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ADDENDUM NO.  1 DATE: March 31, 2010 

 
Automated Teller Machine (ATM) 

Eastern Connecticut State University 
Willimantic, CT 

PROJECT NO.  PR-200577 
 
 

Bid Opening   Time: 2:00 PM Date: April 13, 2010 
ADDENDUM NUMBER  1 DATE OF ADDENDUM:  March 31, 2010 
 
Answers to Questions: 
 

1. What is the expected date of the RFP award announcement? 
 Eastern anticipates an award the week of May 15th.  The anticipated start date of the 
contract is June 1, 2010.  Any commission or lease payments proposed by the selected ATM 
vendor would begin the month the installation and initial operation of the equipment takes 
place. 
 

2. What would be the latest date for the new ATM vendor to have ATM in place and 
operational? (Upon award notification, it typically takes 90 day lead time for ordering new 
ATM equipment)   
We would expect the ATM(s) to be operational as soon as possible, but by August 14th the 
latest, so startup to coincide with the beginning of our academic year.  Student leaders 
begin arriving on campus in this week for training. 
 

3. In regards to the potential additional ATM proposed location in the Student Center – where 
within the premises would the ATM placement be recommended?  (or would that be a 
mutual agreement upon both the University and new ATM vendor)?   
During the walk through we identified an area where the ATM would be located.  If this 
space is not suitable we would be willing to look at another mutually agreeable location in 
the Student Center. 
 

4. In regards to Section 2.21, please further define the University’s “consideration of other 
proposals of the proposal submission”?  Must a financial compensation offer be a 
combination of both a monthly flat fee in addition to a monthly commission based on ATM 
usage or can an offer include either option only?   
This provision is left up to the bidders.  Either, both or neither could be proposed.  The 
option chosen would be judged against the pre‐established, weighted Evaluation Criteria in 
Section 3.10 of the RFP, namely “Financial return to the University”. 
 

5. If the awarded ATM provider is a financial institution, would such provider be granted the 
right to come on‐campus to open checking accounts associated with ATM debit cards to 
students and staff during school session periods?   
Banks are invited to come to campus once/year.  This happens during the Saturday of move 
in weekend and happens at 3:00 p.m.  It is open to all Banks in the area, not exclusively to 
the Bank chosen for this contract.  If an additional event is required the Bank or Lending 
Institution may purchase a table at the Student Center for $25.  This is done through the 
Student Center Office.  However, at events throughout the year and in our conversations 
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with students and parents the question is asked about whether we have an ATM on the 
campus.  The awarded ATM provider would then be named. 

6. Will the awarded ATM vendor have exclusive ATM servicing rights? Or is there the potential 
for different ATM vendors to be award individual proposed ATM locations?  
There will on be one vendor chosen. 

 
 
 
 
 

 
 Heather O’Neil 

Acquisitions Specialist 
Purchasing Department 
Eastern Connecticut State University 
 

END OF ADDENDUM NO. 1 



THIS FORM AND REQUIRED PROPOSAL SCHEDULE FORMS MUST BE COMPLETED 

AND RETURNED WITH BID PROPOSAL 

 

 

   

Bid number Mandatory Pre-Bid Bid Opening Date Bid Opening Time Date Issued 
PR-200577 Date: March 23, 2010 

Time: 9AM 

Place: Purchasing Conf Rm.-Gelsi 

Young Bldg 

April 13, 2010 2:00 PM 3/11/10 

      

Agency Contact: 
Cindy Hodis 

Acquisitions Manager 

860-465-5148 

Email:  hodisc@easternct.edu 

 

AFFIRMATION OF BIDDER:  The undersigned bidder affirms and declares: 

1.  That this proposal is executed and signed by said bidder with full knowledge and acceptance of the provisions of Form ECSU-02 

  (Standard Bid and Contract Terms and Conditions) of current issue and in effect on the date of bid issue. 

2.  Your written signature below indicates agreement of terms and conditions on page 2 and 3 of this document. 

 

BIDDER INFORMATION 

Complete Company Name (Trade Name, DBA) 

      

Social Security or Federal Employer ID Number 

      

Company Address: 

      

Street 

      

City 

      

State 

      

Zip Code 

      

Contact Name (typed or printed) 

      

Email address 

      

Telephone Number 

      

Fax Number 

      

Signature of Person Authorized to Sign Bids on Behalf of the above named company 

 

Date Executed 

      

Is your business currently a Department of Administrative Services Certified Small Business Enterprise: 

  Yes (Attach Certificate to Bid)            No 

Is your business a:                                     Sole Proprietorship      Partnership 

      Corporation  (Type & State of Incorporation)       

LLC – sole owner      LLC – Partnership       LLC - Corporation 

If you are a State Employee, indicate your position/ agency/ and address: 

 

      

Remittance Address (If different from above): 

      

Total Bid Price:  $         

RETURN BID TO ECSU IN A SEALED ENVELOPE CLEARLY MARKED IN THE LOWER LEFT 

CORNER WITH THE BID NUMBER,  DUE DATE AND TIME.  

 (NOTE:  FACSIMILE BIDS ARE NOT ACCEPTABLE) 

ECSU PURCHASING DEPARTMENT 

EASTERN ROAD 

GELSI & YOUNG HALL, ROOM 344 

WILLIMANTIC, CT 06226 

 

 

 

State of Connecticut 

Eastern Connecticut State University 
83 Windham Street 

Willimantic, CT 06226 

mailto:hodisc@easternct.edu
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EXECUTIVE ORDERS: This contract is subject to the provisions of Executive Order No Three of Governor 

Thomas J. Meskill, promulgated June 16, 1971, and, as such, this contract may be cancelled, terminated or 

suspended by the State Labor Commissioner for violation of noncompliance with said Executive Order No. Three, 

or any State or federal law concerning nondiscrimination, withstanding that the Labor Commissioner is not a party 

to this contract. The parties of this contract, as part of the consideration hereof, agree that said Executive Order No. 

Three is incorporated herein by reference and made a part hereof. The parties agree to abide by said Executive Order 

and agree that the State Labor Commissioner shall have continuing jurisdiction in respect to contract performance in 

regard to nondiscrimination, until the contract is completed or terminated prior to completion. The contractor, agrees 

as part of consideration hereof, that this contract is subject to the Guidelines and Rules issued by the State Labor 

Commissioner to Implement Executive Order No. Three, and that he will not discriminate in his employment 

practices or policies, will file all reports as required, and will fully cooperate with the State of Connecticut and the 

Labor Commissioner. This contract is also subject to the provisions of Executive Order No. Seventeen of Governor 

Thomas J. Meskill promulgated February 15,1973, and, as such, this contract may be cancelled, terminated or 

suspended by the contracting agency or the State Labor Commissioner for violation of or noncompliance with said 

Executive Order No. Seventeen, notwithstanding that the Labor Commissioner may not be a party to this contract. 

The parties of this contract, as a part of the consideration hereof, agree that Executive Order No. Seventeen is 

incorporated herein by reference and made a part hereof. The parties agree to abide by said Executive Order and 

agree that the contracting agency and the State Labor Commissioner shall have joint and several continuing 

jurisdiction in respect to contract performance in regard to listing all employment openings with the Connecticut 

State Employment Service. 

 

NON-DISCRIMINATION           

       

References in this section to "contract" shall mean this Contract and references to "contractor" shall mean the 

Contractor.   

(a) The following subsections are set forth here as required by section 4a-60 of the Connecticut General Statutes: 

(1) The contractor agrees and warrants that in the performance of the contract such contractor will not discriminate 

or permit discrimination against any person or group of persons on the grounds of race, color, religious creed, age, 

marital status, national origin, ancestry, sex, mental retardation, mental disability or physical disability, including, 

but not limited to, blindness, unless it is shown by such contractor that such disability prevents performance of the 

work involved, in any manner prohibited by the laws of the United States or of the state of Connecticut. The 

contractor further agrees to take affirmative action to insure that applicants with job-related qualifications are 

employed and that employees are treated when employed without regard to their race, color, religious creed, age, 

marital status, national origin, ancestry, sex, mental retardation, mental disability or physical disability, including, 

but not limited to, blindness, unless it is shown by such contractor that such disability prevents performance of the 

work involved;  (2) the contractor agrees, in all solicitations or advertisements for employees placed by or on behalf 

of the contractor, to state that it is an "affirmative action-equal opportunity employer" in accordance with regulations 

adopted by the commission;  (3) the contractor agrees to provide each labor union or representative of workers with 

which such contractor has a collective bargaining agreement or other contract or understanding and each vendor 

with which such contractor has a contract or understanding, a notice to be provided by the commission advising the 

labor union or workers' representative of the contractor's commitments under this section, and to post copies of the 

notice in conspicuous places available to employees and applicants for employment;  (4) the contractor agrees to 

comply with each provision of this section and sections 46a-68e and 46a-68f and with each regulation or relevant 

order issued by said commission pursuant to sections 46a-56, 46a-68e and 46a-68f;  (5) the contractor agrees to 

provide the Commission on Human Rights and Opportunities with such information requested by the commission, 

and permit access to pertinent books, records and accounts, concerning the employment practices and procedures of 

the contractor as relate to the provisions of this section and section 46a-56.    

(b) If the contract is a public works contract, the contractor agrees and warrants that he will make good faith efforts 

to employ minority business enterprises as subcontractors and suppliers of materials on such public works 

project.  

(c) "Minority business enterprise" means any small contractor or supplier of materials fifty-one per cent or more of 

the capital stock, if any, or assets of which is owned by a person or persons:  (1) Who are active in the daily 

affairs of the enterprise, (2) who have the power to direct the management and policies of the enterprise and (3) 

who are members of a minority, as such term is defined in subsection (a) of section 32-9n;  and "good faith" 

means that degree of diligence which a reasonable person would exercise in the performance of legal duties and 

obligations.  "Good faith efforts" shall include, but not be limited to, those reasonable initial efforts necessary to 
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comply with statutory or regulatory requirements and additional or substituted efforts when it is determined that 

such initial efforts will not be sufficient to comply with such requirements.  

(d) Determination of the contractor's good faith efforts shall include but shall not be limited to the following 

factors:  The contractor's employment and subcontracting policies, patterns and practices;  affirmative 

advertising, recruitment and training;  technical assistance activities and such other reasonable activities or 

efforts as the commission may prescribe that are designed to ensure the participation of minority business 

enterprises in public works projects.  

(e) The contractor shall develop and maintain adequate documentation, in a manner prescribed by the commission, 

of its good faith efforts.  

(f) The contractor shall include the provisions of section A above in every subcontract or purchase order entered 

into in order to fulfill any obligation of a contract with the state and such provisions shall be binding on a 

subcontractor, vendor or manufacturer unless exempted by regulations or orders of the commission.  The 

contractor shall take such action with respect to any such subcontract or purchase order as the commission may 

direct as a means of enforcing such provisions including sanctions for noncompliance in accordance with 

section 46a-56;  provided, if such contractor becomes involved in, or is threatened with, litigation with a 

subcontractor or vendor as a result of such direction by the commission, the contractor may request the state of 

Connecticut to enter into any such litigation or negotiation prior thereto to protect the interests of the state and 

the state may so enter.  

 

(g) The following subsections are set forth here as required by section 4a-60a of the Connecticut General Statutes: 

(1) The contractor agrees and warrants that in the performance of the contract such contractor will not discriminate 

or permit discrimination against any person or group of persons on the grounds of sexual orientation, in any manner 

prohibited by the laws of the United States or of the state of Connecticut, and that employees are treated when 

employed without regard to their sexual orientation;  (2) the contractor agrees to provide each labor union or 

representative of workers with which such contractor has a collective bargaining agreement or other contract or 

understanding and each vendor with which such contractor has a contract or understanding, a notice to be provided 

by the Commission on Human Rights and Opportunities advising the labor union or workers' representative of the 

contractor's commitments under this section, and to post copies of the notice in conspicuous places available to 

employees and applicants for employment;  (3) the contractor agrees to comply with each provision of this section 

and with each regulation or relevant order issued by said commission pursuant to section 46a-56; and (4) the 

contractor agrees to provide the Commission on Human Rights and Opportunities with such information requested 

by the commission, and permit access to pertinent books, records and accounts, concerning the employment 

practices and procedures of the contractor which relate to the provisions of this section and section 46a-56.  

(h) The contractor shall include the provisions of section (g) above in every subcontract or purchase order entered 

into in order to fulfill any obligation of a contract with the state and such provisions shall be binding on a 

subcontractor, vendor or manufacturer unless exempted by regulations or orders of the commission.  The 

contractor shall take such action with respect to any such subcontract or purchase order as the commission may 

direct as a means of enforcing such provisions including sanctions for noncompliance in accordance with 

section 46a-56;  provided, if such contractor becomes involved in, or is threatened with, litigation with a 

subcontractor or vendor as a result of such direction by the commission, the contractor may request the state of 

Connecticut to enter into any such litigation or negotiation prior thereto to protect the interests of the state and 

the state may so enter. 

For the purposes of this entire Non-Discrimination section, "contract" includes any extension or modification of the 

contract, "contractor" includes any successors or assigns of the contractor, "marital status" means being single, 

married as recognized by the state of Connecticut, widowed, separated or divorced, and "mental disability" means 

one or more mental disorders, as defined in the most recent edition of the American Psychiatric Association's 

"Diagnostic and Statistical Manual of Mental Disorders", or a record of or regarding a person as having one or more 

such disorders. For the purposes of this section, "contract" does not include a contract where each contractor is (1) a 

political subdivision of the state, including, but not limited to, a municipality, (2) a quasi-public agency, as defined 

in Conn. Gen. Stat. Section 1-120, (3) any other state, including but not limited to any federally recognized Indian 

tribal governments, as defined in Conn. Gen. Stat. Section 1-267, (4) the federal government, (5) a foreign 

government, or (6) an agency of a subdivision, agency, state or government described in the immediately preceding 

enumerated items (1), (2), (3), (4) or (5). 

 

Insurance 

The contractor agrees that while performing services specified in this agreement that he shall carry sufficient 

insurance (liability and/or other)as applicable according to the nature of the service to be performed so as to “save 
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harmless” the State of Connecticut from any insurable cause whatsoever. If  requested, certificates of such insurance 

shall be filed with the contracting State Agency prior to the performance of services. 

 

STATE LIABILITY 

The State of Connecticut shall assume no liability for payment for services under the terms of this agreement until 

the contractor is notified that this agreement has been accepted by the using agency and, if applicable, approved by 

the Office of Policy and Management (OPM), the Department of Administrative Services and by the Attorney 

General of the State of Connecticut. 



Request for Proposal 

 

   

AUTOMATED TELLER MACHINE(S) 

ATM(S) 

 

 
Eastern Connecticut State University 

83 Windham Street 

Willimantic, CT 06226 

 

 

 

Project # PR-200577 



 
1.0 DESCRIPTION OF PROJECT 

 

1.1 Eastern Connecticut State University (hereinafter known as the 

University) is requesting proposals for the installation and operation of 

one or more Automated Teller Machines (ATM’s) on its campus.  A store-

front ATM is required on the exterior of Webb Hall.  An ATM currently 

exists in this location and this ATM site would be made available to the 

successful bidder (hereinafter known as the Contractor) of this Request for 

Proposal. This space is accessible 24/7. One additional stand-alone ATM 

may be considered for the interior of the Student Center if the Contractor 

deems it an appropriate and viable location. 

 

1.2 Term of Contract 

The anticipated contract term will be for a five (5) year period, with the 

University retaining the option of renewing for (2) additional (2) year 

extension period upon mutual agreement with the Contractor.   

 

This contract shall be automatically extended into each year of the 

contract term unless either party is notified to the contrary, in writing, a 

minimum of one hundred twenty days (120) prior to expiration of the 

initial year and/or each succeeding annual contract periods.   

 

 

1.3 Background 

Eastern Connecticut State University is Connecticut’s public liberal arts 

university.  The campus is located in Willimantic, Connecticut on 182 

acres. Of its approximately 5600 full and part time students, 2640 of them 

live on campus in 12 residence halls.  

 

During the academic year (end of August through Mid-May) the total 

campus population exceeds 6500 people on any average weekday.  From 

mid-May to mid-August the University holds summer conferences.  While 

the overall campus population declines during the period, the traffic on 

campus continues as the University holds summer classes, conferences 

and summer camps.  

 

 

For more information about the University please visit our website at 

www.easternct.edu.    

  

 

 

 

 

http://www.easternct.edu/


2. SCOPE OF PROJECT  

 

The University is seeking a Contractor to provide one or more ATM units for use 

by the University Community.  The ATM unit(s) are to be installed in the 

locations stipulated in Section 1.1.  The ATM(s) are located to best serve the 

Eastern community.   

 

Proposals shall be considered from all Contractors who are capable of meeting the 

following requirements: 

 

2.1 The arrangement regarding the ATM(s) is to be as follows: 

2.1.1 The ATM unit(s) shall be at no cost to the University. 

2.1.2 On-site service, support and repair of the ATM(s) are to be at no 

cost to the University. 

2.1.3 The successful Contractor is responsible for the cost to install and 

maintain all necessary telephone lines, fixtures and equipment. 

2.1.4 The successful Contractor is responsible for arranging the regular 

delivery of cash in a secure manner. 

2.1.5 The successful Contractor is responsible for providing a monthly 

report with daily transactions and settlement amounts with 

appropriate commission payments. 

 

2.2 Contractor shall provide an aesthetically pleasing design for the ATM 

location as described in Section 1.1. of this RFP. 

 

2.3 Contractor can provide the number and type of ATM(s) specified at the 

required locations. 

 

2.4 ATM(s) shall be capable of performing the specific functions listed below.  

Minimum requirements for both bank and non-bank customers shall 

include, but not be limited to: 

2.4.1 Cash withdrawal from checking. 

2.4.2 Cash withdrawal from savings. 

2.4.3 Balance Inquiries. 

 

Optional features shall be functions such as the following.  Please indicate 

in the response if these are available. 

2.4.4 Deposits to savings. 

2.4.5 Deposits to checking. 

2.4.6 Transfers between checking and savings. 

 

2.5 User fees for the above services should be competitively priced with those 

in the marketplace or, if possible, free.  The University desires to provide 

ATM users with access to as large a number of systems as possible.  

Contractors should clearly state their affiliations with such networks as 

part of their proposals (CIRRUS, QUANTUM, PLUS, NYCE, UNUM, 



etc.) and what economies or fee reductions might be facilitated with the 

one(s) specified. 

 

2.6 All equipment and signage must comply with the Americans with 

Disabilities Act. 

 

2.7 The Contract Administrator and the Contractor shall mutually agree to 

installation of the required equipment.  The equipment shall be placed, 

installed, and maintained at the sole expense and risk of the Contractor.  

All installation and alterations to existing space shall have prior written 

approval of the Contract Administrator and shall be at the expense of the 

Contractor. 

 

2.8 Upon termination or expiration of this contract, the Contractor shall vacate 

the premises and deliver the premises to the University in the same 

condition that existed at the time the Contractor entered the premises, 

reasonable use and wear excepted.  The Contractor shall have the right, 

upon termination of this contract, to remove such furnishings, equipment 

and machinery placed in, or upon, or affixed to the premises by the 

Contractor within thirty (30) days of termination.  If another Contractor is 

selected to provide continued services for a new contract period, both 

contractors will work jointly to provide minimum interruption of services.  

The University, at its option, shall retain intact the leasehold 

improvements, except the ATM equipment, or shall require the Contractor 

to remove such leasehold improvements with thirty (30) days of 

notification, with repair to the facility at the expense of the Contractor. 

 

2.9 The Contractor shall occupy and use the University premises for purposes 

of the ATM operation only.  The ATM shall be available to all eligible 

users.  The University must approve and will assist, when possible, the 

Contractor’s efforts in providing promotional materials. 

 

2.10 When necessary, utilities will be brought to the equipment by the 

University. The Contractor shall be responsible for paying the costs of 

connections from the equipment to the provided utility source. The 

Contract Administrator must approve the routing, design, and installation 

of all ATM and related equipment. 

 

2.11 Ownership of ATM equipment shall remain with the Contractor.  The 

Contractor shall be responsible for any expenses required for the repair of 

the ATM equipment. 

 

2.12 The Contractor shall display operating instructions, to include where to 

report malfunctions, phone numbers and other required information in an 

appropriate manner with prior agreement with the University. 

 



2.13 The Contractor shall be responsible for all keys (or door access fobs) 

obtained from the University.  The Contractor shall immediately report 

facts relating to losses incurred from vandalism, break-ins, etc. to the 

Contract Administrator and the University Police. 

 

2.14 The Contractor shall institute, during the term of this contract, a program 

of preventive maintenance and regular replacement of worn, damaged, or 

malfunctioning equipment.  The Contractor shall provide maintenance and 

repair service on a daily basis from 7 a.m. to 7 p.m.  Emergency service at 

other times should occur within six hours of notification to minimize 

equipment down time.  

 

2.15 The Contractor shall clean and service the ATM and related equipment 

and shall maintain an adequate level of supplies required for operation of 

the services. 

 

2.16 The Contractor shall guarantee that each of its representatives who will be 

performing any type of service on the University campus in connection 

with the operation of the ATM will obtain and wear at all times while on 

campus, a University-provided ID which shall be obtained at the Card 

Services Office in Wood Support Services Room 228.  A complete listing 

of those personnel, updated continuously, shall be provided to the Contract 

Administrator. 

 

2.17 The University shall not be deemed to have any responsibility to 

customers for transactional errors resulting from malfunctions. 

 

2.18 The University shall not be held liable for any type of interruption of 

service due to acts of nature, war, work stoppages, lockout or other 

activities beyond its control. 

 

2.19 The Contractor shall not represent itself as an agent of the University.  

Neither shall the Contractor subcontract its obligations under this 

agreement without receiving prior written approval from the Contract 

Administrator. 

 

2.20 All records pertaining to the operations of the ATM(s) in this agreement 

shall be open for inspection and/or audit by the University at any 

reasonable time. 

 

2.21 For the privilege of providing ATM services, the Contractor shall pay the 

University an agreed to monthly fee.  Additionally, the Contractor shall 

pay the University a commission based on the number of transactions per 

machine.  The University will consider other proposals as part of the 

proposal submission.  A transaction is defined as a single credit or debit of 

funds to a cardholder’s account.  The Contractor shall provide the 



University with a monthly statement showing the number of transactions 

and commissions due per ATM machine(s), the dollar amount of the 

commission check, and a copy of the monthly ATM counts report.  In no 

event shall the Contractor be required to verify transaction counts by any 

method that might result in the disclosure of information which is 

confidential, proprietary, or is in conflict with any applicable law or 

banking regulation.  Payment for the monthly fee and the transactions 

portion of this agreement shall be made on or before the 15
th

 of the month 

following the last day of the month in which it was earned.  All payments 

shall be addressed to an address which shall be reflected in the contract. 

 

 

3. PROPOSAL PROCESS 

 

3.1 Pre-Bid Meeting: Bidders are required to attend a mandatory pre-bid 

meeting on Tuesday, March 23, 2010 at 9:00 a.m. in Gelsi Young 

Conference Room (Room 322). Only bidders attending the pre-bid 

meeting will be allowed to submit a proposal. A sign-in sheet will be 

provided on the day of the mandatory pre-bid meeting and site inspection. 

Please be sure that the company’s name has been placed on this sheet. 

Contractors are required to attend on the date and time specified. Late 

arrivals (15 minutes or more) will not be given credit for attendance or 

allowed to sign in.  

  

 3.2 Questions:  Questions regarding this RFP must be submitted in writing; 

and copies of the questions as well as the University responses will be 

posted on the DAS portal.  All questions must be submitted in writing no 

later than close of business on Friday March 26 by 4:00 p.m. by e-mail to 

hodisc@easternct.edu. 

  

 3.3  Format of Proposals:  Proposals shall be signed by an individual 

authorized to commit the company or corporate entity and to conduct 

discussions, if required, prior to issuance of a contract resulting from this 

Request for Proposal.  The University reserves the right to reject any and 

all proposals or to make an award deemed in the best interest of the 

University to the selected Contractor without further discussion or 

negotiations.  It is solely the Contractor’s responsibility to submit its 

proposal in the format required.  Failure to do so may result in the 

proposal being declared non-responsive. 

 

Specific elements of a properly prepared proposal shall include: 

 3.3.1 The name and address of the company and a brief summary of 

your company’s history. 

  

 3.3.2 Describe your company’s experience in providing ATM services.  

Include three references from current clients, preferably of similar 

mailto:hodisc@easternct.edu


usage as Eastern Connecticut State University.  Provide company 

name, contact name and phone number. 

 

 3.3.3   Describe the ATM equipment to be used in providing services 

including manufacturer’s name and model number (attach 

brochures, pictures, etc., which fully describe the equipment).  

Describe compliance with ADA requirements.  Indicate where 

such equipment is currently in use in Eastern Connecticut. 

 

 3.3.4   Describe all applicable user fees, if any.  Enumerate fees for bank 

customers and non-customers if the user fees are not the same for 

both groups.  Identify currency denomination capabilities.  The 

proposal should also list and describe any other functions available 

with the equipment and all applicable user fees, if any. 

 

 3.3.5    Provide a list of locations where equipment described in 3.3.3 has 

been operational for at least one hundred and twenty (120) days. 

 

 3.3.6   Describe your network affiliation(s). 

 

 3.3.7   Describe your internal accounting program for the following: 

                        3.3.7.1    Method of recording, checking and reporting    

transactions. 

 3.3.7.2    Internal audit system for ATM services. 

 3.3.7.3    Regular accounting and inventory control forms used 

with detailed explanations of each and their significance. 

  

3.3.8 Describe your program of preventive maintenance and the regular 

replacement of worn and/or malfunctioning equipment. 

 

3.3.9 Identify for the University a breakout of the base fees and 

transactional commissions proposed. 

 

3.3.10 As an addition to the University designated location(s), indicate 

your choice for any additional ATM site(s) listing the reasons for 

same if, in your opinion, an additional site(s) would better serve 

the students, faculty, staff and guests of the University. 

 

3.3.11 Describe any special services available to students, faculty and 

staff.  (Examples are debt education programs, budget management 

seminars, coupons on the reverse of the receipt, etc.) 

 

3.3.12 Include your Financial Proposal. 

 

3.3.13 Provide an unequivocal statement of vendor’s agreement to all 

terms and conditions with clear explanations of any exceptions. 



 

3.3.14 Describe lead time after contract award to install the ATM(s) on 

the campus. 

 

3.4 Public Safety Requirements 

Contractor as part of its proposal shall provide a complete description of 

the physical security devices that will be used to protect the ATM(s) on 

the campus. 

 

Contractor shall specify the perimeter security measures for all of the 

ATM’s with particular attention to those outside.  Any kiosk/housing 

protection should be specified, along with types of lighting, CCTV 

system, video surveillance, and alarms to transmit emergency situations to 

the Eastern Police Department. 

 

Contract shall specify protective measures to prevent the use of electronic 

devices from capturing the PIN numbers of users or in general breach the 

security of the ATM. 

 

Contractor shall specify target hardening to prevent robbery. 

 

3.5 Submission of Proposals:    

An original signed proposal and 3 copies must be submitted in response to 

this RFP.  The original and the copies must read exactly the same.  

 

Proposals must be delivered to the Purchasing Office, Gelsi-Young Hall, 

Room 344, Eastern Connecticut State University, Eastern Road, 

Willimantic, CT  06226.  Proposals are due Tuesday, April 13, 2010 at 

2:00 p.m. Proposals must be dated and time stamped by the soliciting 

Purchasing Office on or before the date and time that the proposal is due.  

Proposals dated and time stamped in another office will be rejected.  

Receipt of a proposal by the Eastern Connecticut State University mail 

system does not constitute receipt of a proposal by the Purchasing Office. 

 

3.6 Proposal Validity:  Proposals must be signed by an authorized official to 

bind the Contractor to its provisions.  Proposals must remain in effect for a 

minimum period of 90 calendar days from the bid closing date 

 

3.7 Proposal Opening:  Proposals shall be opened by the University 

Purchasing Office at a specified time with the purpose of avoiding 

disclosure of contents to competing respondents.  A register of proposals 

containing the name of all respondents shall be prepared and retained by 

the Purchasing Office. 

 

3.8  Disclosure Restrictions:  All proposals submitted in response to this RFP 

may become “public information” and, as such, must be made available (if 



requested) for public inspection to the extent required by applicable 

statutes of the State of Connecticut.  Proposers shall identify specific 

proprietary information contained in their proposal that is not to be used 

by the University for any other purpose than the evaluation of the 

proposal.  If necessary, the University will execute an appropriate non-

disclosure agreement. 

 

3.9 Oral Presentation:  As part of the evaluation process, the University 

reserves the right to request the responding bidders(s) to make a formal, 

oral presentation.  The Purchasing Department shall schedule any 

presentation required.  Each respondent should be prepared to discuss and 

substantiate all areas of its proposal.  In conducting discussions, there shall 

be no disclosure of any information derived from proposals submitted by 

competing respondents.  The respondent shall be responsible for all costs 

associated with the presentation. 

 

3.10 Evaluation Criteria:  Proposals meeting the requirements of this RFP 

will be evaluated principally in the following areas: 

 Financial return to the University. 

 Financial benefits (fees waived, etc.) to students, faculty, staff and/or 

visitors. 

 Scope of Services. 

 Contractor’s experience/financial strength. 

 

These are listed above in no particular order or importance.  The 

weighting of each area will be determined and notarized prior to the RFP 

posting on the DAS website.  The weighting of the criteria will be known 

only by the review committee. 

 

3.11 Award of Contract: 

 

3.11.1 The University reserves the right to enter into discussions with any 

one or all respondents after the University has initially reviewed 

the proposals. 

3.11.2 The University reserves the right to reject any or all proposals and 

to waive minor irregularities not considered by the University to be 

material to the evaluation process.  The University reserves the 

right to award or not to award a contract against any and all goods 

and services noted in this solicitation. 

 

4. SPECIAL TERMS AND CONDITIONS 

 

4.1 Contract Administrator:   
Office of the Vice President of Finance & Administration 

Eastern Connecticut State University 

Gelsi Young Room 230 



83 Windham Street 

Willimantic, CT  06226 

 

4.2 Assignment:  The Contractor shall not assign the contract in whole or in 

part without the express written consent of the University nor shall the 

contractor have the right to authorize or permit the use of University 

facilities by third parties without the express written consent of the 

University. 

 

4.3 Termination: 

4.3.1 The contract, or any portion of the contract, may be canceled for 

just cause by the University, by giving thirty (30) days written 

notice to the Contractor.  Just cause is defined as unsatisfactory 

performance or as any failure on the part of the Contractor to 

comply with any of the provisions or terms and conditions of the 

contract, as described below. 

 

4.3.2 In the event the Contractor fails to carry out or comply with any of 

the terms and conditions of the established contract, the Contract 

Administrator and/or the Director of Purchasing reserve the right 

to demand remedy of any failure or default within ten (10) days of 

notification of the fault or breach of contract.  In the event the 

Contractor fails to remedy the failure or default within the 

specified period, the Director of Purchasing shall have the right to 

terminate all or any part of the established contract in accordance 

with the Terms and Conditions of the contract document. 

 

4.3.3 In addition, the contract may be terminated upon ninety (90) days 

notice by mutual consent of both parties. 

 

4.3.4 Under the circumstances of any form of termination, the contractor 

shall agree to continue to supply services under the terms of the 

contract for an additional ninety (90) days, or until the University 

is able to identify and engage similar services from an alternate 

provider, whichever comes first.  The University agrees to exercise 

due diligence in identifying and engaging an alternative provider in 

a timely manner. 

 

4.4 Title/Risk of Loss:  The ATM facility(ies) shall remain the property of 

the Contractor.  The risk of loss due to theft, vandalism, casualty, or any 

other cause or reason shall be borne by the Contractor and shall not be an 

obligation and/or risk to the University. 

 

4.5 Increase in User Fees:  Any proposed increase to user fees during the 

initial contract period or any extension shall be subject to the approval of 

the Contract Administrator, which shall not be unreasonably withheld. 



 

4.6 Service of Notice:  Any notice to the University should be addressed to: 

Office of the Vice President of Finance & Administration 

Eastern Connecticut State University 

Gelsi Young Room 230 

83 Windham Street 

Willimantic, CT  06226 

 

 



Calendar of Bid Process for Eastern Connecticut State University 

2010 ATM Service Contract 

 
Request for Proposal Issued    Thursday, March 11, 2010 

 

DAS Website:  Minimum bid specifications and Request for Proposal, Calendar of Bid 

Process for Eastern Connecticut State University 2010 ATM Service Contract. 

 

 

Pre-Bid Conference and Campus Tour  Tuesday, March 23, 2010 

         9:00 a.m. 

This is a mandatory conference.  Only those potential Proposers who attend will be able 

to submit a proposal.  The Conference will allow the opportunity for bidders to tour the 

buildings requiring ATM(s), ask questions of presenter, and receive more details on the 

proposal process.  The Conference will be held in Gelsi Young Conference Room 322.   

 

 

Written Questions Due    Friday, March 26, 2010 

All questions must be in written form and submitted to hodisc@easternct.edu by end of 

business day.  Questions will be answered and posted to DAS by end of business day 

(4:00 pm) Friday, March 31, 2010. 

 

Request for Proposal Response Due  Tuesday, April 13, 2010* 

        2:00 p.m. 

 

All responses must address the RFP minimum specifications.  Please read and respond to 

entire Proposal by number to indicate agreement to the indicated items and expound on 

those items that require explanation. Proposal must be stamped by the Purchasing Office 

by the above mentioned date and time.  All proposals must be sent to:  Cindy Hodis, 

Purchasing Office, Gelsi-Young Hall, Room 344, Eastern Connecticut State University, 

Eastern Road, Willimantic, CT, 06226.  Bids must be in a sealed envelope plainly marked 

“Bid-Reference Number PR-210939. 

 

 

Bidder Verbal Presentation by request of University and by appointment only 

 

 

 *due date for receipt of proposal (not postmark) 

 
 

 

 

 

 

    

 

mailto:hodisc@easternct.edu
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STANDARD TERMS AND CONDITIONS 
 
 

I. DEFINITIONS 
The following words, when used herein, shall have the 
following meanings: 
1. “Contract” shall mean any agreement negotiated by and 

between CSU and the contractor selected by CSU as the 
result of a request for proposal, request for quotation, or 
request for bid, including, but not limited to, a personal 
service agreement or purchase order.     

2. “CSU” shall refer to the Connecticut State University 
System, which is comprised of Central Connecticut State 
University, Eastern Connecticut State University, 
Southern Connecticut State University, Western 
Connecticut State University and the System Office, 
collectively and individually, as the context requires. 

3. “Person” shall mean an individual, partnership, 
corporation or other business entity, as the context 
requires.  

4. “Proposal” shall mean a response to a request for proposal, 
request for bid, or request for quotation.  

5. “Proposer” shall mean a contractor that submits a response 
to a request for proposal, request for bid, or request for 
quotation. 

6. “RFP” shall mean a request or invitation for proposal, bid, 
or quotation, as applicable. 

 
II. TERMS AND CONDITIONS RELATED TO 

REQUESTS FOR PROPOSALS  
A. General Conditions 

1. CSU reserves the right to amend or cancel an RFP prior to 
the date and time for the opening of proposals.  CSU, in its 
sole discretion, reserves the right to accept or reject any 
and all proposals, in whole or in part, and to waive any 
technicality in any proposal submitted, and to accept any 
part of a proposal deemed to be in the best interest of 
CSU. 

2. Proposals received from proposers debarred by the State 
of Connecticut will not be considered for award. 

3. CSU does not commit to specific volumes of activity, nor 
does it guarantee the accuracy of statistical information 
provided in the RFP.  Such information is supplied to 
proposers for reference only.   

4. All responses to the RFP shall be and remain the sole 
property of CSU. 

5. Each proposer shall bear all costs associated with 
proposer’s response to an RFP, including, but not limited 
to, the costs of any presentation and/or demonstration 
required by CSU.  In addition, answers or clarifications 
sought by CSU arising out of or in connection with the 
proposal shall be furnished by the proposer at the 
proposer’s expense. 

6. CSU reserves the right to negotiate, as it may deem 
necessary, with any or all of the proposers that submit 
proposals.  

7. Any alleged oral agreement or arrangement made by any 
proposer with CSU or any employee thereof shall not be 
binding. 

 
B. Submission of Proposals  

1. Proposals must be submitted on forms supplied by CSU.  
Telephone, facsimile, or email proposals will not be 
accepted in response to an RFP.   

2. The time and date proposals are to be received and opened 
are stated in each RFP issued by CSU.  Proposals received 
in the applicable CSU purchasing department after the 
date and time specified in the RFP will be returned to the 
proposer unopened.  Proposal amendments received by 
CSU after the time specified for opening of proposals shall 
not be considered.   

3. All proposals must be addressed to the location designated 
in the RFP.  Proposal envelopes must clearly state the 
proposal number as well as the date and time of the 
opening of the proposals, as stated in the RFP.  The name 
and address of the proposer must appear in the upper left 
hand corner of the envelope.   

4. Proposals must be computer prepared, typewritten or 
handwritten in ink. Proposals submitted in pencil will be 
rejected.  

5. Proposers must answer all the questions set forth in the 
RFP using the outline and numbering scheme set forth 
therein.  Proposers must furnish all information requested 
in the RFP and supply all materials required for 
consideration.  Failure of the proposer to answer all 
questions and supply all information and materials 
requested may be grounds for rejection of the proposal.     

6. All proposals must be signed by a person duly authorized 
to sign proposals on behalf of the proposer.  All signatures 
on the proposal must be original.  Proposals bearing stamp 
signatures will be rejected.  Unsigned proposals will be 
rejected.   

7. Alterations or corrections to the proposal must be initialed 
by the person signing the proposal or his or her authorized 
designee.  All initials on alterations or corrections to the 
proposal must be original.  In the event that an authorized 
designee initials an alteration or correction, the proposer 
must submit a written authorization from the proposal’s 
signatory to the authorized designee, authorizing the 
designee to make the alteration or correction.  Failure to 
submit such an authorization shall result in rejection of 
proposal as to those items altered or corrected and not 
initialed.   

 Connecticut State University System  
 

 
 

 
Central Connecticut State University 
Eastern Connecticut State University 

Southern Connecticut State University 
Western Connecticut State University 

System Office 
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8. Conditional proposals are subject to rejection in whole or 
in part, in the sole discretion of CSU.  A conditional 
proposal is defined as one that limits, modifies, expands or 
supplements any of the terms and conditions and/or 
specifications of the RFP. 

9. Alternate proposals will not be considered by CSU, unless 
otherwise noted on the RFP or on the proposal form.  An 
alternate proposal is defined as one that is submitted in 
addition to the proposer’s primary response to the RFP.   

10.CSU does not sponsor any one manufacturer’s products, 
but lists equipment by name and model number to 
designate the quality and performance level desired.  
Proposers may propose substitutes similar in nature to the 
equipment specified.  The substitute must, in the sole 
determination of CSU, be equal in quality, durability, 
appearance, strength and design to the equipment or 
product specified in the RFP, or offer a clear advantage to 
CSU because of improved or superior performance.  All 
proposals including equipment or product substitutes must 
be accompanied with current descriptive literature on, and 
data substantiating, the equal or superior nature of the 
substitute.  All final decisions concerning substitutes will 
be made by CSU prior to any award.  The word substitute 
shall not be construed to permit substantial departure from 
the detailed requirements of the specifications.  

11.Each proposer’s prices must be firm for a period up to 120 
days from date of the opening of proposals.  Prices must 
be extended in decimal, not fraction, must be net, and 
must include transportation and delivery charges, fully 
prepaid by the contractor, to the destination specified in 
the proposal, and subject only to cash discount.   

 
12. Pursuant to Section 12-412 of the Connecticut General 

Statutes, the State of Connecticut is exempt from the 
payment of excise, transportation and sales taxes 
imposed by the Federal Government and/or the State.  
Accordingly, such taxes must not be included in 
proposal prices.   

13. If there is a discrepancy between a unit price and an 
extended price, the unit price will govern. 

14. By submitting a proposal, the proposer asserts that the 
offer and information contained therein is in all respects 
fair and without collusion or fraud and was not made in 
connection with any competing proposer’s submission 
of a separate response to the RFP.  By submitting a 
proposal, the proposer further asserts that it neither 
participated in the formation of CSU’s solicitation 
development process nor had any knowledge of the 
specific contents of the RFP prior to its issuance, and 
that no employee of CSU participated directly or 
indirectly in the preparation of the proposer’s proposal. 

15. It is the proposer’s responsibility to check the website 
of the State of Connecticut Department of 
Administrative Services (www. 
das.state.ct.us/Purchase/Portal/Portal_Home.asp) for 
changes prior to the proposal opening.  It is the 
responsibility of the proposer to obtain all information 
related to proposal submission including, without 
limitation, any and all addenda or supplements 
required.   

16. Any person contemplating submitting a proposal who is 
in doubt as to the true meaning of, or is in need of 
clarification of, any part of the RFP or the 
specifications set forth therein, must submit a written 
request for clarification to CSU.  The proposer may rely 
only upon a response to a request for clarification set 
forth in writing by CSU.  

17. Proposals for the provision of services must include the 
cost of obtaining all permits, licenses, and notices 

required by the city or town in which the services is to 
be provided, and the State and Federal governments.. 

18. Each proposer must complete and submit with its 
proposal the following non-discrimination and 
affirmative action forms: the Notification to Proposers, 
Contract Compliance, and EEO-1.  It shall not be 
sufficient to declare or state that such forms are on file 
with the State of Connecticut.  Failure to include the 
required forms shall result in rejection of the proposal.   

 
C. Samples 
1. Samples, when required by the RFP, must be submitted 

strictly in accordance with the requirements of the RFP.  
2. Any and all required samples shall be furnished by the 

proposer at no cost to CSU.  All samples, unless 
otherwise indicated, will become the property of CSU 
and will not be returned to the proposer unless the 
proposer states in the proposal that the sample’s return 
is requested.  A sample will be returned on the request 
of the proposer if the sample has not been rendered 
useless or beyond its useful life. The proposer must pay 
the costs associated with the return of any sample.  
Samples may be held by CSU for comparison with 
actual product deliveries.   

3. The making of chemical and physical tests of samples 
submitted with proposals shall be made in the manner 
prescribed by CSU. 

 
D. Bonding Requirements / Guaranty or Surety 
1. If required by this RFP, the proposal must be 

accompanied by a bid bond or a certified check in an 
amount that is ten percent (10%) of the bid amount.  
The bid bond must be executed by an insurance 
company licensed to do business in the State of 
Connecticut.  Certified checks must be made payable to 
CSU or the appropriate CSU University.   

2. The proposal bond must be executed by the proposer as 
follows:   
(a) If the proposer is a corporation - must be signed 
by an official of the corporation above his or her 
official title, and the corporate seal must be affixed over 
the signature;  
(b) If the proposer is a partnership - must be signed 
by a general partner;  
(c) If the proposer is an individual - must be signed 
by the individual and indicate that he or she is “doing 
business as . . .  .”  

3. The surety company executing the bond or 
countersigning must be licensed in Connecticut and the 
bond must be signed by an official of the surety 
company with the corporate seal affixed over his or her 
signature. Signatures of two witnesses for both the 
principal and the surety must appear on the bond.   

 
III. CONTRACT AWARD 
1. All proposals properly submitted will be opened and 

read publicly. Upon award, the proposals are subject to 
public inspection.  CSU will not prepare abstracts of 
proposals received for distribution, nor will information 
concerning the proposals received be conveyed by 
telephone.  

2. Award will be made to the lowest responsible qualified 
proposer who complies with the proposal requirements.  
Price alone need not be the sole determining factor for 
an award.  Other criteria, listed in the RFP, may be 
considered by CSU in the award determination.  

3. CSU reserves the right to grant an award and/or awards 
by item, or part thereof, groups of items, or all items of 
the proposal and to waive minor irregularities and 
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omissions if, in CSU’s judgment, the best interests of 
CSU or the State of Connecticut will be served. 

4. CSU reserves the right to correct inaccurate awards 
resulting from its administrative errors.  

5. The Award Notice and Offer (to enter into a formal 
contract) shall be sent to the awarded proposer by first 
class certified mail, return receipt requested, to the 
address provided in the awarded proposal, or by 
overnight courier.  The Notice and Offer shall 
constitute an offer by CSU to enter into negotiations to 
come to a formal contract agreement.  If the proposer, 
within ten (10) business days of receipt of said Notice 
and Offer, declines to begin contract negotiations, then 
the offer to negotiate a contract may be withdrawn and 
an offer to negotiate a contract extended to the next 
lowest responsible qualified proposer, and so on until a 
contract is negotiated and executed.   

6. Each proposal submitted shall constitute an offer by the 
proposer to furnish any or all of the commodities or 
services described therein at the prices given and in 
accordance with conditions set forth in the proposal, the 
RFP, and these “Standard Terms and Conditions.”   
Acceptance and resulting contract formation shall be in 
a formal written document authorized by CSU’s 
Purchasing Department and where applicable, approved 
by the Attorney General, and shall comprise the entire 
agreement between the proposer and CSU.  

 
IV. TERMS AND CONDITIONS RELATED TO 

CONTRACT WITH SUCCESSFUL PROPOSER 
 By submitting a response to the RFP, the proposer 

agrees that any contract negotiated between it (if the 
successful proposer), as contractor, and CSU may 
contain the following provisions, as deemed applicable 
by CSU: 
 
A. General Conditions 

1. Any product developed and accepted by CSU under a 
contract awarded as a result of an RFP shall be sole 
property of CSU, unless stated otherwise in the 
contract. 

2. Data collected or obtained by the contractor in 
connection with the performance of the contract shall 
not be shared with any third party without the express 
written approval of CSU. 

3. The contractor shall defend, indemnify and hold 
harmless CSU, its officers and employees, against any 
and all suits, actions, legal or administrative 
proceedings, claims, demands, damages, liabilities, 
monetary loss, interest, attorney’s fees, costs and 
expenses of whatsoever kind or nature arising out of the 
performance of the agreement, including those arising 
out of injury to or death of contractor’s employees or 
subcontractors, whether arising before, during or after 
completion of the services thereunder and in any 
manner directly or indirectly caused, occasioned or 
contributed to in whole or in part, by reason of any act, 
omission, fault or negligence of contractor or its 
employees, agents or subcontractors.  Without limiting 
the foregoing, the contractor shall defend, indemnify 
and hold CSU and the State of Connecticut harmless 
from liability of any kind for the use of any copyright 
or un-copyrighted composition, secret process, patented 
or unpatented invention furnished or used in the 
performance of the contract.  This indemnification shall 
be in addition to the warranty obligations of the 
contractor and shall survive the termination or 
cancellation of the contract or any part thereof.    

4. The contactor shall: (i) guarantee its products against 
defective materials and workmanship; (ii) repair 

damage of any kind, for which it is responsible, to 
CSU’s premises or equipment, to its own work or to the 
work of other contractors; (iii) obtain and pay for all 
applicable licenses, permits, and notices; (iv) give all 
notices and comply with all requirements of the 
municipality in which the service is to be provided and 
of the State and federal governments; and (v) carry 
proper and sufficient insurance to protect the State from 
loss. 

5. The contract shall be interpreted and governed by the 
laws of the State of Connecticut, without regard to its 
principles of conflicts of laws. 

6. The contractor agrees that it shall be subject to and 
abide by all applicable federal and state laws and 
regulations.  

7. The contractor agrees that it shall comply with Section 
4a-60 of the Connecticut General Statutes and with 
Executive Orders Nos. 3, 16, 17 and 7C. 

8. The contractor agrees that the sole and exclusive means 
for the presentation of any claim against the State of 
Connecticut, the Connecticut State University or the 
Board Of Trustees arising from a contract with CSU, 
shall be in accordance with the provisions of Chapter 
53 of the Connecticut General Statutes (Claims Against 
the State) and that no additional legal proceedings will 
be initiated in any state or federal court in addition to, 
or in lieu of, said Chapter 53 proceedings.  

9. The contractor agrees that CSU shall have and retain 
sole and exclusive right and title in and to the forms, 
maps, and/or materials produced for CSU pursuant to 
the contract, including all rights to use, distribute, sell, 
reprint, or otherwise dispose of same.  The contractor 
further agrees that it shall not copyright, register, 
distribute, or claim any rights in or to said maps and/or 
materials or the work produced under the contract. 

10. The contractor or subcontractor, as applicable, shall 
offer and agree to assign to CSU all rights, title and 
interest in and to all causes of action it may have under 
Section 4 of the Clayton Act, 15 U.S.C. 15, or under 
Chapter 624 of the general statutes, arising from the 
purchase of services, property or intangibles of any 
kind pursuant to a public purchase contract or 
subcontract; such assignment shall be made and 
become effective at the time the contract is executed by 
the parties, without further acknowledgment by them. 

11. The contractor shall not assign or otherwise dispose of 
the contract or its right, title or interest therein, or its 
power to execute such contract, to any other person 
without the prior written consent of CSU. 

12. CSU reserves the right to inspect commodities for 
conformance with proposal specifications.  When 
commodities are rejected by CSU, said commodities 
shall be removed by the contractor, at the contractor’s 
expense, from the CSU premises within forty-eight (48) 
hours after notification of such rejection, unless public 
health and safety require immediate destruction or other 
disposal of such rejected delivery.  Rejected items left 
longer than forty-eight (48) hours shall be considered 
abandoned by the contractor and CSU shall have the 
right to dispose of them as its own property.   

13. If any provision, term or condition of the contract is 
prohibited, invalid, or unenforceable then that 
provision, term or condition shall be ineffective to the 
extent of the prohibition, invalidity, or prohibition 
without invalidating the remaining provisions, terms 
and conditions unless it materially alters the nature or 
intent thereof. 

14. Should the terms of any purchase order or invoice 
issued in connection with the contract conflict with the 
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terms of the contract, the terms of the contract shall 
prevail. 

15. Failure of the contractor to deliver commodities or 
perform services as specified in the contract will 
constitute authority for CSU to purchase these 
commodities or services on the open market. The 
contractor shall promptly reimburse CSU for excess 
costs incurred by CSU due to these purchases, and these 
purchases shall be deducted by CSU from the quantities 
contracted for. 

16. No right or duty, in whole or in part, of the contractor 
under the contract may be assigned or delegated 
without the prior written consent of CSU. The 
subcontracting or assignment of any of contractor’s 
obligations under the contract to a subcontractor shall 
require the prior written approval of CSU. 

17. Upon termination of the contract by CSU, the 
contractor shall both immediately discontinue all 
services (unless the notice directs otherwise) and 
deliver to CSU all data, drawings, specifications, 
reports, estimates, summaries, and such other 
information and materials as may have been 
accumulated by the contractor in performing its duties 
under the contract, whether completed or in progress.  
All such documents, information, and materials shall 
become the property of CSU.   

18. The State of Connecticut shall assume no liability for 
payment for services under the terms of the contract 
until the contractor is notified that the contract has been 
accepted by CSU and, if applicable, approved by the 
Office of Policy and Management (“OPM”) or the 
Department of Administrative Services (“DAS”) and by 
the Attorney General of the State of Connecticut. 

 
B. Insurance 

1. Before commencing to perform services pursuant to the 
contract, the contractor shall obtain, at its own cost and 
for the duration of the contract, the following insurance: 
(a) Commercial General Liability: $1,000,000 
combined single limit per occurrence for bodily injury, 
personal injury and property damage. Coverage shall 
include Premises and Operations, Independent 
Contractors, Products and Completed Operations, 
Contractual Liability and Broad Form Property Damage 
coverage. If a general aggregate is used, the general 
aggregate limit shall apply separately to the project or 
the general aggregate limit shall be twice the 
occurrence limit.  
(b) Automobile Liability: $1,000,000 combined 
single limit per accident for bodily injury.  Coverage 
extends to owned, hired and non-owned automobiles.  
If the contractor does not own an automobile, but one is 
used in the execution of the contract, then only hired 
and non-owned coverage is required.  If a vehicle is not 
used in the execution of the contract then automobile 
coverage is not required.  
(c) Professional Liability: $1,000,000 limit of 
liability.  
(d) Workers’ Compensation and Employers Liability: 
Statutory coverage in compliance with the  laws of the 
State of Connecticut.  Coverage shall include 
Employer’s Liability with minimum limits of $100,000 
each accident, $500,000 Disease – Policy limit, 
$100,000 each employee.  
An Excess Liability/Umbrella Policy may be used to 
meet the minimum limit guidelines. 

2. The contractor shall provide copies of its Certificates of 
Insurance to CSU, if requested to do so.  The 
Certificates shall include the following: 

(a) The certificate shall clearly identify the State of 
Connecticut, its officers, officials, employees, agents, 
boards and commissions as Additional Insured.  The 
coverage shall contain no special limitations on the 
scope of protection afforded to the State.   
(b) The certificate shall clearly indicate the project 
name and project number or some easily identifiable 
reference to the relationship to the State.  

3. The Certificates shall be signed by a person authorized 
by that insurer to execute contracts on its behalf.  The 
certificate Accord Form  25 Certificate shall indicate a 
minimum thirty (30) day endeavor to notify 
requirement in the event of cancellation or non-renewal 
of coverage.  

4. The contractor shall assume responsibility for payment 
of any and all deductibles applicable to the insurance 
policies described in Section IV.B.1 above.  

5. The contractor’s insurer shall have no right of recovery 
or subrogation against the State and the described 
insurance shall be primary coverage.  

6. Each required policy of insurance shall provide that it 
shall not be suspended, voided, cancelled or reduced 
except after thirty (30) days’ prior written notice sent 
by certified mail to CSU.  

7. "Claims Made" coverage shall be unacceptable, with 
the exception of Professional Liability.  
 
C. Bonds 
The successful proposer shall submit the following 
bonds, at the request of CSU, within ten (10) days of 
the date of receipt of the Award Notice and Offer:  

1. A Performance Bond in the amount of one hundred 
percent (100%) of the total proposal price; and   
 

2. A Labor and Material Payment Bond in the amount of 
one hundred percent (100%) of the total proposal price.   

 
A company authorized to transact business in the State of 
Connecticut shall execute the bonds.  Checks shall be made 
payable to CSU or the appropriate CSU University. 

 
D. Delivery 

1. Unless otherwise specified in the proposal, all products 
and equipment delivered pursuant to the contract shall 
be new and shall include any and all manufacturer’s 
warranties. 

2. Delivery shall be to the point specified in the contract. 
3. All deliveries shall display, in plain sight, any related 

Purchase Order or Reference/Delivery Number.  Failure 
to display said number may cause the shipment to be 
rejected and returned at the contractor’s expense. 

4. All deliveries shall be in compliance with Sections 22a-
194 to 22a-194g of the Connecticut General Statutes 
related to product packaging. 

5. Deliveries shall be subject to reweighing on official 
sealed scales designated by the State and payment shall 
be made on the basis of net weight of materials 
received. 

6. Payment terms are net forty-five (45) days after receipt 
of goods or invoice, whichever is later.  State of 
Connecticut certified small or minority contractors are 
payable under terms net thirty (30) days.   

7. Monies owed to CSU or the Department of Revenue 
Services (DRS) by the contractor shall be deducted 
from current obligations.  
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E. Inspection and Tests 
1. The inspection of all commodities and the making of 

chemical and physical tests of samples of deliveries to 
determine whether or not the contract specifications are 
being complied with shall be made in the manner 
prescribed by CSU. 

2. Any item that fails in any way to meet the terms or 
specifications set forth in the contract is subject to be 
paid for at an adjusted price or rejected, in the 
discretion of CSU.   

3. After delivery and installation of any equipment 
provided pursuant to the contract, the contractor shall 
certify to CSU that the equipment has been properly 
installed and is ready for use.  Thereafter, for a test 
period of sixty (60) days, CSU shall operate the system 
in accordance with its normal operating practices.  The 
acceptance test shall determine if the equipment’s 
operating characteristics meet the performance 
standards set forth in the contract.  
 
F. Advertising 
Reference by the contractor to sales to CSU for 
advertising and promotional purposes without the prior 
approval of CSU shall be expressly prohibited. 

 
 
 



  
 
 
Executive Order No. 14:  This Agreement is subject to the provisions of Executive Order No. 14 of 
Governor M. Jodi Rell, promulgated on April 17, 2006.  Pursuant to this Executive Order, the 
Contractor shall use cleaning and/or sanitizing products having properties that minimize potential 
impacts on human health and the environment, consistent with maintaining clean and sanitary 
facilities.  
 



 

 

 

 

INSPECTION OF PROPOSALS AND CONFIDENTIAL INFORMATION 

 

Proposals may be available for public inspection upon notice of award and shall 

be available for public inspection after the contract is signed by all parties.  

Information marked as “confidential” in any proposal shall be honored as such, to 

the extent allowable under the Freedom of Information Act. 

The University treats Proposals as confidential until after the award is issued.  At 

that time they become subject to disclosure under the Freedom of Information 

Act.  If a respondent wishes to supply any information, which it believes is exempt 

from disclosure under the Act that respondent should summarize such 

information in a separate envelope and each page submitted should clearly state 

“Confidential”, but otherwise be presented in the same manner as the Proposal.  

However, any such information is provided entirely at the respondent’s own risk 

and the University assumes no liability for any loss or damage which may result 

from the University’s disclosure at any time of any information provided by the 

respondent in connection with its proposal. 







 
 

1. Non-discrimination.   References in this section to "contract" shall mean this Contract 
and references to "contractor" shall mean the Contractor.   

 
(a) The following subsections are set forth here as required by section 4a-60 of the 

Connecticut General Statutes: 
 

(1) The contractor agrees and warrants that in the performance of the contract such 
contractor will not discriminate or permit discrimination against any person or 
group of persons on the grounds of race, color, religious creed, age, marital status, 
national origin, ancestry, sex, mental retardation, mental disability or physical 
disability, including, but not limited to, blindness, unless it is shown by such 
contractor that such disability prevents performance of the work involved, in any 
manner prohibited by the laws of the United States or of the state of Connecticut. 
The contractor further agrees to take affirmative action to insure that applicants 
with job-related qualifications are employed and that employees are treated when 
employed without regard to their race, color, religious creed, age, marital status, 
national origin, ancestry, sex, mental retardation, mental disability or physical 
disability, including, but not limited to, blindness, unless it is shown by such 
contractor that such disability prevents performance of the work involved;  (2) the 
contractor agrees, in all solicitations or advertisements for employees placed by or 
on behalf of the contractor, to state that it is an "affirmative action-equal 
opportunity employer" in accordance with regulations adopted by the commission;  
(3) the contractor agrees to provide each labor union or representative of workers 
with which such contractor has a collective bargaining agreement or other contract 
or understanding and each vendor with which such contractor has a contract or 
understanding, a notice to be provided by the commission advising the labor union 
or workers' representative of the contractor's commitments under this section, and 
to post copies of the notice in conspicuous places available to employees and 
applicants for employment;  (4) the contractor agrees to comply with each 
provision of this section and sections 46a-68e and 46a-68f and with each regulation 
or relevant order issued by said commission pursuant to sections 46a-56, 46a-68e 
and 46a-68f;  (5) the contractor agrees to provide the Commission on Human 
Rights and Opportunities with such information requested by the commission, and 
permit access to pertinent books, records and accounts, concerning the employment 
practices and procedures of the contractor as relate to the provisions of this section 
and section 46a-56.   
 
  

(b) If the contract is a public works contract, the contractor agrees and warrants that he will 
make good faith efforts to employ minority business enterprises as subcontractors and 
suppliers of materials on such public works project.  
 

 
(c) "Minority business enterprise" means any small contractor or supplier of materials 

fifty-one per cent or more of the capital stock, if any, or assets of which is owned by a 
person or persons:  (1) Who are active in the daily affairs of the enterprise, (2) who 
have the power to direct the management and policies of the enterprise and (3) who are 
members of a minority, as such term is defined in subsection (a) of section 32-9n;  and 
"good faith" means that degree of diligence which a reasonable person would exercise 
in the performance of legal duties and obligations.  "Good faith efforts" shall include, 
but not be limited to, those reasonable initial efforts necessary to comply with statutory 
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or regulatory requirements and additional or substituted efforts when it is determined 
that such initial efforts will not be sufficient to comply with such requirements.  

 
(d) Determination of the contractor's good faith efforts shall include but shall not be 

limited to the following factors:  The contractor's employment and subcontracting 
policies, patterns and practices;  affirmative advertising, recruitment and training;  
technical assistance activities and such other reasonable activities or efforts as the 
commission may prescribe that are designed to ensure the participation of minority 
business enterprises in public works projects.  

 
(e) The contractor shall develop and maintain adequate documentation, in a manner 

prescribed by the commission, of its good faith efforts.  
 
(f) The contractor shall include the provisions of sections (a) and (b) above in every 

subcontract or purchase order entered into in order to fulfill any obligation of a contract 
with the state and such provisions shall be binding on a subcontractor, vendor or 
manufacturer unless exempted by regulations or orders of the commission.  The 
contractor shall take such action with respect to any such subcontract or purchase order 
as the commission may direct as a means of enforcing such provisions including 
sanctions for noncompliance in accordance with section 46a-56;  provided, if such 
contractor becomes involved in, or is threatened with, litigation with a subcontractor or 
vendor as a result of such direction by the commission, the contractor may request the 
state of Connecticut to enter into any such litigation or negotiation prior thereto to 
protect the interests of the state and the state may so enter.  

 
(g) The following subsections are set forth here as required by section 4a-60a of the 

Connecticut General Statutes: 
 

(1) The contractor agrees and warrants that in the performance of the contract such 
contractor will not discriminate or permit discrimination against any person or 
group of persons on the grounds of sexual orientation, in any manner prohibited by 
the laws of the United States or of the state of Connecticut, and that employees are 
treated when employed without regard to their sexual orientation;  (2) the 
contractor agrees to provide each labor union or representative of workers with 
which such contractor has a collective bargaining agreement or other contract or 
understanding and each vendor with which such contractor has a contract or 
understanding, a notice to be provided by the Commission on Human Rights and 
Opportunities advising the labor union or workers' representative of the contractor's 
commitments under this section, and to post copies of the notice in conspicuous 
places available to employees and applicants for employment;  (3) the contractor 
agrees to comply with each provision of this section and with each regulation or 
relevant order issued by said commission pursuant to section 46a-56; and (4) the 
contractor agrees to provide the Commission on Human Rights and Opportunities 
with such information requested by the commission, and permit access to pertinent 
books, records and accounts, concerning the employment practices and procedures 
of the contractor which relate to the provisions of this section and section 46a-56.  

 
(h) The contractor shall include the provisions of section (g) above in every subcontract or 

purchase order entered into in order to fulfill any obligation of a contract with the state 
and such provisions shall be binding on a subcontractor, vendor or manufacturer unless 
exempted by regulations or orders of the commission.  The contractor shall take such 
action with respect to any such subcontract or purchase order as the commission may 
direct as a means of enforcing such provisions including sanctions for noncompliance 
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in accordance with section 46a-56;  provided, if such contractor becomes involved in, 
or is threatened with, litigation with a subcontractor or vendor as a result of such 
direction by the commission, the contractor may request the state of Connecticut to 
enter into any such litigation or negotiation prior thereto to protect the interests of the 
state and the state may so enter. 
 

(i) For the purposes of this entire Non-Discrimination section, "contract" includes 
any extension or modification of the contract, "contractor" includes any 
successors or assigns of the contractor, "marital status" means being single, 
married as recognized by the state of Connecticut, widowed, separated or 
divorced, and "mental disability" means one or more mental disorders, as 
defined in the most recent edition of the American Psychiatric Association's 
"Diagnostic and Statistical Manual of Mental Disorders", or a record of or 
regarding a person as having one or more such disorders. For the purposes of 
this section, "contract" does not include a contract where each contractor is (1) a 
political subdivision of the state, including, but not limited to, a municipality, 
(2) a quasi-public agency, as defined in Conn. Gen. Stat. Section 1-120, (3) any 
other state, including but not limited to any federally recognized Indian tribal 
governments, as defined in Conn. Gen. Stat. Section 1-267, (4) the federal 
government, (5) a foreign government, or (6) an agency of a subdivision, 
agency, state or government described in the immediately preceding 
enumerated items (1), (2), (3), (4) or (5). 
 



Form A 
07-08-2009 

 

STATE OF CONNECTICUT 
NONDISCRIMINATION CERTIFICATION — Representation 
By Individual 
For All Contract Types Regardless of Value

  
Written representation that complies with the nondiscrimination agreements and warranties under 
Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended 
 
 
INSTRUCTIONS: 
 
For use by an individual who is not an entity (corporation, limited liability company, or partnership) when 
entering into any contract type with the State of Connecticut, regardless of contract value.  Submit to the 
awarding State agency prior to contract execution. 
 
 
REPRESENTATION OF AN INDIVIDUAL: 
 
I,  _____________________________ ,  of  _________________________________________________ , 
   Signatory          Business Address 
 
represent that I will comply with the nondiscrimination agreements and warranties of Connecticut General 

Statutes §§ 4a-60(a)(1)and 4a-60a(a)(1), as amended. 

 
 
 
___________________________________________  ___________________________________ 
Signatory            Date 
 
 
___________________________________________ 
Printed Name 



Form B 
07-08-2009 

 

STATE OF CONNECTICUT 
NONDISCRIMINATION CERTIFICATION — Representation
By Entity 
For Contracts Valued at Less Than $50,000

  
Written representation that complies with the nondiscrimination agreements and warranties under 
Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended 
 
 
INSTRUCTIONS: 
 
For use by an entity (corporation, limited liability company, or partnership) when entering into any contract 
type with the State of Connecticut valued at less than $50,000 for each year of the contract.  Complete all 
sections of the form.  Submit to the awarding State agency prior to contract execution. 
 
 
REPRESENTATION OF AN ENTITY: 
 
I,  _________________________ ,  ___________________ ,  of  _______________________________ , 
  Authorized Signatory     Title      Name of Entity 
 
an entity duly formed and existing under the laws of  __________________________________ , 
              Name of State or Commonwealth 
 
represent that I am authorized to execute and deliver this representation on behalf of 
 
________________________________  and that  ________________________________ 
   Name of Entity         Name of Entity 
 
has a policy in place that complies with the nondiscrimination agreements and warranties of Connecticut 
 
General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended. 
 
 
 
___________________________________________  ___________________________________ 
Authorized Signatory          Date 
 
 
___________________________________________ 
Printed Name 



Form C 
07-08-2009 

 

STATE OF CONNECTICUT 
NONDISCRIMINATION CERTIFICATION — Affidavit 
By Entity
For Contracts Valued at $50,000 or More

  
Documentation in the form of an affidavit signed under penalty of false statement by a chief executive 
officer, president, chairperson, member, or other corporate officer duly authorized to adopt corporate, 
company, or partnership policy that certifies the contractor complies with the nondiscrimination 
agreements and warranties under Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as 
amended 
 
 
INSTRUCTIONS: 
 
For use by an entity (corporation, limited liability company, or partnership) when entering into any contract 
type with the State of Connecticut valued at $50,000 or more for any year of the contract.  Complete all 
sections of the form.  Sign form in the presence of a Commissioner of Superior Court or Notary Public.  
Submit to the awarding State agency prior to contract execution. 
 
 
AFFIDAVIT: 
 
I, the undersigned, am over the age of eighteen (18) and understand and appreciate the obligations of  
 
an oath.  I am _________________________  of  ________________________________ , an entity  
     Signatory’s Title       Name of Entity 
 
duly formed and existing under the laws of  _____________________________________. 
            Name of State or Commonwealth 
 
I certify that I am authorized to execute and deliver this affidavit on behalf of 
 
________________________________  and that  ________________________________ 
   Name of Entity         Name of Entity 
 
has a policy in place that complies with the nondiscrimination agreements and warranties of Connecticut 
 
General Statutes §§ 4a-60(a)(1)and 4a-60a(a)(1), as amended. 
 
 
___________________________________________ 
Authorized Signatory 
 
 
___________________________________________ 
Printed Name 
 
 
Sworn and subscribed to before me on this ______  day of  ____________, 20____. 
 
 
 
___________________________________________  ___________________________________ 
Commissioner of the Superior Court/     Commission Expiration Date 
Notary Public 
 



Form D 
07-08-2009 

 

STATE OF CONNECTICUT 
NONDISCRIMINATION CERTIFICATION — New Resolution 
By Entity
For Contracts Valued at $50,000 or More

  
Documentation in the form of a corporate, company, or partnership policy adopted by resolution of the 
board of directors, shareholders, managers, members or other governing body of a contractor that 
certifies the contractor complies with the nondiscrimination agreements and warranties under 
Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended 
 
 
INSTRUCTIONS: 
 
For use by an entity (corporation, limited liability company, or partnership) when entering into any contract 
type with the State of Connecticut valued at $50,000 or more for any year of the contract.  Complete all 
sections of the form.  Submit to the awarding State agency prior to contract execution. 
 
 
CERTIFICATION OF RESOLUTION: 
 
I,  _________________________ ,  ___________________ ,  of  ________________________________ , 
  Authorized Signatory     Title     Name of Entity 
 
an entity duly formed and existing under the laws of  __________________________________________ , 
               Name of State or Commonwealth 
 
certify that the following is a true and correct copy of a resolution adopted on the  _____  day of 
 
___________ , 20_____  by the governing body of  ________________________________ , 
               Name of Entity 
 
in accordance with all of its documents of governance and management and the laws of 
 
_______________________________ , and further certify that such resolution has not been modified 

Name of State or Commonwealth 
 
or revoked, and is in full force and effect. 
 
 

 
RESOLVED: That the policies of  ________________________________  comply with the   
           Name of Entity 
 
nondiscrimination agreements and warranties of Connecticut General Statutes  
 
§§ 4a-60(a)(1) and 4a-60a(a)(1), as amended. 

 
 
 
The undersigned has executed this certificate this  _____  day of  ___________ , 20_____ . 
 
 
 
___________________________________________  ___________________________________ 
Authorized Signatory          Date 
 
 
 
___________________________________________ 
Printed Name 



Form E 
07-08-2009 

 

STATE OF CONNECTICUT 
NONDISCRIMINATION CERTIFICATION — Prior Resolution 
By Entity
For Contracts Valued at $50,000 or More

  
Documentation in the form of a corporate, company, or partnership policy adopted by a prior resolution 
of the board of directors, shareholders, managers, members or other governing body of a contractor that 
certifies the contractor complies with the nondiscrimination agreements and warranties under 
Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended 
 
 
INSTRUCTIONS: 
 
For use by an entity (corporation, limited liability company, or partnership) when entering into any contract 
type with the State of Connecticut valued at $50,000 or more for any year of the contract.  Complete all 
sections of the form.  Attach copy of previously adopted resolution (State of CT, Nondiscrimination 
Certification, Form D: New Resolution).  Submit all documentation to the awarding State agency prior to 
contract execution. 
 
 
CERTIFICATION OF PRIOR RESOLUTION: 
 
I, the undersigned, am a duly authorized corporate officer or member of  ___________________________. 
           Name of Entity 
 
I have reviewed the attached prior resolution.  I certify that: 

(1) the attached prior resolution complies with the nondiscrimination agreements and warranties of 

Connecticut General Statutes §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended; and  

(2) the prior resolution remains in full force and effect on the date this documentation is submitted to the 

awarding State agency. 

 
 
___________________________________________ ___________________________________ 
Authorized Signatory     Title 
 
 
___________________________________________ ___________________________________ 
Printed Name      Date 
 
 
 

RESERVED FOR STATE USE 
 
I, the undersigned head of the awarding State agency, or designee, certify that the attached prior resolution 

complies with the nondiscrimination agreements and warranties of Connecticut General Statutes 

 §§ 4a-60(a)(1) and 4a-60a(a)(1), as amended. 

 
 
___________________________________________ ___________________________________ 
Signature of Agency Head (or designee)   Date 
 
 
___________________________________________ 
Awarding State Agency 



STATE OF CONNECTICUT - AGENCY VENDOR FORM 
IMPORTANT: ALL parts of this form must be completed, signed and returned by the vendor. 

 

 READ & COMPLETE CAREFULLY  
SP-26NB  Rev. 5/09 

 

COMPLETE VENDOR LEGAL BUSINESS NAME 
 
 

Taxpayer ID # (TIN):   SSN   FEIN 

 WRITE/TYPE SSN/FEIN NUMBER ABOVE 

BUSINESS NAME, TRADE NAME, DOING BUSINESS AS (IF DIFFERENT FROM ABOVE)   
 
BUSINESS ENTITY:   CORPORATION  LLC CORPORATION  LLC PARTNERSHIP  LLC SINGLE MEMBER ENTITY 
  NON-PROFIT  PARTNERSHIP   INDIVIDUAL/SOLE PROPRIETOR 
NOTE: IF INDIVIDUAL/SOLE PROPRIETOR, INDIVIDUAL’S NAME (AS OWNER) MUST APPEAR IN THE LEGAL BUSINESS NAME BLOCK ABOVE.
BUSINESS TYPE:   A. SALE OF COMMODITIES B. MEDICAL SERVICES C. ATTORNEY FEES D. RENTAL OF PROPERTY 
             (REAL ESTATE & EQUIPMENT) 

E. OTHER (DESCRIBE IN DETAIL) 
 

UNDER THIS TIN, WHAT IS THE PRIMARY TYPE OF BUSINESS YOU PROVIDE TO THE STATE? (ENTER LETTER FROM ABOVE) ➝ 
 

 
 

UNDER THIS TIN, WHAT OTHER TYPES OF BUSINESS MIGHT YOU PROVIDE TO THE STATE? (ENTER LETTER FROM ABOVE) ➝ 
 

 

NOTE: IF YOUR BUSINESS IS A PARTNERSHIP, YOU MUST ATTACH THE NAMES AND TITLES OF ALL PARTNERS TO YOUR BID SUBMISSION. 
NOTE: IF YOUR BUSINESS IS A CORPORATION, IN WHICH STATE ARE YOU INCORPORATED? 
VENDOR ADDRESS  STREET       CITY  STATE ZIP CODE 
 

 
Add Additional Business Address & Contact information on back of this form. 

VENDOR E-MAIL ADDRESS 
 
 

VENDOR WEB SITE 
 

REMITTANCE INFORMATION: INDICATE BELOW THE REMITTANCE ADDRESS OF YOUR BUSINESS.   SAME AS VENDOR ADDRESS ABOVE. 
REMIT ADDRESS  STREET     CITY    STATE ZIP CODE 
 

 
CONTACT INFORMATION: NAME  (TYPE OR PRINT) 
 
1ST

 BUSINESS PHONE:  Ext. # HOME PHONE:  

2ND
 BUSINESS PHONE:  Ext. # 1ST

 PAGER:  

CELLULAR: 2ND
 PAGER:  

1ST
 FAX NUMBER: TOLL FREE PHONE:  

2ND
 FAX NUMBER: TELEX:  

WRITTEN SIGNATURE OF PERSON AUTHORIZED TO SIGN PROPOSALS ON BEHALF OF THE ABOVE NAMED VENDOR 

 SIGN HERE 

DATE EXECUTED

TYPE OR PRINT NAME OF AUTHORIZED PERSON 
 
 

TITLE OF AUTHORIZED PERSON 

IS YOUR BUSINESS CURRENTLY A DAS CERTIFIED SMALL BUSINESS ENTERPRISE?   YES (ATTACH COPY OF CERTIFICATE)   NO 

IS YOUR BUSINESS CURRENTLY A CT DOT CERTIFIED DISADVANTAGED BUSINESS ENTERPRISE (DBE)?   YES    NO 

IF YOU ARE A STATE EMPLOYEE, INDICATE YOUR POSITION,  
AGENCY & AGENCY ADDRESS 

PURCHASE ORDER DISTRIBUTION: 
      (E-MAIL ADDRESS) 

NOTE: THE E-MAIL ADDRESS INDICATED IMMEDIATELY ABOVE WILL BE USED TO FORWARD PURCHASE ORDERS TO YOUR BUSINESS. 
 

 

ADD FURTHER BUSINESS ADDRESS, E-MAIL & CONTACT INFORMATION ON SEPARATE SHEET IF REQUIRED 



INSTRUCTIONS TO PRINTERS
FORM W-9, PAGE 1 of 4
MARGINS: TOP 13mm (1⁄ 2 "), CENTER SIDES. PRINTS: HEAD to HEAD
PAPER: WHITE WRITING, SUB. 20. INK: BLACK
FLAT SIZE: 216mm (81⁄ 2 ") 3 279mm (11")
PERFORATE: (NONE)
 

Give form to the
requester. Do not
send to the IRS.
 

Form W-9 Request for Taxpayer
Identification Number and Certification
 

(Rev. October 2007) 
Department of the Treasury
Internal Revenue Service
 Name (as shown on your income tax return)

 

List account number(s) here (optional) 

Address (number, street, and apt. or suite no.) 

City, state, and ZIP code 

P
ri

nt
 o

r 
ty

p
e

S
ee

 S
p

ec
ifi

c 
In

st
ru

ct
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2.
 

Taxpayer Identification Number (TIN) 

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident
alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3.

 

Social security number 

or 

Requester’s name and address (optional) 

Employer identification number Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose
number to enter.
 Certification 

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and
 I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
notified me that I am no longer subject to backup withholding, and
 

2. 

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. See the instructions on page 4.
 
Sign
Here
 

Signature of
U.S. person ©

 
Date © 

General Instructions
 

Form W-9 (Rev. 10-2007) 

Part I
 

Part II
 

Business name, if different from above
 

Cat. No. 10231X

 

Check appropriate box:
 

Under penalties of perjury, I certify that:
 

13 
I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING 

DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT 

TLS, have you
transmitted all R 
text files for this 
cycle update?
 

Date
 

Action
 

Revised proofs
requested
 

Date
 

Signature
 

O.K. to print
 

Use Form W-9 only if you are a U.S. person (including a
resident alien), to provide your correct TIN to the person
requesting it (the requester) and, when applicable, to:
 1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),
 2. Certify that you are not subject to backup withholding, or

 3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are also certifying that as a
U.S. person, your allocable share of any partnership income from
a U.S. trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income.
 

3. I am a U.S. citizen or other U.S. person (defined below).
 

A person who is required to file an information return with the
IRS must obtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.
 

Individual/Sole proprietor
 

Corporation
 

Partnership
 

Other (see instructions) ©  

 

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.
 

 

● An individual who is a U.S. citizen or U.S. resident alien,
 ● A partnership, corporation, company, or association created or

organized in the United States or under the laws of the United
States,
 ● An estate (other than a foreign estate), or

 

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:
 

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership
income.
 The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding
on its allocable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:
 
● The U.S. owner of a disregarded entity and not the entity,

 

Section references are to the Internal Revenue Code unless
otherwise noted.
 

● A domestic trust (as defined in Regulations section
301.7701-7).
 

Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) © 

 

Exempt 
payee
 

Purpose of Form
 



INSTRUCTIONS TO PRINTERS
FORM W-9, PAGE 2 of 4
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Other entities. Enter your business name as shown on required
federal tax documents on the “Name” line. This name should
match the name shown on the charter or other legal document
creating the entity. You may enter any business, trade, or DBA
name on the “Business name” line.
 

If the account is in joint names, list first, and then circle, the
name of the person or entity whose number you entered in Part I
of the form.
 

Specific Instructions
 Name
 

Exempt Payee 
 

5. You do not certify to the requester that you are not subject
to backup withholding under 4 above (for reportable interest and
dividend accounts opened after 1983 only).
 Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-9.
 

Civil penalty for false information with respect to
withholding. If you make a false statement with no reasonable
basis that results in no backup withholding, you are subject to a
$500 penalty.
 Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal
penalties including fines and/or imprisonment.
 

Penalties
 Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such
failure unless your failure is due to reasonable cause and not to
willful neglect.
 

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil and
criminal penalties.
 

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have changed
your last name, for instance, due to marriage without informing
the Social Security Administration of the name change, enter
your first name, the last name shown on your social security
card, and your new last name.
 

If you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status,
then check the “Exempt payee” box in the line following the
business name, sign and date the form.
 

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or
 

3. The IRS tells the requester that you furnished an incorrect
TIN,
 

2. You do not certify your TIN when required (see the Part II
instructions on page 3 for details),
 

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make the
proper certifications, and report all your taxable interest and
dividends on your tax return.
 

1. You do not furnish your TIN to the requester,
 

What is backup withholding? Persons making certain payments
to you must under certain conditions withhold and pay to the
IRS 28% of such payments. This is called “backup withholding.” 
Payments that may be subject to backup withholding include
interest, tax-exempt interest, dividends, broker and barter
exchange transactions, rents, royalties, nonemployee pay, and
certain payments from fishing boat operators. Real estate
transactions are not subject to backup withholding.
 

Payments you receive will be subject to backup
withholding if:
 

If you are a nonresident alien or a foreign entity not subject to
backup withholding, give the requester the appropriate
completed Form W-8.
 

Example. Article 20 of the U.S.-China income tax treaty allows
an exemption from tax for scholarship income received by a
Chinese student temporarily present in the United States. Under
U.S. law, this student will become a resident alien for tax
purposes if his or her stay in the United States exceeds 5
calendar years. However, paragraph 2 of the first Protocol to the
U.S.-China treaty (dated April 30, 1984) allows the provisions of
Article 20 to continue to apply even after the Chinese student
becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of
the first protocol) and is relying on this exception to claim an
exemption from tax on his or her scholarship or fellowship
income would attach to Form W-9 a statement that includes the
information described above to support that exemption.
 

Note. You are requested to check the appropriate box for your
status (individual/sole proprietor, corporation, etc.).
 

4. The type and amount of income that qualifies for the
exemption from tax.
 5. Sufficient facts to justify the exemption from tax under the
terms of the treaty article.
 

Nonresident alien who becomes a resident alien. Generally,
only a nonresident alien individual may use the terms of a tax
treaty to reduce or eliminate U.S. tax on certain types of income.
However, most tax treaties contain a provision known as a
“saving clause.” Exceptions specified in the saving clause may
permit an exemption from tax to continue for certain types of
income even after the payee has otherwise become a U.S.
resident alien for tax purposes.
 If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an
exemption from U.S. tax on certain types of income, you must
attach a statement to Form W-9 that specifies the following five
items:
 1. The treaty country. Generally, this must be the same treaty
under which you claimed exemption from tax as a nonresident
alien.
 2. The treaty article addressing the income.

 3. The article number (or location) in the tax treaty that
contains the saving clause and its exceptions.
 

Also see Special rules for partnerships on page 1.
 

Foreign person. If you are a foreign person, do not use Form
W-9. Instead, use the appropriate Form W-8 (see Publication
515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).
 

● The U.S. grantor or other owner of a grantor trust and not the
trust, and
 ● The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.
 

Limited liability company (LLC). Check the “Limited liability
company” box only and enter the appropriate code for the tax
classification (“D” for disregarded entity, “C” for corporation, “P” 
for partnership) in the space provided.
 For a single-member LLC (including a foreign LLC with a
domestic owner) that is disregarded as an entity separate from
its owner under Regulations section 301.7701-3, enter the
owner’s name on the “Name” line. Enter the LLC’s name on the
“Business name” line.
 For an LLC classified as a partnership or a corporation, enter
the LLC’s name on the “Name” line and any business, trade, or
DBA name on the “Business name” line.
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Part I. Taxpayer Identification
Number (TIN)
 Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
your TIN is your IRS individual taxpayer identification number
(ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How to get a TIN below.

 

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5, Application
for a Social Security Card, from your local Social Security
Administration office or get this form online at www.ssa.gov. You
may also get this form by calling 1-800-772-1213. Use Form
W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can
apply for an EIN online by accessing the IRS website at
www.irs.gov/businesses and clicking on Employer Identification
Number (EIN) under Starting a Business. You can get Forms W-7
and SS-4 from the IRS by visiting www.irs.gov or by calling
1-800-TAX-FORM (1-800-829-3676).
 If you are asked to complete Form W-9 but do not have a TIN,
write “Applied For” in the space for the TIN, sign and date the
form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily
tradable instruments, generally you will have 60 days to get a
TIN and give it to the requester before you are subject to backup
withholding on payments. The 60-day rule does not apply to
other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to
the requester.
 

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that you
use your SSN.
 If you are a single-member LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter the owner’s SSN (or EIN, if the owner
has one). Do not enter the disregarded entity’s EIN. If the LLC is
classified as a corporation or partnership, enter the entity’s EIN.
 Note. See the chart on page 4 for further clarification of name
and TIN combinations.
 

Note. Entering “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.
 Caution: A disregarded domestic entity that has a foreign owner
must use the appropriate Form W-8.
 

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,
 10. A real estate investment trust,

 11. An entity registered at all times during the tax year under
the Investment Company Act of 1940,
 12. A common trust fund operated by a bank under section
584(a),
 13. A financial institution,

 14. A middleman known in the investment community as a
nominee or custodian, or
 15. A trust exempt from tax under section 664 or described in
section 4947.
 

THEN the payment is exempt
for . . .
 

IF the payment is for . . .
 

All exempt payees except 
for 9
 

Interest and dividend payments
 

Exempt payees 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker
 

Broker transactions
 

Exempt payees 1 through 5
 

Barter exchange transactions
and patronage dividends
 

Generally, exempt payees 
1 through 7
 

Payments over $600 required
to be reported and direct
sales over $5,000
 
See Form 1099-MISC, Miscellaneous Income, and its instructions.
 However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees, and
payments for services paid by a federal executive agency.
 

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt payees listed above, 1 through 15.
 

1
 
2
 

7. A foreign central bank of issue,
 8. A dealer in securities or commodities required to register in

the United States, the District of Columbia, or a possession of
the United States,
 

2
 

The following payees are exempt from backup withholding:
 1. An organization exempt from tax under section 501(a), any

IRA, or a custodial account under section 403(b)(7) if the account
satisfies the requirements of section 401(f)(2),
 2. The United States or any of its agencies or
instrumentalities,
 3. A state, the District of Columbia, a possession of the United
States, or any of their political subdivisions or instrumentalities,
 4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities, or
 5. An international organization or any of its agencies or
instrumentalities.
 Other payees that may be exempt from backup withholding
include:
 6. A corporation,

 

Generally, individuals (including sole proprietors) are not exempt
from backup withholding. Corporations are exempt from backup
withholding for certain payments, such as interest and dividends.
 Note. If you are exempt from backup withholding, you should
still complete this form to avoid possible erroneous backup
withholding.
 

1
 

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered active
during 1983. You must give your correct TIN, but you do not
have to sign the certification.
 2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts considered
inactive during 1983. You must sign the certification or backup
withholding will apply. If you are subject to backup withholding
and you are merely providing your correct TIN to the requester,
you must cross out item 2 in the certification before signing the
form.
 

Part II. Certification
 

For a joint account, only the person whose TIN is shown in
Part I should sign (when required). Exempt payees, see Exempt
Payee on page 2.

 

To establish to the withholding agent that you are a U.S. person,
or resident alien, sign Form W-9. You may be requested to sign
by the withholding agent even if items 1, 4, and 5 below indicate
otherwise.
 

Signature requirements. Complete the certification as indicated
in 1 through 5 below.
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Give name and EIN of:
 

For this type of account:
 

3. Real estate transactions. You must sign the certification.
You may cross out item 2 of the certification.
 

A valid trust, estate, or pension trust
 

6.
 

Legal entity 
4

 

4. Other payments. You must give your correct TIN, but you
do not have to sign the certification unless you have been
notified that you have previously given an incorrect TIN. “Other
payments” include payments made in the course of the
requester’s trade or business for rents, royalties, goods (other
than bills for merchandise), medical and health care services
(including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).
 

The corporation
 

Corporate or LLC electing
corporate status on Form 8832
 

7.
 

The organization
 

Association, club, religious,
charitable, educational, or other
tax-exempt organization
 

8.
 

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529), IRA,
Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your
correct TIN, but you do not have to sign the certification.
 

The partnership
 

Partnership or multi-member LLC
 

9.
 

The broker or nominee
 

A broker or registered nominee
 

10.
 

The public entity
 

Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments
 

11.
 

Privacy Act Notice
 

List first and circle the name of the person whose number you furnish. If only one person
on a joint account has an SSN, that person’s number must be furnished.
 Circle the minor’s name and furnish the minor’s SSN.
 You must show your individual name and you may also enter your business or “DBA” 
name on the second name line. You may use either your SSN or EIN (if you have one),
but the IRS encourages you to use your SSN.
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN
of the personal representative or trustee unless the legal entity itself is not designated in
the account title.) Also see Special rules for partnerships on page 1.

 
Note. If no name is circled when more than one name is listed,
the number will be considered to be that of the first name listed.
 

Disregarded entity not owned by an
individual
 

The owner
 

12.
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You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable interest, dividend, and certain other
payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.
 

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns with the IRS to report interest,
dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or abandonment of secured property, cancellation of debt, or
contributions you made to an IRA, or Archer MSA or HSA. The IRS uses the numbers for identification purposes and to help verify the accuracy of your tax return.
The IRS may also provide this information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal and state agencies to enforce federal
nontax criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism.
 

 

1
 

 

2
 
3
 

4
 

Secure Your Tax Records from Identity Theft
 Identity theft occurs when someone uses your personal
information such as your name, social security number (SSN), or
other identifying information, without your permission, to commit
fraud or other crimes. An identity thief may use your SSN to get
a job or may file a tax return using your SSN to receive a refund.
 

What Name and Number To Give the Requester
 Give name and SSN of:

 
For this type of account:
 

The individual
 

1.
 

Individual
 The actual owner of the account or,

if combined funds, the first
individual on the account
 

2.
 

Two or more individuals (joint
account)
 

The minor 
2

 
3.
 

Custodian account of a minor
(Uniform Gift to Minors Act)
 The grantor-trustee 

1

 
4.
 

a. The usual revocable savings
trust (grantor is also trustee)
 The actual owner 

1

 
b. So-called trust account that is
not a legal or valid trust under
state law
 The owner 

3

 
5.
 

Sole proprietorship or disregarded
entity owned by an individual
 

Call the IRS at 1-800-829-1040 if you think your identity has
been used inappropriately for tax purposes.
 

1
 

To reduce your risk:
 ● Protect your SSN,
 ● Ensure your employer is protecting your SSN, and
 ● Be careful when choosing a tax preparer.
 

Victims of identity theft who are experiencing economic harm
or a system problem, or are seeking help in resolving tax
problems that have not been resolved through normal channels,
may be eligible for Taxpayer Advocate Service (TAS) assistance.
You can reach TAS by calling the TAS toll-free case intake line
at 1-877-777-4778 or TTY/TDD 1-800-829-4059.
 Protect yourself from suspicious emails or phishing
schemes. Phishing is the creation and use of email and
websites designed to mimic legitimate business emails and
websites. The most common act is sending an email to a user
falsely claiming to be an established legitimate enterprise in an
attempt to scam the user into surrendering private information
that will be used for identity theft.
 The IRS does not initiate contacts with taxpayers via emails.
Also, the IRS does not request personal detailed information
through email or ask taxpayers for the PIN numbers, passwords,
or similar secret access information for their credit card, bank, or
other financial accounts.
 If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report
misuse of the IRS name, logo, or other IRS personal property to
the Treasury Inspector General for Tax Administration at
1-800-366-4484. You can forward suspicious emails to the
Federal Trade Commission at: spam@uce.gov or contact them at
www.consumer.gov/idtheft or 1-877-IDTHEFT(438-4338).

 Visit the IRS website at www.irs.gov to learn more about
identity theft and how to reduce your risk.
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