs and subparagraphs are for convenient reference only
and shall not have the effect of modifying, amending, or changing the express terms of this Agreement.

Assignment. This Agreement shall be assignable only upon the written consent of the non-
assigning party Consent to an assignment shall not be unreasonably withheld. ln the event of assignment
or succession, the terms and conditions of this Agreement shall be binding upon the parties and their
successors, assigns, heirs, executors, and/or administrators.

Further Documentation. The parties agree for themselves and their successors and assigns to
execute any and all instruments in writing which are or may become necessary or proper to carry out the
purpose and intent of this Agreement

Vendor/Supplier: Anderson County Government
Administrative Approval.

Signature Date

Natalie Erb, CPA, CTP, Finance Director Date

Anderson County Department Head
Approval:

Date

Name of Company

Approved as to Form

Address

Law Director Date

City, State Zip

Printed Name

Trt e

Page 3 of 3



Attachment 7

Chpt r l3

Com prehemiye Trevel Regulationc

$ection l3.l Gencnl: Travel may not be undertak€,n unless it is authodzed h advancc by the
sPpmpri0le deparuncnt head, clectcd official or agcmcy. Clairns ficr rcimbursemcnt for travel
experscs should bc submittcd no latcrrh^an thirty (30) days after completion of the uavel.
Claiurs submitted aftcr this pcriod mrrst p,rovi& writtcn explanation for the delay.

Apptoved Corurty uavel is on the basis of reirnbusement or advances for the o€ccssary business

cxPerccs irtcurred subject to ttre limitations sel forth hereio. Receips arc requirod for all irem" or
ftrcs in qxcess of 33.50 strc€F for perdiem items- Receipts rnrrst itrmize rmm charges and
ta(es.

Travcl must be by the most direct route possible, and any iadividruls traveling by an indirect
noute muat.Lasumc any extra expcnse incured ttrcreby.

The departrnent head, elected offrcial or agency Ieader shall dcsignare $e official station of an
ernployec. The of,Ecial stgtion is the locatiou at which the employee spands the major portion of
thcir worting time. Lodgrug will bc allowed only whcn ovemigtrr travel is requirod outside a
fifty (50) mile mdius of the employee's olficial station. Mileage shall bc comprted form tbe
crnployec's official station.

Reimbursement for lunch meals will not be made unless ovemight rravel is iuvohed, or the
ernployee is required by County business to bc outside e fifty (50) mite areaof tbeir offrcial
station.

The l.iurits on travel e)eenses set forft hersin are ma:rinum amounts above which
reimhrrscments c8nnot be madc. counry cmployees, rvhql qsysling, should be as conseryatirae
os circumstances pemrit-

Anler3cr Couaty Corrnrurt
En-u Drprtmrt r pb0drr rr{ tiqdurrg iaDutl*a;"1"



Attachment 7

Scctiou 13.2 Clainc for Trrvd Expease: The srandad form or other forms approved by the

Drector ofAccouots & Brrdgets u/ill be uscd for all claims for travel expcos€. Any reco'rery of
the cosr of ravel by other methods is nol allowcd, Rcccipts musr rccompony this form, and each

clairDa[rt must filc a sspatate claim for expenses. Travcl claims shall bc typcd or in ink.

Expenses ofbooks, supplies, postagc, slcnographic help, and other items drat do not consiliture

acntal traveling expense should not t)€ madr a paft of tlre travel claim.

soctiou l3J Traroportrtioo: Transponarion fot pcrrcns g!y6ting singly out of stalc should bc

by cornmon carrier (air, tsain, bus) wheaever practicabte, ard the fare must no[ exc€ed the

regulu tourist farc charged ttrc georral public, Advantage of round trip rates muEt b€ taken when

available. A receip( in the forn of a ticka stub must accompany the crpense claim. Tbe use o[
air travel is errcouraged when timc is ur important factor, or wherc thc tip is so long that other
mc*hods oftravel would prove oorr expensive bocause of subsistence allowance.

Elected officials and curployccs should makc usc ofcounty-owncd v€hicles whenever possible.

Houcver, corurty-owncd vchicles should be uscd only for olficial business,

rMrcn transportation is by county<wncd vehiclq rhc nccessaty automobilc Epair bills, olls,
po*ing and gEsoline are allowable. tn rhe *se of personalty owncd cars, the anrhorized milego
allowarrcc includes all opcrating expenses such as gas, oil and repairs precluding any s€parate

claim for such items.

charges for automobile mntal shll not be allowed unless specific written authorizrrion is

sccurcd in advance fiom the Finance Dircctor.

If afl irdividual travcls by common carrier, reasonable taxi fares will bc allowed for necessary

transportetion. It i6 exp€cted that bus or shuttle servicc to and ftom airpoG will be used wbcn

Ada'lcll Ccrlntt G arruri
fualoe D.Drtn rt I DoIClra rld ,rraCns tlanurl

Esrcd elllZ0u
_t3.2_



Attachment 7

available aod prrctical. In travcling bctwecn hotcl or lodging and rneeting or confereoce,

rtasonable t{xi farcs will be allowed-

Ressonablc tiolls End fcrry focs will bc allowcd when neoesaqr.

Necessary charges for airpon and overnight hotel parkirg will bc allowed, Rccciprs must bc

fumished on airport and hotel pdrking. [hily parking fees for onployees working at their official

station will oot bc ellowed.

Vhiniry Milcage for esrployees that bas bean authorized by thc departmcnt head, clectcd official

or ageucy leader may be clainred uniler the followiog conditioas:

(a) If a personally owned car has boen authorized in the &ily ffiormarrce of durios,

cmployees sholl bc rcirnbursed ct rhe standard milcage rarc cstablislrcd annual ly by

the lnletnal Revenue Servicc.

(b) Etrb departmeot head, elected olficial or agcncy leader shall bc responsible for

ensuring that tle use of pcrsooally owncd automobiles is properly limited to wor&iry

conditions, which are sr:ch thal thc usc ofa county-owncd vehiclc is impossible or

impractical. Full unilizarion ofcounty-owacd vehioles shou.ld bc thc primary

consideration whcrE Eavel is concerned.

(c) Mileagc as shown by the offrqial erfle m.p End rhar published by RandMcNally for

out-of-stElc routes will be regardcd as offioial,

(d) Only milcage for ofEciat busincss ruay be clalmcd for reimburscrnent Eod it mwt be

Eeated in occordanc€ with InterD8l Revenuc Service regulations. A mileege expcnse folm

must be submitted to the Accounts and Budgets office with detai.led accorma of vicinity

milesge.

Altd€ltofl Coonty Gov.r ttant
fh.re DeD.rtrc t a bLbi.rd prEAtlts Mlnu.l

tsru.d E!9-ZOI7
-ur.3-



Attachment 7

Soction 13.4 Lodgitrg ud Mclls: Reimburserneot for Iodgiog e)genses will be on the following

basis:

(a) Travel mr:st be authorizrd in dvancc by thc eppropriarc depafmeot hcad, clecled

official m agency

(b) Only lodging incurred outside a fifty (50) mile radius of offrcial work statiotr will be

allowcd

(c) The most ecmomical lodging should be chosen as circumstancgs permit

(d) Baegagc handling fccs will bc a.llowed up !o thrc dolla$ (t3.00) per hotel

(c) Whcn employees sturc a hotel room only ono cmployee should clairn the room cost

on thc cxpcrrc rcporl and rach employee should make a notation indicating lbe

employoe(s) with whom the roorn was shared.

A meal and allowancc of thirty dollars ($30.00) per day will be provided for ravel. For fiactional

&ys in uavel satus, ody fifty pcrcent (50plo) of tlre allowanca will be pemined.

Scliou 135 Mirellrleous: Expeoditures for entertaifinent (eEployee or others), laundry, valet

scrvice, thcatrc, etc., arc personal charges and will not be allowed.

charges for local, long distance, ud telefor telephooe calls for ofEoial busioess will bc allowcd

provided a statem€nt is fi.unishcd indicating the date, uaure and locqtion cslled.

Regi strarion fecs for approved conferences, conventions, seminars, Eestitrgs, etc., are addressed

in the trairinluition policy.

Trawl for trarsporlation of prisoncrs should be made usi'rg t}te most eooomical mcthod

available.

Andc6on Coufty Goramm.nt
FinrtE Oaprrtmrnt a H|drr lnd P.EGdrrGs MaDurl

ls&d 619201,
-13.+



Attachment 7

All signaturcs on travcl claim must be origipal. No stampcd eignarures will bc permittcd.

Travcl advanccs slull bc madc as follows:

(a) A r€qucst fot travel advance with propcr documentadon should bc scrrt to thc Firatrc€

Director onc week prior to depaJture &te requesting an advance based on the e*imated

expcaditurcs for tbe period of n'avcl. An amormt eqrul to tlrc estimated expenditures will

be allowed as an advaocc; howcvcr, no advance less than twenty-five dollars ($25.00)

will be nadc.

(b) Each employee receiving a travel advance for the frst tirrc Eust sign a palroll

deductioa authorizalion form which will allow thc Cormty ro recover the advance frorn

any salrry owed the anploycc in thc €vent of Ermination of employm€nf or failur€ !o

submit a finalizcd travel claim. This deduction fiom payroll should be rscd as a last

resod only in the evtnt all othsr effofis to collcct the advarce bave failed.

(c) Upon return thc employee should submit an expcrsc claim form detailing his/her

actual exp€nditues This claim should show the total expenscs ircurred If an dvance

should exceed acnral oeerses, the employec shdl rcturn rhc excrss to the Fioance

Deparfnent for deposit as a cr€dit again* the original advancc.

Special arrangements should be mde in advance wiG tbe Finamc Director for employees on

€xtcnded trEvel whctherin slate or oul-of-slate. This provision is ioterded to co.rer €rDployees

attending sclrcols or institutcs and employces performing arditing, investigative or like duties

requiring absence from their official gations for mor€ than ooc weck.

These rules and regulations supersede and rescind all prcvious tavel regulations approved by thc

Anderson County Board of County C.ommissioners.

135 Ardcrron Couat5r Scbools & A-ndcnon Cou[ty Borrd of Educrtion: Travsl peLisy 4d
Procodures for Andcrsoo County Schools and llre Board of Educarion can bc fouod on the

Finance Departnenr page tbe County wcbsite.
Andaaton Cqrnly @uarrtntait

frn.rtt Drp.r&Ent . Pdkl;:lll* ""*'
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