Cut along the outer border and affix this label to your sealed bid
envelopeto identify it asa“ Sealed Bid”. Be sureto include the name of
the company submitting the bid where requested.

SEALED BID ¢« DO NOT OPEN

SEALED BID NO.: 056-0763-B (RM)

BID TITLE: SERVICES: CONTRACT STAFFING RESOURCES for
INFORMATION SYSTEMS (IS)

DUE DATE/TIME: AUGUST 8, 2006 @ 3:00 P.M.

SUBMITTED BY:

(Name of Company)

+ DELIVER TO: PURCHASING DEPARTMENT
: Board of County Commissioners
Annex Building —6" Floor
400 South Fort Harrison Avenue
Clearwater, FL 33756

______________________________________________________________________________________________

Please Note:

From time to time, addenda may be issued to this bid. Any such addenda will be posted on the same Web
site, www.pinellascounty.org/purchase, from which you obtained this bid. Before submitting your
bid/proposal you should check our Web site to download any addenda that may have been issued. Please
remember to sign and return addendum acknowledgement form with completed bid packageif applicable.
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Pinellas County Board of County Commissioners
INVITATION TO BID

400 South Ft. Harrison, Sixth Floor

BID TO: Clearwater, Florida 33756 PINELLAS COUNTY

BOARD OF COUNTY COMMISSIONERS

BID TITLE: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION BID NO.: 056-0763-B (RM)

SYSTEMS (IS)

PRE-BID CONFERENCE: N/A www.pinellascounty.org

DATE/TIME: N/A

Pinellas
(ounty

PURCHASING

BID SUBMITTAL IS DUE: AUGUST 8, 2006 @ 3:00 P.M AND ISSUE DATE
MAY NOT BE WITHDRAWN FOR 60 DAYS AFTER SUCH DATE AND TIME
JULY 14, 2006

DEADLINE FOR WRITTEN QUESTIONS: JULY 26,2006 by 3:00 P.M.
CONTACT PERSON: RUBY MCKENZIE

EMAIL ADDRESS: rmmckenz@co.pinellas.fl.us
PHONE: 727-464-3311 FAX 727/464-3925

COMMISSIONERS

RONNIE DUNCAN - VICE CHAIRMAN Pinellas County Government is committed to progressive public

CALVIN D. HARRIS
SUSAN LATVALA
JOHN MORRONI

KAREN WILLIAMS SEEL
ROBERT B. STEWART

policy, superior public service, courteous public contact, judicious
exercise of authority and sound management of public resources to JOSEPH LAURO
meet the needs and concerns of our citizens today and tomorrow. CPPO/CPPB '

Director of Purchasing

SECTION A

GENERAL CONDITIONS OF INVITATION TO BID

1. PREPARATION OF BID:

Bid will be prepared in accordance with the following:

(a)
(b)

(c)
(d)
(e)
]
(@)

(h)

@i

Our enclosed Bid Summary is to be used in submitting your bid.

All information required by the Bid Summary shall be furnished. The bidder shall print or type his name and
manually sign the schedule and each continuation sheet on which an entry is made.

Unit prices shall be shown and where there is an error in extension of price, the unit price shall govern.
Alternate bids will not be considered unless authorized by the Invitation to Bid.

Proposed delivery time must be shown and shall include Sundays and holidays.

Bidders will not include federal taxes nor State of Florida sales, excise, and use taxes in bid prices, as the
County is exempt from payment of such taxes. An exemption certificate will be signed where applicable
upon request.

Bidders shall thoroughly examine the drawings, specifications, schedule, instructions and all other contract
documents.

Bidders shall make all investigations necessary to thoroughly inform themselves regarding plant and
facilities for delivery of material and equipment as required by the bid conditions. Plea of ignorance by the
bidder of conditions that exist or that may hereafter exist as a result of failure or omission on the part of the
bidder to make the necessary examinations and investigations, or failure to fulfill in every detail the
requirements of the contract documents, will not be accepted as a basis for varying the requirements of the
County or the compensation to the vendor.

Bidders are advised that all County Contracts are subject to all legal requirements provided for in the
Purchasing Ordinance and/or State and Federal Statutes.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION A - GENERAL CONDITIONS - CONTINUED

2. DESCRIPTION OF SUPPLIES:
(a) Any manufacturer's names, trade names, brand name, or catalog numbers used in specifications are for the
purpose of describing and establishing general quality levels. SUCH REFERENCES ARE NOT INTENDED
TO BE RESTRICTIVE. Bids will be considered for all brands which meet the quality of the specifications
listed for any items.

(b) Bidders are required to state exactly what they intend to furnish, otherwise they shall be required to furnish the items as
specified.

(c) Bidders will submit, with their proposal, data necessary to evaluate and determine the quality of the item(s) they are
bidding.

3. BMISSION OF BID:

(a) Bids or proposals shall be submitted utilizing recycled paper copied on both sides’ wherever possible. Failure to comply
could result in the bid or proposal being rejected.

(b) Bid and changes thereto shall be enclosed in sealed envelopes addressed to the Purchasing Department, Pinellas

County. The name and address of the bidder, the date and hour of the bid submittal and the material or service bid on
shall be placed on the outside of the envelope.

(c) Bid must be submitted on the forms furnished. Electronic/facsimile bids will not be considered. The County reserves
the right to modify the Bid Proposal by electronic/facsimile notice provided such notice is received prior to the time and
date set for the bid submittal.

4, REJECTION OF BID:

(@) The County may reject a bid if:
1. The bidder misstates or conceals any material fact in the bid.
2. The bid does not strictly conform to the law or requirements of bid.
3. The bid is conditional, except that the bidder may qualify his bid for acceptance by the County on an "all or none"

basis, or a "low item" basis. An "all or none" basis bid must include all items upon which the bid was invited.

(b) The County may, however, reject all bids whenever it is deemed in the best interest of the County to do so, and may
reject any part of a bid unless the bid has been qualified as provided in 4(a) 3. The County may also waive any minor
informalities or irregularities in any bid.

5. WITHDRAWAL OF BID:
(a) Bid may not be withdrawn after the time set for the bid submittal for a period of time as specified.
(b) Bid may be withdrawn prior to the time set for the bid submittal. Such request must be in writing.

6. LATE BID OR MODIFICATIONS:

(a) Bid and modifications received after the time set for the bid submittal will not be considered.
(b) Modifications in writing received prior to the time set for the bid submittal will be accepted.
7. PUBLIC REVIEW AT BID OPENING: Bids will be opened immediately after the bid submittal date and time (3:00 PM)

by the Pinellas County Purchasing Department, 400 South Fort Harrison Avenue, Annex Building, 6th Floor, Clearwater,
FL 33756. The public may attend the bid opening, but may not immediately review any bids submitted. The names of
respondents and their bids amounts will be read aloud at the time of opening. Pursuant to Florida Statute, Section
119.07(3)(m), all bids submitted shall be subject to review as public records 10 days from opening, or earlier if an
intended decision is reached before the ten day period expires.

8. AWARD OF CONTRACT:
(@) The contract will be awarded to the lowest responsive, responsible bidder(s) whose bid, conforming to the Invitation to
Bid, is most advantageous to Pinellas County, price and other factors considered. For Invitation to Bid for Sale of Real
or Surplus Property, award will be made to the highest and most advantageous bid including price and other factors

considered.

(b) The County reserves the right to accept and award item by item, and/or by group, or in the aggregate, unless the bidder
qualifies his bid by specified limitations. Re Par. 4(a) 3.

(c) If two or more bids received are for the same total amount or unit price, quality and service being equal, the contract
shall be awarded to one vendor by drawing lots in public.

(d) Prices quoted must be FOB Pinellas County with all transportation charges prepaid unless otherwise specified in the
Invitation to Bid.

(e) A written award of acceptance (Purchase Order), mailed or otherwise furnished to the successful bidder, shall result in a

binding contract without further action by either party.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION A - GENERAL CONDITIONS - CONTINUED

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

BIDS FROM RELATED PARTIES OR MULTIPLE BIDS RECEIVED FROM ONE VENDOR: Where two (2) or more
related parties each submit a bid or proposal or multiple bids are received from one (1) vendor, for any contract, such bids or
proposals shall be judged non-responsive. Related parties mean bidders or proposers or the principles thereof, which have a
direct or indirect ownership interest in another bidder or proposer for the same contract or in which a parent company or the
principles thereof of one (1) bidder or proposer have a direct or indirect ownership interest in another bidder or proposer for the
same contract.

LOCAL, STATE, AND FEDERAL COMPLIANCE REQUIREMENTS: The laws of the State of Florida apply to any
purchase made under this Invitation to Bid  Bidders shall comply with all local, state, and federal directives, orders and laws
including, but not limited to, Equal Employment Opportunity (EEO), Minority Business Enterprise (MBE), and OSHA.

PROVISION FOR OTHER AGENCIES: Unless otherwise stipulated by the bidder, the bidder agrees to make available to all

Government agencies, departments, and municipalities the bid prices submitted in accordance with said bid terms and conditions
therein, should any said governmental entity desire to buy under this proposal. Eligible Users shall mean all state of Florida
agencies, the legislative and judicial branches, political subdivisions (counties, local district school boards, community colleges,
municipalities, or other public agencies or authorities), which may desire to purchase under the terms and conditions of the
contract.

COLLUSION: The bidder, by affixing his signature to this proposal, agrees to the following: "“Bidder certifies that his bid is
made without previous understanding, agreement, or connection with any person, firm or corporation making a bid for the same
item(s) and is in all respects fair, without outside control, collusion, fraud, or otherwise illegal action".

CONTRACTOR LICENSE REQUIREMENT: All contractors performing construction and related work in Pinellas County
must comply with our regulatory legislation, Chapter 75-489, Laws of Florida, as amended. Failure to have a competency license
in a regulated trade will be cause for rejection of any bid and/or contract award.

BID TABULATION INQUIRIES: Inquiries relating to the results of this bid, prior to the official bid award by the Pinellas
County Board of County Commissioners may be made by visiting the Pinellas County Purchasing Office. Telephone inquiries will
be acknowledged after fourteen (14) days from the date of the bid opening. IF A TABULATION OF BIDS IS DESIRED, PLEASE
ENCLOSE A SELF-ADDRESSED STAMPED ENVELOPE WHEN SUBMITTING BID PROPOSAL. IF MORE CONVENIENT,
TABULATIONS ARE AVAILABLE FOR PICK-UP AFTER FINAL AWARD.

. If any chemicals, materials, or products containing toxic substances, in
accordance with OSHA Hazardous Communications Standards, are contained in the products purchased by the County as a
result of this bid, the successful bidder shall provide a Material Safety Data Sheet at the time of each delivery.

RIGHT TO AUDIT: Pinellas County reserves the privilege of auditing a vendor's records as such records relate to purchases
between Pinellas County and said vendor. Such audit privilege is provided for within the text of the Pinellas County Code §2-156
through 82-176(j). Records should be maintained for three (3) years from the date of final payment.

The contractor is directed to the Florida Public Entity Crime
Act, 8§287.133, Florida Statutes, and the County's requirement that the successful bidder comply with it in all respects prior to and
during the term of this contract.

MULTIPLE COPIES: Unless otherwise specified, responses to an Invitation to Bid or Request for Proposal (RFP) should be
submitted in duplicate.

COUNTY INDEMNIFICATION:

a) The first ten dollars ($10) of compensation received by the contractor pursuant to this contract represents specific
consideration for the following indemnification: contractor shall indemnify, pay the cost of defense, including attorneys'
fees, and hold harmless the County from all suits, actions or claims of any character brought on account of any injuries or
damages received or sustained by any person, persons or property by or from the said contractor; or by, or in
consequence of any neglect in safeguarding the work; or through the use of unacceptable materials in the construction of
improvements; or by, or on account of any act or omission, neglect or misconduct of the said contractor; or by, or on
account of, any claim or amounts recovered under the "Workers' Compensation Law" or of any other laws, by-laws,
ordinance, order or decree, except only such injury or damage as shall have been occasioned by the sole negligence of
the County.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION A - GENERAL CONDITIONS - CONTINUED

20.

21.

22.

23.

24,

25,

b. The successful bidder(s) agrees to indemnify the County and hold it harmless from and against all claims, liability, loss,
damage or expense, including counsel fees, arising from or by reason of any actual or claimed trademark, patent or
copyright infringement or litigation based thereon, with respect to the goods or any part thereof covered by this order, and
such obligation shall survive acceptance of the goods and payment thereof by the County.

VARIANCE FROM STANDARD TERMS & CONDITIONS: All standard terms and conditions stated in Section A apply to
this contract except as specifically stated in the subsequent sections of the document, which take precedence over Section A,
and should be fully understood by bidders prior to submitting a bid on this requirement.

. Persons with disabilities requiring reasonable accommodation to
participate in this proceeding/event, should call 727/464-4062 (voice/tdd) fax 727/464-4157, not later than seven days prior to the
proceeding.

"OR EQUAL" DETERMINATION: Where bidding other than specified, the determination of equivalency will be at the sole
discretion of Pinellas County and its specialized personnel.

CERTIFICATE OF INSURANCE: The contractor must provide a Certificate of Insurance in accordance with Insurance
Requirements, Section C, prior to issuance of Purchase Order or commencement of any work hereunder.

Pinellas County wishes to encourage its bidders to use recycled products in fulfilling contractual obligations to the County and
that such a policy will serve as a model for other public entities and private sector companies.

When awarding a purchase of $5000 or less, or recommending a purchase in excess of $5000 for products, materials, or
services, the Director of Purchasing may allow a preference to a responsive bidder who certifies that their product or material
contains the greatest percentage of postconsumer material. If they are bidding on paper products they must certify that their
materials and/or products contain at least the content recommended by the EPA guidelines.

On all bids over fifty thousand dollars ($50,000)) and formal quotes under fifty thousand dollars ($05,000), or as required by law,
the Director of Purchasing shall require vendors to specify which products have recycled materials, what percentage or amount is
postconsumer material, and to provide certification of the percentages of recycled materials used in the manufacture of goods
and commaodities procured by the County.

Price preference is not the preferred practice the County wishes to employ in meeting the goals of this resolution. If a price
preference is deemed to serve the best interest of the County and further supports the purchase of recycled materials, the
Director of Purchasing will make a recommendation that a price preference be allowed up to an amount not to exceed 10% above
the lowest complying bid received.

DEFINITIONS:

Recovered Materials: Materials that have recycling potential, can be recycled, and have been diverted or removed from the solid
waste stream for sale, use or reuse, by separation, collection, or processing.

Recycled Materials: Materials that contain recovered materials. This term may include internally generated scrap that is
commonly used in industrial or manufacturing processes, waste or scrape purchased from another manufacturer and used in the
same or a closely related product.

Postconsumer Materials: Materials which have been used by a business or a consumer and have served their intended end use,
and have been separated or diverted from the solid waste stream for the purpose of recycling, such as; newspaper, aluminum,
glass containers, plastic containers, office paper, corrugated boxes, pallets or other items which can be used in the
remanufacturing process.

ASBESTOS MATERIALS:

The contractor shall perform all work in compliance with Federal, State and local laws, statutes, rules, regulations and
ordinances, including but not limited to the Department of Environmental Protection (DEP)'s asbestos requirements, 40 CFR Part
61, Subpart M, and OSHA Section 29 CFR 1926.58. Additionally, the contractor shall be properly licensed and/or certified for
asbestos removal as required under Federal, State and local laws, statutes, rules, regulations and ordinances.

The County shall be responsible for filing all DEP notifications and furnish a copy of the DEP notification and approval for
demolition to the successful contractor. The County will furnish a copy of the asbestos survey to the successful bidder. The
contractor must keep this copy on site at all times during the actual demolition.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION A - GENERAL CONDITIONS - CONTINUED

26.

27.

28.

29.

30.

31.

32.

PAYMENT/INVOICES: The bidder must specify on the Bid Summary form exactly the company name and address which
must be the same as invoices submitted for payment as a result of award of this bid. Further, the successful bidder is
responsible for immediately notifying the Purchasing Department of any company name change, which would cause invoicing to
change from the name used at the time of the original bid. Payment will be made, in arrears, in accordance with Fla. Stat. §
218.70, et. seq., the Local Government Prompt Payment Act.

CANCELLATION:

(a) Pinellas County reserves the right to cancel this contract without cause by giving thirty (30) days prior notice to the
contractor in writing of the intention to cancel or with cause if at any time the contractor fails to fulfill or abide by any of
the terms or conditions specified.

(b) Failure of the contractor to comply with any of the provisions of this contract shall be considered a material breach of
contract and shall be cause for immediate termination of the contract at the discretion of Pinellas County.

a. In the event sufficient budgeted funds are not available for a new fiscal period, the County shall notify the vendor of such
occurrence and contract shall terminate on the last day of current fiscal period without penalty or expense to the County.

(d) In addition to all other legal remedies available to Pinellas County, Pinellas County reserves the right to cancel and
obtain from another source, any items which have not been delivered within the period of time stated in proposal, or if no
such time is stated, within a reasonable period of time from the date of order as determined by Pinellas County.

BIDDER CAPABILITY/REFERENCES: Prior to contract award, any bidder may be required to show that the company has
the necessary facilities, equipment, ability and financial resources to perform the work specified in a satisfactory manner and
within the time specified. In addition, the company must have experience in work of the same or similar nature, and can provide
references, which will satisfy the County. Bidders must furnish a reference list of at least four (4) customers for whom they have
performed similar services (SEE SECTION D)

DELIVERY/CLAIMS: Prices quoted shall be F.O.B. Destination, FREIGHT INCLUDED and unloaded to location(s) within
Pinellas County. Actual delivery address(es) shall be identified at time of order. Successful bidder(s) will be responsible for
making any and all claims against carriers for missing or damaged items

MATERIAL QUALITY: All materials purchased and delivered against this contract will be of first quality and not damaged
and/or factory seconds. Any materials damaged or not in first quality condition upon receipt will be exchanged within twenty-four

(24) hours of notice to the Contractor at no charge to the County.

WRITTEN REQUESTS FOR INTERPRETATIONS/CLARIFICATIONS: No oral interpretations will be made to any firms
as to the meaning of specifications or any other contract documents. All questions pertaining to the terms and conditions or
scope of work of this bid/proposal must be sent in writing (mail or fax) to the Purchasing Department and received by the date
specified in Section A. Responses to questions may be handled as an addendum if the response would provide clarification to
requirements of the bid/proposal. All such addenda shall become part of the contract documents. The County will not be
responsible for any other explanation or interpretation of the proposed bid made or given prior to the award of the contract. The
Purchasing Department will be unable to respond to questions received after the specified time frame.

ASSIGNMENT/SUBCONTRACTING/CORPORATE ACQUISITIONS AND/OR MERGERS: The Contractor shall
perform this contract. If a bidder intends to subcontract a portion of this work, the bidder must disclose that intent in the bid. No
assignment or subcontracting shall be allowed without prior written consent of the County. In the event of a corporate acquisition
and/or merger, the Contractor shall provide written notice to the County within thirty (30) business days of Contractor’s notice of
such action or upon the occurrence of said action, whichever occurs first. The right to terminate this contract, which shall not be
unreasonably exercised by the County, shall include, but not be limited to, instances in which a corporate acquisition and/or
merger represent a conflict of interest or are contrary to any local, state, or federal laws. Action by the County awarding a bid to a
bidder, which has disclosed its intent to assign or subcontract in its response to the ITB, without exception shall constitute
approval for purposes of this Agreement.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION A - GENERAL CONDITIONS - CONTINUED

33.

34.

35.

36.

37.

38.

EXCEPTIONS: Contractor is advised that if it wishes to take exception to any of the terms contained in this Bid it must identify
the term and the exception in its response to the Bid. Failure to do so may lead County to declare any such term non-negotiable.
Contractor's desire to take exception to a non-negotiable term will not disqualify it from consideration for award.

NON-EXCLUSIVE CONTRACT: Award of this Contract shall impose no obligation on the County to utilize the vendor for all
work of this type, which may develop during the contract period. This is not an exclusive contract. The County specifically
reserves the right to concurrently contract with other companies for similar work if it deems such action to be in the County's best
interest. In the case of multiple-term contracts, this provision shall apply separately to each term.

LOBBYING: Lobbying of Evaluation Committee members, Pinellas County Government employees, or elected officials
regarding request for proposals, request for qualifications, bids or contracts, during the pendency of bid protest, by the
bidder/proposer/protestor or any member of the bidder's/proposer’s/protestor’s staff, an agent of the bidder/proposer/protestor, or
any person employed by any legal entity affiliated with or representing an organization that is responding to the request for
proposal, request for qualification, bid or contract, or has a pending bid protest is strictly prohibited either upon advertisement or
on a date established by the Board of County Commissioners and shall be prohibited until either an award is final or the protest is
finally resolved by the County Administrator or Purchasing Director; provided, however, nothing herein shall prohibit a prospective
bidder/proposer from contacting the Purchasing Department to address situations such as clarification and/or questions related to
the procurement process. For purposes of this provision lobbying activities shall include but not be limited to, influencing or
attempting to influence action or non-action in connection with any request for proposal, request for qualification, bid or contract
through direct or indirect oral or written communication or an attempt to obtain goodwill of persons and/or entities specified in this
provision. Such actions may cause any request for proposal, request for qualification, bid or contract to be rejected.

ADDITIONAL REQUIREMENTS: The County reserves the right to request additional goods or services relating to this
Invitation to Bid (ITB) from the Contractor. When approved by the County as an amendment to this Agreement and authorized in
writing, the Contractor shall provide such additional requirements as may become necessary.

ADD/DELETE LOCATIONS SERVICES: The County reserves the right to unilaterally add or delete locations/services,
either collectively or individually, at the County’s sole option, at any time after award has been made as may be deemed
necessary or in the best interests of the County. In such case, the contractor(s) will be required to provide services to this
contract in accordance with the terms, conditions, and specifications.

PROTEST PROCEDURE:
As per Section 2-162 of County Code
1.
(@) Bid/Proposal protests. Any actual or prospective bidder, proposer, who is allegedly aggrieved in connection
with the issuance of a bid/proposal package or pending award of a contract may protest to the director of purchasing.
(Ord. No. 94-51, § 5, 6-7-94)

(b) Posting. The purchasing department shall post the formal award on the departmental website. The formal
award shall be publicly posted on the purchasing department’s website no less than three full business days after the decision to
recommend the award to the bidder/proposer is made.

(c) Requirements to Protest.

Q) If the protest relates to the content of the bid/proposal package, a formal written protest must be filed no later
than 5:00 p.m. on the fifth full business day after issuance of the bid/proposal package.

)] If the protest relates to the award of a contract, a formal written protest must be filed no later than 5:00 p.m., on
the fifth business day after posting of either the contract award recommendation or the contract award itself. The formal
written protest shall identify the protesting party and the solicitation involved; include a clear statement of the grounds on
which the protest is based; refer to the statutes, laws, ordinances or other legal authorities which the protesting party
deems applicable to such grounds; and specifically request the relief to which the protesting party deems itself entitled
by application of such authorities to such grounds.
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SECTION A - GENERAL CONDITIONS - CONTINUED

39.

40.

3) A formal written protest is considered filed with the county when the Purchasing Department, County
Administrator, or County Commission receives it. Accordingly, a protest is not timely filed unless it is received within the
time specified above. Failure to file a formal written protest within the time period specified shall constitute a waiver of
the right to protest and result in relinquishment of all rights to protest by the bidder/proposer.

(d) Sole remedy. These procedures shall be the sole remedy for challenging an award of bid. Bidder/proposers
are prohibited from attempts to influence, persuade, or promote a bid protest through any other channels or means.
Such attempts shall be cause for suspension in accordance with 2-161(b) of this article.

(e) Time Limits. The time limits in which protests must be filed as specified herein may be altered by specific
provisions in the Bid/Request for Proposal.

U} Authority to resolve. The Director of Purchasing shall resolve the protest in a fair and equitable manner and
shall render a written decision to the protestant no later than 5:00 p.m. on the fifth business day after the filing thereof.

(9) Review of Purchasing Director’s decision.

(1) The protesting party may request a review of the Purchasing Director’s decision to the County Administrator by
delivering written request for review of the decision to the Director of Purchasing by 5:00 p.m. on the fifth business day
after the date of the written decision. The written notice shall include any written or physical materials, objects,
statements, and arguments, which the bidder/proposer deems relevant to the issues raised in the request for review.

(2) If it is determined that the solicitation or award is in violation of law or the regulations and internal procedures of
the purchasing department, the County Administrator shall immediately cancel or revise the solicitation or award as

deem appropriate.

3) If it is determined that the solicitation or award should be upheld, the County Administrator shall issue a
decision in writing stating the reason for the action with a copy furnished to the protesting party and all substantially
affected persons or businesses no later than 5:00 p.m., on the fifth full business day. The decision shall be final and
conclusive as to the county unless any further action is taken or a party commences action in court.

2. Stay of Procurement During Protests. There shall be no stay of procurement during protests.

INTEGRITY OF BID DOCUMENTS

Bidders shall use the original Bid Form(s) provided by the Purchasing Department and enter information only in the spaces where
a response is requested. Bidders may use an attachment as an addendum to the Bid Form(s) if sufficient space is not available
on the original form for the bidder to enter a complete response. Any modifications or alterations to the original bid
documents by the bidder, whether intentional or otherwise, will constitute grounds for rejection of a bid. Any such
modifications or alterations a bidder wishes to propose must be clearly stated in the bidder’s proposal response and presented in
the form of an addendum to the original bid documents.

PUBLIC EMERGENCIES:
It is hereby made a part of this bid that before, during, and after a public emergency, disaster, hurricane, tornado, flood, or other
acts of God that Pinellas County shall require a “First Priority” for goods and services. It is vital and imperative that the majority of
citizens are protected from any emergency situation that threatens public health and safety, as determined by the County.
Vendor/contractor agrees to rent/sell/lease all goods and services to the County or governmental entities on a “first priority” basis.
The County expects to pay a fair and reasonable price for all products and services rendered or contracted in the event of a
disaster, emergency, hurricane, tornado or other acts of God.

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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SECTION B SPECIAL CONDITIONS

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid Number: 056-0763-B (RM)

1. INTENT: In accordance with attached specifications, it is the intent of Pinellas County to establish a contract with
one or more suppliers based on cost, skill and availability of the resource to provide Contract Staffing Resources
for Information Systems (IS), as and when required for Staff Augmentation and Project oriented services.

2. QUANTITIES: Quantities stated are an estimate only and no guarantee is given or implied as to quantities that will
be used during the contract period. Estimated quantities are based upon previous use and/or anticipated needs.
Estimated annual expenditure could be as much as $3,000.000. 00.

3. PRICING/PERIOD OF CONTRACT: Unit prices bid of listed items shall be held firm for the duration of the contract.
Duration of the contract shall be for a period of Twenty-four (24) months from the date of contract award and any
extension thereof.

4, OPTION OF RENEWAL:
The contract may be extended subject to written notice of agreement from the County and the successful bidder(s)
for an additional Twenty-four (24) month period beyond the primary contract period. Contract renewals will allow for
price adjustments in an amount not to exceed the average of the Consumer Price Index (CPI) for Urban Wage
Earners and Clerical Workers Not Seasonally Adjusted, U.S. City Average, all items for the twelve months prior to
renewal, or 5 (%) percent, whichever is less. This option shall be exercised only if all terms and conditions remain
the same and the County Administrator or Director of Purchasing grants approval.

It is the vendor’'s responsibility to request any pricing adjustment under this provision. For any adjustment to
commence on the first day of any exercised option period, the vendor’s request for adjustment should be submitted
ninety (90) days prior to expiration of the then current contract term or at time of renewal request from the County.
The vendor adjustment request should not be in excess of the relevant pricing index change. If no adjustment
request is received from the vendor, the County will assume the vendor has agreed that the optional term may be
exercised without pricing adjustment. Any adjustment request received after the commencement of a new option
period may not be considered.

5. AWARD: The contract award will be to multiple vendors and will be based on the following factors:
o] Rate Range

The rate range is expected to factor employees’ skill level from Novice to Expert. The average rate will be
used as a determinant.

o] Qualifications of Vendor and staff sampling
Financial and professional portfolio for vendor as well as professional staff available will be the determinant.
o] References

Delivery, candidate performance, service level will be determining factors in the selection criteria.

The Agreement resulting from award of this bid is not intended to constitute, create, give rise to or otherwise
recognize a joint venture agreement or relationship, partnership or formal business organization of any kind, and the
rights and obligations of the parties shall be only those expressly set forth in the agreement. The parties agree that
no persons supplied by the Vendor in the performance of Vendor’s obligations under the agreement are considered
to be Pinellas County's employees and that no rights of County civil service, retirement or personnel rules accrue to
such persons. The Vendor shall have total responsibility for all salaries, wage, bonuses, retirement, withholdings,
workmen’s compensation, occupational, disease compensation, unemployment compensation, other employee
benefits and all taxes and premiums due such persons, and shall save and hold the Pinellas County harmless.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

6. INDEPENDENT CONTRACTOR STATUS: The Contractor, together with its agents, subcontractors, officers and
employees shall have and always retain under the Contract the legal status of an independent contractor, and in no
manner shall they be deemed employees of the County or deemed to be entitled to any benefits associated with
such employment. The Contractor shall maintain at its sole expense all those benefits to which its employees would
otherwise be entitled to by law, including health benefits, and all necessary insurance for its employees, including
workers’ compensation, disability, and unemployment insurance. The Contractor shall provide the County with
certification of such insurance upon request. The Contractor remains responsible for all applicable federal, state,
and local taxes, and all FICA contributions.

7. BREACH OF CONTRACT: Failure of Contractor to perform any of the services required by this contract within ten
(10) days of receipt of written demand for performance from the County shall constitute breach of contract.

8. WORKSITE SANITATION: At the end of each workday, the contractor shall remove from the premises the daily
accumulation of waste materials or rubbish caused by his operations. Safety hazards will be immediately corrected
by the contractor. The contractor is also responsible for ensuring that any subcontractor hired by him or his
subcontractors totally cleanup the worksite at the completion of the work. If the contractor fails to clean up at the
completion of the work, the County may do so and deduct the cost of such cleanup from the contractor's most
current invoice. The contractor will not be responsible for cleaning up debris left by the County's employees, the
public utilizing other areas in the vicinity of the worksite, or left by other contractors.

9. OWNERSHIP OF INTELLECTUAL PROPERTY: Any and all intellectual property, including but not limited to
copyright, invention, trademark, trade name, service mark, and/or trade secrets created or conceived pursuant to or
as a result of this contract and any related subcontract (“Intellectual Property”), shall be considered work for hire and
the County shall be considered the creator of such Intellectual Property. The agency, department, division, board or
commission of the City requesting the issuance of this contract shall own (for and on behalf of the County) the entire
right, title and interest to the Intellectual Property throughout the world. Vendor shall notify the County, within thirty
(30) days, of the creation of any Intellectual Property by it or its subcontractor(s). Vendor, on behalf of itself and any
subcontractor(s), agrees to execute any and all document(s) necessary to assure ownership of the Intellectual
Property vests in the County and shall take no affirmative actions that might have the effect of vesting all or part of
the Intellectual Property in any entity other than the County. The Intellectual Property shall not be disclosed by
Vendor or its subcontractor(s) to any other entity without the express written authorization of the County. If by
operation of law, the Intellectual Property is not owned in its entirety by the County automatically upon its creation,
then Vendor agrees to assign and hereby assigns to the County the ownership of the Intellectual Property. The
Vendor agrees to take such further action and execute and deliver such further agreements and other instruments
as the County may reasonably request to give effect to this clause. It is expressly agreed by Vendor that these
covenants are irrevocable and perpetual.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

10. SOFTWARE MADE AVAILABLE FOR THE VENDOR'S USE:
(a) Information Systems and Pinellas County, from time to time, may make certain software acquired under license
available to the Vendor for its use in the performance of this contract.
(b) The Vendor recognizes and acknowledges that such software or data contained therein may be proprietary and
confidential to a third party.
(c) The Vendor agrees that it and its employees will not use, copy, disclose, modify, or reverse engineer such
software except as permitted by the license and any other terms and conditions under which the software is made
available to the Vendor.
(d) The Vendor is not authorized to violate any software licensing agreement, or to cause Pinellas County to violate
any licensing agreement. If, at any time during the performance of this contract, the Vendor has reason to believe
that its utilization of the furnished software may involve or result in a violation of County's licensing agreement,
the Vendor shall promptly notify the Project Manager, in writing, of the pertinent facts and circumstances.
Pending direction from the Project Manager, the Vendor shall continue to perform to the full extent possible
without utilizing the software in question.
(3) Selected candidates are expected to follow Pinellas County’s policy in its use of the web, telephones and
other County property.

11. EXCLUSIVE POSSESSION: All services, information, computer program elements, reports, and other deliverables
which may be created under this contract are the sole property of the Pinellas County and shall not be used or
released by the Vendor or any other person representing the Vendor, except with prior written permission by the
County.

12. HARDWARE AND SOFTWARE PURCHASES: In the event that Information Systems requires hardware or
commercial off-the-shelf (COTS) software as part of a delivered solution, the County will use the most cost-effective
method of procuring such products. This contract is not intended to enable such purchases.

13. SUBCONTRACTORS OR JOINT VENTURES: In response to this bid, if a Prime Vendor intends on subcontracting
or a Joint Venture Partnership is created, documentation to that effect will be submitted to the County outlining the
liability and contractual premise. Failure to submit the required documentation at the appropriate time will result
in a determination by the County as to breach of contract. No assignment or Subcontract shall be allowed
without prior consent of the County.

14. TERMINATION FOR CONVENIENCE OR DEFAULT: Pinellas County may terminate this contract in whole or in part, for
the County's convenience or because of the failure of the Vendor to fulfill the contract obligations. Information
Systems shall terminate by delivering to the Vendor a Notice of Termination specifying the nature, extent, and
effective date of the termination. Upon receipt of the notice, the Vendor shall (1) immediately discontinue all services
affected (unless the notice directs otherwise), and (2) deliver to the designated person all data, drawings,
specifications, reports, estimates, summaries, and other information and materials accumulated in performing this
contract, whether completed or in process.

If the termination is for the convenience of the County, the Contracting Officer shall make an equitable adjustment in
the contract price but shall allow no anticipated profit on unperformed services.

If the termination is for failure of the Vendor to fulfill the contract obligations, the County may complete the work by
contact or otherwise and the Vendor shall be liable for any additional cost incurred by the County.

If, after termination for failure to fulfill contract obligations, it is determined that the Vendor
was not in default, the rights and obligations of the parties shall be the same as if the termination had been issued
for the convenience of the County.

The right to terminate this contract, which shall not be unreasonable exercised by the County, shall include, but not
limited to, instances in which work product or schedules are disrupted and/or resources are not equivalent to those
promised under the details of the contract.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

15.

16.

PAROLE EVIDENCE: This Invitation to Bid (ITB) is intended by the parties as a final expression of their agreement
and is intended also as a complete and exclusive statement of the terms of this ITB. No course of prior dealings
between the parties and no usage in the trade shall be relevant to supplement or explain any term used in this
Contract. Acceptance or acquiescence in a course of performance rendered under this contract shall not be relevant
to determine the meaning of this Contract even though the accepting or acquiescing party has knowledge of the
nature of the performance and opportunity to object.

BID SUBMITTALS: The vendor will respond to each of the requested categories listed in the ITB. Staff Acquisition
and Project Based staffing. Skill categories are located in Appendix A. A representation of the required skills is
Technical Support, Application Design, Project Management and Development, Telecommunications and
Consulting. Each category should contain:

Service Offering Overview

Company History / Case Studies

Company Contact

Special Qualifications

Training and Recruiting Method

O OO0 O0O0

Vendor Experience

- To be included in bid response under a particular category, a vendor must have documented successful
experience in one or both categories. A clear description of your services in each category will assist
Information Systems in selecting vendors for engagements that require specific skill sets.

- Provide a narrative explaining why you believe your staff is qualified to provide services in a category.
Also, describe any certifications received by the company or staff that will be working on the contracts.
Every effort should be made to provide substantiation for projects using EPIC/RUP, ITIL and PMI
compliant methodologies.

- Company history

- Company contact person

- Training and recruiting methods

For the Project Category, describe the methods, processes and tools your company has used in typical
engagements.

Identify any special qualifications your company and/or staff have received; for example 1ISO or PMI certified etc.

Vendor References
- Provide references to substantiate your experience. Three customer references are required for each
category for which you choose to respond as identified above. The references should be from public and/or
private sector companies.
- Technical Support - Provide 3 customer references (include name and contact information, description of
work completed)
1) Application Design and Development - Provide 3 customer references (include name and contact
information, description of work completed)
2) Telecommunications - Provide 3 customer references (include name and contact information,
description of work completed)
3) Consulting - Provide 3 customer references (include name and contact information, description of
work completed)

o Provide a description of work completed for each of the references identified. Describe the methods, processes
and tools used in a typical engagement.

o Reference information must contain the company or agency name, a contact name and title, telephone number
and e-mail address, dates of engagement, and number and types of staff assigned to the project.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

17.

18.

Project Management Methodology

1) Vendors must agree to manage projects using the IS project management methodology established by the
IS Program Management Office, and any associated best practices.

2) Describe any project management specific certifications your staff may have.

3) Describe any Project methodologies applied in the execution of projects.

Rate Structure
5-10 Resume Sampling (see Appendix D for template)

A clear description of your services in each category will assist Information Systems in selecting contractor(s)for
engagements that require specific skill sets.

e Provide copies of any certifications held by the company.

e Describe training and recruiting methods your company uses.

e Provide resume, of person designated to act as company contact, including telephone number and email
address.

e Provide a professional portfolio for each staff of the personnel categories your firm will fill.

o Verify staff’s experience using EPIC/RUP, ITIL and PMI compliant methodologies.

e Provide copies of any certifications held by staff that will be used for this contract.

e Provide Statement of Work at time service is requested. See (Appendix C - Sample Project Scope).

OBLIGATION: All Proposers/Bidders are required to meet the requirements for reporting and compliance to project
bid requirements detailed in this document, at the time their bid is submitted. The successful Proposer/Bidder, by the
submittal of a bid/proposal or subsequent acceptance of a contract, agrees to satisfactorily perform to project
opportunities by complying with the post-award requirements. Failure to comply with the requirements of the
Contract, including the achievement of the required submissions and agreements, the substantiation of the good
faith effort to ensure that resources provided meet the requirements documented in the Contract, constitutes a
breach of contract. Such breach may lead to the termination or cancellation of the Vendor eligibility. Included in
these requirements is the work under this Contract, and /or substantiation that a good faith effort to ensure that
Please see the section on REQUIRED ASSURANCES for more information and that qualified candidates have the
required skills to participate in the performance of work under this Contract.

REQUIREMENTS AND PROCEDURES SUBSEQUENT TO CONTRACT AWARD:_ Upon Award of the Bid, the
successful Bidder/Proposer shall or in response to all or part of a presented opportunity for subsequent response to
resource requests, may enter into a subcontract or Joint Venture with approved subcontractors as submitted at the
time of bid.

In the event that a Prime Vendor subcontracts any portion of the work to a subcontractor, the Prime Vendor will be
held responsible for any non-compliance or breach of contract by the subcontractor. Additionally, a “Letter on Intent
to Perform as a Subcontractor/Supplier or Joint Venture” shall reflect the agreed upon scope and dollar value of the
subcontract that will be entered into in the event that the bidder receives award of the contract.

Failure to comply with the terms of the contract or to use unapproved subcontractors as stated in the Vendor’s
assurances constitutes breach of contract, and may lead to the cancellation or termination of the Contract.

Failure of the Vendor to submit the required documentation to substantiate contractual arrangements made with
substitute/joint partnership firms within seven days from the time that the submittal of “responses to opportunity” is
presented to the County for approval of the substitution shall constitute a breach of contract and may result in the
termination or cancellation of the contract.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

19.

20.

21.

22,

23.

ACCEPTANCE: All material or service is subject to final inspection and acceptance by the Project Manager or his
or her designee. Material or service failing to conform to the specifications of this contract shall be held at Vendor's
risk and may be returned or reported to the Vendor. If so returned or reported, all costs are the responsibility of the
Vendor. Noncompliance shall conform to the cancellation clause set forth in this document.

LOSS OF MATERIALS: The County does not assume any responsibility, at any time, for the protection of or for
loss of materials, from the time that the contract operations have commenced until the final acceptance of the work
by the project manager.

REPORTING REQUIREMENTS AND POST-AWARD COMPLIANCE: Any Vendor found to have knowingly
engaged in or participated in any attempt, direct or in-direct, to evade the requirements of this Contract may be
declared ineligible for any future contracts paid for, in whole or in part, by Pinellas County. Furthermore, the Vendor
may be held liable to the Pinellas County for any forfeiture of funds or damages caused by delay in the award or
performance of the contract resulting from the Vendor’s non-compliance.

During the performance of the work under this Contract, the Vendor shall keep such records as are necessary to
determine compliance with its obligations. Records to be kept by the Vendor will indicate the actual hours worked
the type of work being performed, and actual dollar value of work, services and procurement.

During the contract period the Vendor shall submit reports on contracts and other business transactions executed
with respect to the records referred to above. The reports shall be in such a form, manner, and content as
prescribed by the County. These reports (Attachment D) shall be submitted with each request for payment but not
later than the first week of each month to the County.

REQUIRED ASSURANCES: As a condition of this Invitation to Bid (ITB), Pinellas County shall require each
contract signed by itself with Vendors, and each subcontract signed by the Vendor with a subcontractor, to include
the following assurance:

Failure by the Vendor to carry out these requirements is a material breach of this contract which may result
in the termination of this contract or such other remedy as the County deems appropriate.”

Mere Pro-Forma efforts will not be regarded as satisfying the requirements of good faith.

EQUIPMENT AND PROPERTY: The Vendor must notify the Project Manager when an employee on assignment
for Pinellas County terminates employment with the company prior to completion of the contract. The Vendor is
responsible for ensuring all issued equipment and property assigned to the departing contractor has been recovered
and that access to facilities and computer networks has been terminated. Equipment and property includes, but is
not limited to, keys, office equipment, computer equipment (hardware and software), manuals and books,
telecommunications equipment, badges, and parking passes. A notification by the vendor must be completed for
each contractor terminating employment.

The candidate will follow County and Department policy in regard to building access and remote access, and hours
of operation. A candidate will not be permitted on site without a County employee in attendance.
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SECTION B - SPECIAL CONDITIONS - CONTINUED

24, UNPLANNED WORK OR OFF HOUR WORK: Unplanned work or off hour work is defined and allowed in
accordance with Information Systems Policy but must be approved by the Project Manager, Division Manager and
Department Director. Unplanned work or off hour work that is of a relatively short duration or of such a nature that it
is cost beneficial to use unplanned work or off hour work (such as using unplanned work or off hour work for the
implementation of an application after normal business hours, etc.).

Unpredicted unplanned work or off hour work is that unplanned work or off hour work that is of a longer duration and
generally results from unplanned changes in risk levels or operations. Unpredicted unplanned work or off hour work
may also result from a management decision to adjust scheduling practices to meet requirements. The Vendor shall
be reimbursed for unplanned work or off hour work at the standard established rate in the contract and the Vendor
shall bill unplanned work or off hour work at the normal unplanned work or off hour work rates, as established, for
the duration allowed by the Project Manager.

25. EALSE AND FRAUDULENT STATEMENTS OR RELATED ACTS: Upon execution of the underlying contract, the
Vendor certifies or affirms the truthfulness and accuracy of any statement it has made, it makes, it may make, or
causes to be made, pertaining to the underlying contract or the project for which this contract work is being
performed. In addition to other penalties that may be applicable, the Vendor further acknowledges that if it makes, or
causes to be made, a false, fictitious, or fraudulent claim, statement, submission, or certification.

The Vendor also acknowledges that if it makes, or causes to be made, a false, fictitious, or
fraudulent claim, statement, submission, or certification to Pinellas County under a contract connected with a project,
Pinellas County reserves the right to seek remediation, to the extent the Pinellas County deems appropriate.

The Vendor agrees to include the above two clauses in each subcontract. It is further agreed that the clauses shall
not be modified, except to identify the sub-vendor who will be subject to the provisions.
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SECTION C - INSURANCE AND INDEMNIFICATION REQUIREMENTS

I MINIMUM INSURANCE REQUIREMENTS FOR GENERAL LOW RISK CONTRACTS

A. Prior to the time Contractor is entitled to commence any part of the project, work or services under this Contract,
Contractor shall procure, pay for and maintain at least the following insurance coverage’s and limits. Said
insurance shall be evidenced by delivery to the County of (1) certificates of insurance executed by the insurers
listing coverage’s and limits, expiration dates and terms of policies and all endorsements whether or not required
by the County, and listing all carriers issuing said policies; and (2) upon request a certified copy of each policy,
including all endorsements. The insurance requirements shall remain in effect throughout the term of this
Contract. In addition, the County reserves the right to request physical evidence of this coverage by requesting
the policy declaration page.

Q) Worker's Compensation in at least the limits as required by law; Employers' Liability Insurance of not
less than $100,000 for each accident.

(2) Comprehensive General Liability Insurance including, but not limited to, Independent, Contractor,
Contractual, Premises/Operations, Products/Completed Operation and Personal Injury covering the
liability assumed under indemnification provisions of this Contract, with limits of liability for personal
injury and/or bodily injury, including death, of not less than $500,000, each occurrence; and property
damage of not less than $100,000, each occurrence. (Combined Single Limits of not less than
$500,000, each occurrence, will be acceptable unless otherwise stated). Coverage shall be on an

"occurrence"” basis, and the policy shall include Broad Form Property Damage coverage, and Eire Legal

Liability of not less than $50,000 per occurrence, unless otherwise stated by exception herein.

3 Comprehensive Automobile and Truck liability covering owned, hired and non-owned vehicles with
minimum limits of $500,000 each occurrence, for bodily injury including death, and property damage of
not less than $100,000, each occurrence. (Combined Single Limits of not less than $500,000, each
occurrence, will be acceptable unless otherwise stated). Coverage shall be on an "occurrence" basis,
such insurance to include coverage for loading and unloading hazards.

B. Each insurance policy shall include the following conditions by endorsement to the policy:

Q) Each policy shall require that thirty (30) days prior to expiration, cancellation, non-renewal or any
material change in coverage’s or limits, a notice thereof shall be given to County by certified mail to:
Pinellas County Purchasing Department, 400 S. Ft. Harrison Avenue, 6th Floor, Clearwater, Florida
33756. Contractor shall also notify County, in a like manner, within twenty-four (24) hours after receipt,
of any notices of expiration, cancellation, non-renewal or material change in coverage received by said
Contractor from its insurer; and nothing contained herein shall absolve Contractor of this requirement to
provide notice.
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SECTION C - INSURANCE AND INDEMNIFICATION REQUIREMENTS

(2) Companies issuing the insurance policy, or policies, shall have no recourse against County for payment
of premiums or assessments for any deductibles which all are at the sole responsibility and risk of
Contractor.

(€) The term "County" or "Pinellas County" shall include all Authorities, Boards, Bureaus, Commissions,

Divisions, Departments and offices of County and individual members, employees thereof in their official
capacities, and/or while acting on behalf of Pinellas County.

4) Pinellas County, Board of County Commissioners shall be endorsed to the required policy or policies as
an additional insured.
The policy clause "Other Insurance" shall not apply to any insurance coverage currently held by County
to any such future coverage, or to County's Self-Insured Retention’s of whatever nature.
C. Contractor hereby waives subrogation rights for loss or damage against the County.
D. Contractor shall ensure that any subcontractors or persons hired by subcontractors maintain the same level of
insurance coverage as the contractor.

I MINIMUM INSURANCE REQUIREMENTS FOR HIGH RISK CONTRACTS OVER $100,000.00

A. For selected high-risk contracts over $100,000.00 aggregate value, the County may require an insurance
certificate, policy declaration page and required endorsements. These required items shall be received by
the County after formal Board of County Commissioners award and prior to execution of contract. Failure to
provide required insurance documentation may cause your company to forfeit award.

B. There may be certain projects or services less than $100,000.00 in aggregate value that would be an
exception and must be treated the same way as those services of $100,000.00 and greater i.e. services
involving obvious potentially dangerous conditions. Examples of such services would be any contracts
involving construction, alterations, renovations, painting, spraying, roofing, mowing, scaffolding, excavation,
demolition, environmentally sensitive work and any other condition that appears to be dangerous in nature.
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SECTION D -VENDOR REFERENCES

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (1S)
Bid Number: 056-0763-B (RM)

THE FOLLOWING INFORMATION IS REQUIRED IN ORDER THAT YOUR BID MAY BE REVIEWED AND PROPERLY
EVALUATED.

COMPANY NAME:

LENGTH OF TIME COMPANY HAS BEEN IN BUSINESS:

BUSINESS ADDRESS:

HOW LONG IN PRESENT LOCATION:

TELEPHONE NUMBER: FAX NUMBER:

TOTAL NUMBER OF CURRENT EMPLOYEES: FULL TIME PART TIME

NUMBER OF EMPLOYEES YOU PLAN TO USE TO SERVICE THIS CONTRACT:

LOCAL COMMERCIAL AND/OR GOVERNMENTAL REFERENCES THAT YOU HAVE PREVIOUSLY PERFORMED
SIMILAR CONTRACT SERVICES FOR:

1.
COMPANY:

2.
COMPANY:

ADDRESS: ADDRESS:
TELEPHONE/FAX: TELEPHONE/FAX:
CONTACT: CONTACT:

COMPANY EMAIL ADDRESS:

COMPANY EMAIL ADDRESS:

?Z.OMPANY: éOMPANY:
ADDRESS: ADDRESS:
TELEPHONE/FAX: TELEPHONE/FAX:
CONTACT: CONTACT:

COMPANY EMAIL ADDRESS:

COMPANY EMAIL ADDRESS:
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SECTION E - SPECIFICATIONS

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)

Bid Number: 056-0763-B (RM)

1. OBJECTIVE: Pinellas County Information Systems (IS) Department is seeking the staffing capabilities of local
& regional contract staffing providers for professional services at competitive rates for Staff Augmentation and
Project based requirements. The Pinellas Board of County Commissioners and Information Systems expects to
gain the following benefits:

e Manage costs

e Maintain or improve current levels of service

e Gain personnel for niche skills

e Develop new business relationships

» Staff to the required level for ongoing efforts as required

e Address the issues of time and skill constraints for ongoing efforts

2. PROCESS OVERVIEW:

Staff Augmentation

Information Systems takes ownership of the overall management and delivery of the project. The requirement is for
a skilled resource set as defined in the (Appendix A) section of this document along with specific skills defined in the
Staffing Request form provided. (Appendix B).

(o]

Ad Hoc Staffing

Ad hoc staffing requirements will be for immediate staffing demands. The current process is that a
staffing request along with the relevant position description (see Appendix B) will be submitted to
agencies. A resume (see Appendix D for format) will be submitted by the vendor for qualifying
candidates. Interviews with select candidates will be scheduled. If a qualified candidate has worked
on prior engagements, performance, exhibition of skills and qualifications demonstrated on the prior
projects can be used in lieu of an interview process.

Upon candidate selection, submitting agencies will be notified, and terms, periods of service, along
with specific project documentation will be provided to the agency and select candidate. The
estimated cycle from request to hire will be 2 weeks.

Planned Staffing

This requirement will be similar to the Ad Hoc process except that the interview to hire cycle is
estimated to be approximately 2-4 months prior to project inception. Again, a staffing request
(Appendix B) along with the relevant position description (see Appendix A) will be submitted to
vendors. A resume (see Appendix D for format) will be submitted by the vendor for qualifying
candidates. Qualified candidates will be interviewed and selected based on project demands. If a
qualified candidate has worked on prior engagements, performance, exhibition of skills and
qualifications demonstrated on the prior projects can be used in lieu of an interview process.

Upon candidate selection, submitting agencies will be notified, and terms, periods of service, along
with specific project documentation will be provided to the agency and select candidate. The request
will indicate skills required, duration, approximate hours on the project, general role and
responsibilities.
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SECTION E — SPECIFICATIONS CONTINUED

PROCESS OVERVIEW CONTINUED:

Project Based Opportunity

Information Systems defines the project services requirements where the vendor takes full responsibility in
management of the project and for deliverables of the project based on a stated Statement of Work at the time the
service is requested, (Appendix C).

Project Based resources will be required to have EPIC/RUP methodology exposure to be considered.

Project-Based Resource requirements will be submitted in the form of a Project Resource portfolio. The portfolio
may contain subsets of information based on the current state of the project, complexity and duration of the
project. The minimum contained in all portfolios will be the following exhibits:

Staffing Requests

Position Descriptions

Roles And Responsibilities

Project Business Case

Projected Budget, timeline and resource requirements

OO0 O 0o

Additional Information may be included depending on the Phase of the project. Additional documents may
include:

Statement of Work

Business Vision

Staffing Plans

Iteration Plan

Software Development Plan
Project Management Documents
Use Case Model

Use Case Realization

Object Model

Requirements Attributes

Software Requirements Specification
Software Architecture Document
Request for Information Document
Data Models

Integration Build Plans

O 000000000000 O0OO

3. PROCEDURES FOR SELECTED CONTRACTOR(S) POST AWARD

When a project has been approved, project managers will work with the division managers to assess resource
requirements. Based on need, a staffing request from Information Systems (APPENDIX B) and a detailed
description of additional and specific skills required for the project will be submitted to all Vendors selected after
contract award.

The candidate that more closely match the skills, order of receipt, will be selected.
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SECTION E — SPECIFICATIONS CONTINUED

4. REPORTING REQUIREMENTS:

During the performance of the work under this Contract, the successful contractor(s) shall keep such records as are
necessary to determine compliance with its obligations.

Actual hours worked.

Type of work being performed per the personnel categories position descriptions.

Actual dollar value of work, services and procurement.

Reports shall be submitted with each request for payment not later than the first week of each month to
Information Systems.

e The Vendor must notify the Information Systems Project Manager when an employee on assignment for
Pinellas County terminates employment with the company prior to completion of the contract. The Vendor is
responsible for ensuring all issued equipment and property assigned to the departing contractor has been
recovered and that access to facilities and computer networks has been terminated. Equipment and
property includes, but is not limited to, keys, office equipment, computer equipment (hardware and
software), manuals and books, telecommunications equipment, badges, and parking passes. A natification
must be completed for each contractor terminating.

5. STAFFING REPL ACEMENT:

e During the assignment, the selected candidate will be evaluated to determine whether candidate meets
performance standards. If the candidate does not meet standards, a request may be made to the staffing
agency to replace candidate position within a reasonable amount of time. Staffing replacement candidate
submissions must be presented within five (5) days after the County notifies Contractor candidate is not
meeting requirements to minimize delays and costs to the County for Project delays.

e Prior to diverting any of the consultants currently working on a Pinellas County Project to other projects or
employers, the Vendor shall notify the Project Manager reasonably in advance and shall submit justification
(including proposed substitutions) in sufficient detail to permit evaluation of the impact on the project. The
Project Manager is to be notified reasonably in advance of diverting of, or substitution for, any of these
individuals. That period of time shall not be less than thirty (30) days. No diversion shall be made by the
Vendor without the written consent of the Information Systems Division Director, provided that the Project
Manager may ratify in writing such diversion and such ratification shall constitute the consent of the Project
Manager required by this clause. Whenever, for any reason, one or more of the scheduled contractors is
unavailable for assignment for work under the contract, the Vendor shall, with the approval of the Project
Manager, replace such candidate with a candidate of substantially equal abilities and qualifications. If such a
candidate cannot be produced or if the candidates are not deemed equal in abilities and qualifications thru
the interview or subsequent performance, Pinellas County Information Systems is not bound to contract
from the original vendor.

e If, in the execution of this contract, a vendor consistently presents candidates, which appear to present
qualifications suitable and are selected based on those qualifications but later terminated, the Vendor may
be held in breach of contract.

6. AUTHORIZED INDIVIDUALS: Authorized individuals cannot delegate the use of their own name (or their electronic
authorization) to any individual. Authorized individual cannot approve their own documents or transactions, or those
of their superiors. Facsimile signatures are not acceptable.

7. ATTACHMENTS:

APPENDICES
e Appendix A - Position Descriptions
e Appendix B — Information Systems (IS) Staffing Request & Budget Authorization
e Appendix C — Sample Project Scope
e Appendix D - Resume Format Template
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SECTION F - BID SUMMARY

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid Number: 056-0763-B (RM)

PERSONNEL CATEGORIES

POSITION DESCRIPTIONS HOURLY RATE DAILY RATE
AS DEFINED IN APPENDIX A FROM TO FROM TO
Project Manager 5 $ $ 5
Analyst/Project Lead $ $ $ 5
Architect/Technical Lead 5 $ $ $
Architect/Technical Lead 5 $ $ 5
Developer/Analyst $ $ $ $
Tester/Technical Writer ) $ $ $
Technical Consultant/Architect/Sr.

Technical Analyst $ $ $ $

Data Modeler 5 $ $ $
System Administrator/Network

Administrator 5 $ $ 5

\Web Designer/Developer $ $ $ $

The rate range is expected to factor skill levels from Novice to Expert and inclusive of all costs associated
with position. Staffing positions may not be chosen from the same vendor.

At any given time, estimated staffing requirements may be as high as 35 staffing positions or more depending
on the scope of the project.

The following submittals will be factors in determining the bid award (s):

o Rate Structure - an average of each bidder’s rates (hourly and daily) for all position descriptions will be
used to determine each bidder’s cost ranking. The top rate listed in each range will be used for this
calculation.

e A sampling (5-10) Professional Portfolio for each staff from the personnel categories the bidder can
provide, in a resume format template provide as an attachment. Please label each portfolio with
corresponding position description as shown in the table above.

e Provide a professional portfolio of company.

e Bidder’s References - All bidders must have documented successful experience in one or both categories.
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SECTION F - BID SUMMARY - Continued

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid Number: 056-0763-B (RM)

THE FOLLOWING INFORMATION IS REQUIRED IN ORDER THAT YOUR BID MAY BE REVIEWED AND PROPERLY
EVALUATED.

Three (3) references are required for each category for which you choose to respond as identified below: The references
should be from public and/or private sector companies.

1.
CATEGORY:

COMPANY:

ADDRESS:

TELEPHONE/FAX:

CONTACT:

COMPANY EMAIL ADDRESS:

DATES OF ENGAGEMENT:

NUMBER OF RESOURCES ENGAGED:

Please provide a brief description of the project:

PLEASE INSERT NUMBER OF STAFF USED FOR
PROJECTS REFERENCED WITH EACH COMPANY

Project Manager

Analyst/Project Lead

Architect/Technical Lead

Architect/Technical Lead

Developer/Analyst

Tester/Technical Writer

Technical Consultant/Architect/Sr. Technical Analyst
Data Modeler

System Administrator/Network Administrator

\Web Designer/Developer
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SECTION F - BID SUMMARY - Continued

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid Number: 056-0763-B (RM)

THE FOLLOWING INFORMATION IS REQUIRED IN ORDER THAT YOUR BID MAY BE REVIEWED AND PROPERLY
EVALUATED.

Three (3) references are required for each category for which you choose to respond as identified below: The references
should be from public and/or private sector companies.

2.
CATEGORY:

COMPANY:

ADDRESS:

TELEPHONE/FAX:

CONTACT:

COMPANY EMAIL ADDRESS:

DATES OF ENGAGEMENT:

NUMBER OF RESOURCES ENGAGED:

Please provide a brief description of the project:

PLEASE INSERT NUMBER OF STAFF USED FOR
PROJECTS REFERENCED WITH EACH COMPANY

Project Manager

Analyst/Project Lead

Architect/Technical Lead

Architect/Technical Lead

Developer/Analyst

Tester/Technical Writer

Technical Consultant/Architect/Sr. Technical Analyst
Data Modeler

System Administrator/Network Administrator

\Web Designer/Developer
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SECTION F - BID SUMMARY - Continued

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid Number: 056-0763-B (RM)

THE FOLLOWING INFORMATION IS REQUIRED IN ORDER THAT YOUR BID MAY BE REVIEWED AND PROPERLY
EVALUATED.

Three (3) references are required for each category for which you choose to respond as identified below: The references
should be from public and/or private sector companies.

3.
CATEGORY:

COMPANY:

ADDRESS:

TELEPHONE/FAX:

CONTACT:

COMPANY EMAIL ADDRESS:

DATES OF ENGAGEMENT:

NUMBER OF RESOURCES ENGAGED:

Please provide a brief description of the project:

PLEASE INSERT NUMBER OF STAFF USED FOR
PROJECTS REFERENCED WITH EACH COMPANY

Project Manager

Analyst/Project Lead

Architect/Technical Lead

Architect/Technical Lead

Developer/Analyst

Tester/Technical Writer

Technical Consultant/Architect/Sr. Technical Analyst
Data Modeler

System Administrator/Network Administrator

\Web Designer/Developer
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SECTION F - BID SUMMARY CONTINUED

NOTE: BIDS MUST BE SUBMITTED IN DUPLICATE

BIDDER MUST COMPLETE FOLLOWING
BIDDERS ARE CAUTIONED THAT THE POLICY OF THE BOARD OF COUNTY COMMISSIONERS, PINELLAS
COUNTY, IS TO ACCEPT THE LOWEST RESPONSIBLE BID RECEIVED MEETING SPECIFICATIONS. NO CHANGES
REQUESTED BY A BIDDER DUE TO AN ERROR IN PRICING WILL BE CONSIDERED AFTER THE BID OPENING
DATE AS ADVERTISED. BY SIGNING THIS PROPOSAL FORM BIDDERS ARE ATTESTING TO THEIR AWARENESS
OF THIS POLICY.

SECTION F — BID SUMMARY — CONTINUED
056-0763-B (RM)

PAYMENT TERMS: % DAYS, SALES PERSON TO CONTACT AFTER AWARD:
NET
BIDDER NAME BID DEPOSIT, WHEN REQUIRED IS ATTACHED

IN THE AMOUNT OF $

*REMIT TO NAME (AS SHOWN ON INVOICE) | HEREBY AGREE TO ABIDE BY ALL CONDITIONS
OF THIS BID AND CERTIFY THAT | AM AUTHORIZED

TO SIGN THIS BID FOR THE BIDDER.

BIDDER ADDRESS

CITY STATE ZIP AUTHORIZED SIGNATURE

TELEPHONE FAX PRINT NAME AND TITLE

FEDERAL EMPLOYEE ID NO. (FEIN) DATE:

E-MAIL ADDRESS: COMPANY EMAIL ADDRESS:

(ACCOUNT REPRESENTATIVE) (REQUIRED FOR FUTURE ELECTRONIC NOTIFICATIONS)
CHECKLIST FOR FORMS Proper Corporate Identity is needed when you submit

COPY OF COMPANY INVOICE your bid, especially how it is registered with the

TAXPAYER ID & CERTIFICATION W9 Division of Florida Corporations. Please see

www.sunbiz.org website for this division. It is essential
for you to fill out the W9 on the next page and return it
with your bid. Thank you.
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o W-9

(Rev. November 2005)

Request for Taxpayer
Identification Number and Certification

Give form to the
requester. Do not

Department of the Treasury
Intemal Revenus Service

send to the IRS.

Name (as shown on your income lax return}

Business name, if different from above

Individual/

Check appropriate box: 0 Sole proprietar [J corporation

[ Partnership [] Other » ..................

D Exempt from backup
withholding

Address (number, sireet, and apt. of suite na.)

Print or type

Reguester's name and zddress (optional)

City, state, and ZIP code

List account number(s) here {optional)

ee Specific Instructions on page 2.

w
Taxpayer |dentification Number (TIN}

Enter your TIN in the appropnate 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 | instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How fo get a TIN on page 3. or

Note, If the account is in more than one name, see the charl on page 4 for guidelines on whose

number to enter.

Social security number

2

Employer identification number

[ I I

X Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my cormect taxpayer identification number (or | am waiting far a number to be issued to me), and

2. | am not subject tc backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notifiad by the Intemal
Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to report all inlerest or dividends, or {c) the IRS has

notified me that | am no longer subject to backup withholding, and

3. lam a .S, person (including a U.S. resident alien).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are cumrently 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 comect TIN. (See the instructions on page 4.)

Sign Signature of
Here U.S. person P

Date »

Purpose of Form

A person who is required to file an information return with the
IRS, must obtain your carrect 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.

U.S. person. 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 io 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 payes.

In 3 above, 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,

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.

For federal tax purposes, you are considered a person if you
are:

® An individual who is a citizen or resident of the United
States,

® A partnership, corporation, company, or association
created or organized in the United States or under the laws
of the United States, or

® Any estate (other than a foreign estate) or trust. See
Regulations sections 301.7701-6(a) and 7(a) for additional
information.

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
Farm 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,

Cat. No. 10231X

Form W-3 (Rev. 11-2005)
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SECTION G - ADDENDUM ACKNOWLEDGMENT FORM

Bid Title: SERVICES: CONTRACT STAFFING RESOURCES for INFORMATION SYSTEMS (IS)
Bid No: 056-0763-B (RM)

PLEASE ACKNOWLEDGE RECEIPT OF ADDENDA FOR THIS ITB/RFP BY SIGNING AND DATING BELOW:

ADDENDUM NO. SIGNATURE/PRINTED NAME DATE RECEIVED

Note: Prior to submitting the response to this solicitation, it is the responsibility of the firm submitting a response
to confirm if any addenda have been issued. If such document(s) has been issued, acknowledge receipt by
sighature and date in section above. Failure to do so may result in being considered non-responsive or result in

lowering the rating of a firm’s proposal.

Information regarding Addenda issued is available on the Purchasing Department’'s website at,
www.pinellascounty.org/purchase, listed under category ‘Current Bids'.
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SECTION H - STATEMENT OF NO BID

NOTE: If you do not intend to bid on this requirement, please return this form immediately. Thank you.

[Pinellas County Purchasing Department
400 South Fort Harrison Avenue, 6th Floor
Clearwater, Florida 33756]

We, the undersigned have declined to submit a bid for No. 056-0763-B (RM) for SERVICES: CONTRACT STAFFING
RESOURCES for INFORMATION SYSTEMS (IS)

Specifications too "tight", i.e., geared toward one brand or manufacturer only (explain below).
Insufficient time to respond to the Invitation to Bid.

We do not offer this product or service.

Our schedule would not permit us to perform.

Unable to meet specifications.

Unable to meet Bond requirement.

Specifications unclear (explain below).

Unable to Meet Insurance Requirements.

Remove Us from Your "Naotification List" Altogether

Other (specify below).

REMARKS:

We understand that if the "No Bid" letter is not executed and returned our name may be deleted from the
Bidders List of Pinellas County.

COMPANY NAME:

DATE:

SIGNATURE:

TYPED NAME OF ABOVE:

TELEPHONE:

FAX:

EMAIL:

PINELLAS COUNTY PURCHASING ITB — SERVICES REVISED: 04/2006
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Project Manager

Position Objectives:

To provide senior level skills in Project Management Discipline to include: Superior analytical reasoning
and risk assessment skills, adaptability, problem solving skills, initiative, leadership, teamwork,
communication, organization and planning. The Project Manager will manage customer expectations
through all aspects of system development life cycle including design, build, testing, training,
deployment and post live support activities; provide support and/or lead clinical redesign efforts;
manage relationships with clients and vendor support personnel; develop and maintain detailed
implementation work ptans, communication plans, risk management and mitigation plans, issues logs
and other project support documentation; define functional and technical system requirements;
facilitate design sessions and/or issue resolution sessions, develop system deployment plans and
participate in system deployment tasks; and provide knowledge transfer to chent personnel.

i

e & & & @

Develop, prioritize and maintain the project plan forthe complete pro;ect life cycle with
tasks, dates and resources. Works with BCC user departments Vendors lIS,.and IT to identify
appropriate project team. l‘, tg

Perform ongoing risk assessments of the pro;ect through a detailed understandmg of project
methodology, systems, and customer workflow to ldentlfyussues that would impair the success
of the project operationally and/or financially if otherwisé not addressed.

Act as a facilitator between all groups to identify and resolve issues by engaging the proper
parties to resolve the issues and by actwely participating ‘1n the resolution process as a subject
matter expert. li HHHM

Determine prOJect status issues, and actlon lterns and keep all participating groups informed

Works with business users in emphasmng resolutlon of i
return to the BCC/User department to costi!!

Make commitments to the busmess process owners on prOJect contents based on consensus of
pro;ect team. Update team members on changes in prOJect contents if needed. Emphasize

és based on maximizing the ratio of

Vit
Rk

.....

,,,,,,

Manage one'or more key componentsioﬂcntrcal development projects and operatlonal teams
for customer account,. E

This:person will need. to envmon develop, and document the vision for the specific client
solution. d
This person will need to drive technology solutions and capabilities that enable improved
decision support to both internal and external constituents.

This person will be responsible for workload prioritization and management of resources, both
on large initiatives and small projects.

The person in this role must be a leader with a positive attitude, good organizational skills, and
possess strong verbal and written communication skills for employees, consultants, project
teams and clients.

Typically teams will consist of Internal Associates and Vendors. Develop task orders, project
planning documents and collaborating with the client and stakeholders for project plan
approvals.

Creating and maintaining the project schedule, deliverables, budget, issues, and risks.
Attaining and utilizing project resources in a matrix organization.

Tracking progress and variances and mitigating risk and issues throughout the lifecycle.
Inspiring confidence by providing timely and accurate status.

Delivering on time and on budget.

This document is an example and can change without notice.



Specific Requirements:

L J
L
*

¢

Essential Functions: B

e® o oo

1

Knowledge of the EPIC/RUP Process a plus

COTS Implementation experience a must.

Knowledge of and work experience with the Rational Unified Process (RUP) or other formalized
commercial SDLC methodologies.

Minimum of 8 years project management experience or equivalent.

Must possess very strong understanding of technology and ability to assess a client’s
environment.

Experienced in communication and presenting to clients.

Ability to meet customer needs via creative problem solving.

Good working knowledge of project life cycle methodology and prevalent project planning
tools.

Experience working on large-scale integration into diverse legacy and web based systems a
plus. ;

Good knowledge of structured analysis techniques. G e

Proven ability to converse with and drive requirements:| for the techmcal (delivery team.
Exposure to a wide range of technical envrronments" tearns and processes;wrll be
advantageous. a8 iy,

Should have specific knowledge and work expenence in two or more of the followmg Business
areas: ; A

* County Government

* Finance (GL, AP, AR, FA, etc.) T
* Support Functions (HR, Legal, etc.) iy 18

A large degree of independence and motlvatlon to learn is essentlal for success.

e
|

Must be detail-oriented and very orgamzed
Effectlve wntten and oral commumcatlon skﬂls

operations and pro;ect ob]ectwes/ scope for future phases.

Ability to work with stakeholders to build trust with our organization/consultants in order to
capture accurate mform'atlon 'about the pro;ect engagement

Consistent. use of excellent ]udgment'when ‘making daily decisions about project activities
Possess ’analytlcal and creatwe abilities to problem solve and offer new/alternate solutions
Have prior success'in‘managing: pro;ects to standard metrics.

Can, manage client expectations throughout the project’s lifecycle.

Ability to multi-task; successfully manage multiple projects of different sizes/types.

Be a team! player manage’ and motivate project team members - lead and be led.

Strong, professronal presence.

This document is an example and can change without notice.



Analyst/Project Lead

Position Objectives:

The Analyst is responsible for the planning, development, and successful delivery of strategic
assessments and recommendations, business workflow analysis, change management activities, and
process measurement. The Analyst must manage communications around project details and
expectations with clients and internal practice areas, the Project Manager, and Management team.
Analyst acts as a "business partner” assisting departments in the planning, development and
implementation of both technology-based and process-based business solutigns. The Analyst will
create conceptual and functional designs for new and enhanced systems:in coordination with
technology analysts, external vendors and vendors. Additionally, the:Analyst coordinates user review
and approval at all stages of system development and delivery andeass iin managmg system
implementation, tracking the timing of deliverables, and developmg convér ion and migration plans for
movmg from existing systems to enhanced or more effectlve new systems. | entlﬁes opportunities to

rrrrrr

needs based upon changing industry conditions. 0 it

“Hl'
Because the Analyst will be the involved at PrOJect Initiation, thisiresource may serve as the Subject
Matter Expert and work initially to identify areas of.opportunity for the client dealing with their
organizational operations. The Analyst is respon51ble for following a busmess analysis and workflow
design approach involving stakeholder interviewing techmques human factors analysis, process
assessment/design, business analySIS workflow modehng change leadership, and requirements/use
case gathering. R i !

The Analyst can apply core: busmess an;?lysw and pl’O]eCt management principles to:
¢ Facilitate requitements gathenng and process mappmg sessions with clients in group and
individual settings
. Lead man gement consultmg sessaons toldlscover and articulate clear organizational and

.........

' Dlscover and document as-is and to-be scenanos of organizational processes, technologies, and
challenges in detail - g ,‘ x

. Prov1deiexpert recommendations on methods to migrate from the current state to the
envisioned lstate while guiding the change management initiative

e Evangelize; commumcate, and teach EPIC/RUP and Project Management methodology for
process dlscoﬁlery, migration, and measurement

e Prepare, create; and deliver articles and presentations on strategic industry topics in the
business and process markets to clients and vendors

e Collaborate with client stakeholders to define the project roadmap and in-scope initiatives.

e Create and maintain detailed project plans in Microsoft Project/Clarity.

e Review the project plan with all project participants and relevant stakeholders to ensure a
clear understanding of the project direction and objectives.

e Track progress against the plan by incorporating information gathered in status reports and
one-on-one meetings in regularly scheduled updates to the client.

» Communicate project progress to client management through status meetings, deliverables,
and deliverable reviews.

¢ Manage delivery resources to ensure successful completion of project engagements

1
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Maintain budgetary information and status and communicate costs-to-date to client
management.

writing business and technical requirements and specifications, functional/conceptual design
documents, building business case models, preparing UAT scripts and UAT testing,

working with the Project Managers to follow project plans, convey accurate project status, and
identify issues and risks.

Build and maintain project preview sites that can be used by clients to monitor status,
deliverables and budget position on an as needed basis.

Specific Requirements:

Essential F unct1ons those functro‘ s

*
L]

e & & O

*

® ¢ & &6 O 0 O

Y

Knowledge of and work experience with the Rational Unified Process (RUP) or other formalized
commercial SDLC methodologies. N

Minimum of 8 years project management experience or equrvalent

Must possess very strong understanding of technology and abrllt)) to assess a client’s
environment. e l”‘l

Experienced in communication and presenting to clients. !
Ability to meet customer needs via creative problem solvmg !
Good working knowledge of project life cycle methodology and prevalent prOJect planning
tools. | R
Experience working on large-scale mtegratlon mto dlverse legacy and web based systems a
plus. L

Good knowledge of structured analysis techniques.

Proven ability to converse with and dnve requirements for ithe technical delivery team.
Exposure to a wide range of technical: enVIronments teams’ and processes will be
advantageous. T 3

Should have specific knowledge and work expenence in two or more of the following Business
areas: L il

* County Government . s
* Finance (GL, AP, AR, FA ‘etc.) "

* Support Functioiis | (HR Legal jietc.)

A large degree of mdependence and motrvatlon to learn is essential for success.
e

Iactually requrred to perform the position, the removal of which

Proven expenence w1th the Ratronal Unified Process (RUP}, in terms of process management
and software development llfecycle

Formal' expenence producing process/system analysis and design documentation

Must be detarl :oriented and very organized.

Effective writtéen and oral: communication skills

Ability to interview client stakeholders, facilitate workshops and document current business
operations and project objectives/scope for future phases.

Ability to work with stakeholders to build trust with our organization/consultants in order to
capture accurate information about the project engagement

Consistent use of excellent judgment when making daily decisions about project activities
Possess analytical and creative abilities to problem solve and offer new/alternate solutions
Have prior success in managing projects to standard metrics.

Can manage client expectations throughout the project’s lifecycle.

Ability to multi-task; successfully manage multiple projects of different sizes/types.

Be a team player - manage and motivate project team members - lead and be led.

Strong, professional presence.

This document is an example and can change without notice.
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Architect/Technical Lead

Position Objectives:

One who designs and supervises the identification, classification, index and display of knowledge to
facilitate the user-centric organization and presentation of data in an interactive environment, as
determined by experience, instruction and research. An Architect defines enterprise architectural
blueprints and roadmaps, which encompass 1S/1T strategy, governance, development models, logical
and physical data assets, portal and integration technologies, application architectures and hardware
and software infrastructure intended to support the development and of core, mission-critical
applications. Will be involved from project inception through discovery, strategy definition,
architecture, documentation, testing and iterative development. Particrpatenn design of system
services, including security, diagnostics, disaster recovery/back-up wrth system architect, selects
software, development tools, hardware to meet application needs. || | -

Responsibilities include all of the following: r | i
e Recognize, interview and work closely with key stakeholders - including linternal client and
end-users - to identify and prioritize goals and obJectwes as related to th lprOJect
e Must be able to clearly articulate those goals:to the extended team. I} h a
Map the relation of goals, internal and external mfluences tolsuccess matrices.
e Identify project scope in totality and clearly demarcate .the individual components, their
interaction wrth internal and external actors and/or actlons

psychographic/demographic/geo- targeted audience for outward facing applications.

e Construct the internal vocabulary as related to all project cornponents

e Provide feedback and recommendatronsrdunng conceptual phases of a project.

& Work in tandem with technical architect or technolo‘gyllead to define platform and
environment per project. |, : ||zu 1

e Ensure accessrblllty gurdellneslare well understood and accepted

¢ Demonstrate desrre and capaqrty to be a strong team player.

e Works with othér Informatron archrtects to transfer knowledge, extend expertise and
participate in larger team.efforts Ny

. Partlcnpatelm ’the defmmon' qf apphcati

practices L M i,

o Develop strategies and recommendatrons for presentation to executive management

e Provide mentoring and gurdance‘to%IS/IT Team/Technology partners

o Analysrs of business problems andlrequrrements to determine appropriate technical solutions
following standards

. Applrcatlon;of mdustry best practices to all architecture, design and programming activities

l !

Special Requrrements*

e Familiarity with the iterative development process, facilitation and/or participation in focus
groups.

e Strong grasp of HCl and Ul.

Extensive experience working in collaborative environments, integrating user-centered design,

technology, and business strategy, and be client-facing.

Must be able to work independently, take initiative, and innovate.

Must have strong verbal and communication skills, as this is integral to the position.

Perform content analysis, task analysis, task modeling, and usage scenarios.

Create and document information design concepts and solutions by various means, including

diagrams, maps, flows, and rapid prototypes.

on dévelopment principles, standards and best

iy

Vi
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Develop effective user-centered solutions for all interactive applications. Work with developers
and testers to ensure high usability of applications.

Exhibit expert-level knowledge in information and interaction design; apply this knowledge
appropriately to create solutions that best meet clients’ strategic goals.

Work to integrate effective information and interaction design strategies and practices into the
overall design process.

Stay abreast of new and innovative trends in the information architecture discipline as well as
industry news and developments; work to build similar knowledge among other design and
production team members.

Assist project managers, account managers, and creative director in scoping and estimating
projects, and presenting concepts to customer, when appropriate.’;,

Essential Functions/Experience:

L ] [ ] ¢ & O O

& & & 6 & 6 ¢ O

* 6 o o

vii

Leadership and/or management experience, including pro;ect management Experience in UML,
RUP and/or ITIL )

Minimum 5 years dedicated experience in information archltecture "!*":;_

Experience conducting user research, including contextual inquiry and usablhty testing

Superb writing and presentation skills i
An outstanding portfolio of detailed page schem,amcs functijonal specmcatl ns‘.mteractlon
flows, site maps, navigation systems, and use caselmodels and diagrams i

Ability to articulate business strategy and to balance fthesé with user needs and technological
constraints r

Demonstrated ability to manage mtemal customers and extemal vendors, communicate
effectively and resolve issues 4 .

Background in technical writing TR ll ?

Background in software Ul or system deSIgn Expenence worklng in a collaborative environment
Strong understandmg of mteractlve technology,and apphéd uses

AAAAAA

Ablhty to work mdependently, lpnontlze and solve problems proactively

Creativity and attention to detall

Seasoned architect’ mth solid knowledge of the current technology trends

Ability to design complex entél"b"rise software ‘applications using the Rational Unified Process
(RUP, UML,‘or demonstrated, lcompetency using design tools and methodologies)
Experience'in the lmplementatlon of COTS packages

Experience in the application’ of EPIC approach to implementation projects.

Ablhty to guide teammates in ObJect’Onented development and act as a mentor

Must have ability to work’seamlessly with both large and small teams to design and develop
complex strateglc business: software solutions

Strong interpersonal and communication skills

Excellent problems solvmg and team building skills

Working knowledge of, Database concepts, Testing types, Change and configuration
management prmc1ples User-interface design techniques and best practices, Object-oriented
Systems Engineering (OOSE), “Gang of Four” design patterns, Software Architecture Principles
Platforms and Products, Component-based development

Strong skills in architecture, business process, information, and systems development;
familiarity with data modeling, workflow, rules-based systems techniques and tools
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Developer/Analyst

Position Objectives:

Developer should have strong problem and issue resolution skills and must be able to be involved in
multiple projects at the same time. Must be able to write design specifications for software extracts;
create process flow diagrams and manage project tasks to the project plan. Should have good
organization skills, be able to prioritize multiple activities and objectives in a rapidly changing
environment, and deliver quality service and must be able to work closely with project team users,
vendors, and technical professional. Developer must be committed to prowdmg exceptional customer
service and responding to user needs in a prompt, courteous manner. ;I"

Must be able to convey complex technical concepts and user needs, to lay" individuals, as well as
communicate technical issues and solutions in business terms. Must have a;hlgh commitment of detait
and accuracy. Must have a positive attitude and be w1llmg to Llearn\new skillst Must possess the ablhty

......

Essential Functions N iy I iy Iln i’
e Individual will be part of a team - performs analySIS, .de51gn fand directs
development and implementation for delivering the Counfy s vision of an
enterprise-wide system solution by applymg selected technologles
¢ Client's Interaction - Communicates Wlth clients’ users to' develop definition, test results
and problem resolution both on a wntten and oral basis i
e Assists in producing technical design and system definition t H
documentation | T )
e Under general supervision, analyze broad: range of busmess '
systems requirements. and technical speCIﬁCptlons mclud\ng evaluating and
documenting vanouslsystem fprocessmg and business logic options
e Prepares design specmcatlons from which programs can be written
e Assists in most phases iof apphcatlon analysis/design
Development / Programming "ih
¢ Able to direct: developers wnth codir'ig'l, testmg debuging programs
from des1gn speaﬁcatlons requnres only small amount of technical assistance.
o Creates test data,’ testmg condmons and carrecting programming
andbdesngn errors | i H
I
o !
Additional Funcltlons '
e Excellent’ wntten & verbal communication skills
¢ Proven analytlcal abilities
¢ Minimum 8+ years:in computer programming in a similar technical
environment il
e Strong academic and/or business system background along with a
displayed willingness and ability to learn
Experience in software development using Oracle Developer tools
(FORMS and REPORTS), PL/SQL and PRO*C is a must
e Computer programming concepts including thorough knowledge
of "SQL", "C", Structured coding techniques, and UNIX/NT operating systems.
Also has a familiarity with structured methodology
® Experience with Business Applications, Relational Database
systems, client/server, and web development tools

X
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Good working knowledge of project life cycle methodology and prevalent project planning
tools.
Experience working on large-scale integration into diverse legacy and web based systems a
plus.
Good knowledge of structured analysis techniques.
Proven ability to converse with and drive requirements for the technical delivery team.
Exposure to a wide range of technical environments, teams and processes will be
advantageous.
Should have specific knowledge and work experience in two or more of the following Business
areas:
* County Government RRULES
* Finance (GL, AP, AR, FA, etc.) Ll
* Support Functions (HR, Legal, etc.) e
A large degree of independence and motivation to learn ;slessentlall for success.
b i
e Tt E i

TER i|l||h

W!"?i!‘:a : . (ll“h
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Tester/Technical Writer

Position Objectives:

Responsible for system testing activities, including writing test plans, completing automated testing
needs, working with Programmers to troubleshoot any testing issues and provide testing results
documentation to the development team. Responsible for quality assurance of software. This position
works closely with the Project Manager, Business Analyst, Technical Project Manager and Technical
Lead to proactively define testing strategies and test plans, execute test scripts and follow through on
the prioritization and resolution of defects. Work closely with the Project Manager/ Business Analyst,
Technical Project Manager and Technical Lead to define test plans based .on business analyst
requirements and functional specifications. Test plans will include unit, mtegratlon regression,
performance and other tests as required. Determine test scripts based on anticipated user interaction
and system requirements. Determine scheduting of tests and defect: resolutlon consistent with the
overall project schedule. Update and prioritize tests in coordmat]on with the Project Manager based on
changing business requirements, communicate clearly the mamfestatlon of' defects to developers in
order to resolve them as quickly as possible. Prioritize defects for resolution m,coordmatlon with the
technical team. Test and verify defect repairs and follow up usmg defect trackmg“o)ols or any other
methodology implemented by the client. ‘

e ji!

The Testor/Technical writer will contain the following desrred expenences and training:

e 5+ years demonstrated development of RUP project lrfe cycle documentation

e 5+ years working experience designing, developing, conffgurlng, implementing, and supporting
documentation and/or computer validation documentation: hb

e 3+ years working experience writing techmcal equrpment software or business process
documentation; AR _

e execution or functional testing of documentatfon '

e Demonstrated ablllty to work mdependently‘and experience working with distributed project
teams otk !

1ented w1thi‘ xtenswe analyt1cal and quantitative skills;

. successful demonstratlon of pro actlvely identifying and communicating tasks and following-

' t‘.E Tt Ly

. Extenswe experience wltlm MS Ofﬁce Visio, technical drawing, and document management and
automatlon tools is needed.

e Ability to follow written dlrectrons commumcate test results clearly in written form, and

44444

¢ Experiencein performance testing, quality assessment and metrics, process analysis.
Intermediate level ‘broad experience and used successfully on several projects.

Essential Functions:
# experience defining and executing test cases in an iterative development environment (RUP
preferred)
Development of and execution of Test Plans
Perform functional and system testing (Functional tests, Ul Tests, Security Tests, Configuration
Tests, Defect Verification Tests, Performance Tests and Regression Tests)
Document/Manage issues
Experience creating ad hoc queries/reports using MS Access or SQL Tools
Project Management Experience
Experience with Automated test tool experience Performance/Load Testing

Xi

This document is an example and can change without notice.



e Experience Testing on a large scale project
o Excellent Written and Verbal Communication

o Excellent Customer Service

!ssl’”mh‘
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Technical Consultant/Architect/Sr. Technical Analyst

Position Objectives:

The Technical Consultant is responsible for technology adoption and technical consulting for customers
who could benefit from use products in hybrid and process applications. This will provide a foundation
for Pinellas County’s demonstration of excellence and application knowledge in process related
industries. Typical activities include Proof of Concept programming, process system design review,
technical presentation, application note development, and system startup support. Advanced
application knowledge and other software as they relate to process application.

Dl
The Technical Consultant will contain the following desired experiences;arlr‘d" training:

Focus on long-term technology adoption activity at customer sites.

Act as undisputed expert in the application of products;in rnarkets served.

Participate in Project Kick-off and Status meetings .;:" HEN

Execute proof of concept program design yoh \‘

Support Process customers with development of; engmeenng standards, methods and
guidelines related to the apptication technologies l||¥

Spearhead the exchange of best practlces ,vhthm the cu'stomer as well a ‘ provide feed back
from application experience I Al 11

Manage customer product expectations and obtam product and systems requirements
through direct customer interaction. ‘
Provide focal point for direct communication with busmess in matters regarding technical
customer or product issues. Examp lmclude techmcal“ equlrements definition, beta site
evaluation i !

Provide product configuration analysrs for new or. existing customer systems

Develop and execute proper complementary tralmng of customer personnel on features /
benefits, capabllmes p'erformance and applrcatrons:specrflc to his application. This is in
addition to the standard product trammg the custorrer should follow separately.
Understand market and cantrol system trends Have insight into the actions the business
must take to éapltahze on these trends ’fi”
Team and commumcate effectlvely on pro;ects requiring coordination.

Work w1th Vendors' torcreate product- demonstratrons that highlight a particular set of
features. H,‘;', m it !

Wnte apphcatlon notes that present a technical solution for special application

. requ1rements product qualrty ‘concerns, product updates and application specific training.
"Estabhsh a reputatlon for excellence and knowtedge of applied automation technology.

Essential Functlons/Skrlls

Xiii

Strong knowledge o{:techmcal software concepts and an ability to quickly understand
product funcuonah y in the context of its business application

Demonstrated ablllty to learn quickly and adapt to constant change

Above-average business skills inctuding the ability to quickly understand a client’s business
and apply that understanding to software implementations that create maximum business
value for the client

Well-developed oral and written communication skills, including detail-oriented business
writing and the ability to convey complex technical information accurately and at an
appropriate level of detail

Exceptional ability to capture and document detailed business objectives and system
requirements

This document is an example and can change without notice.



e At least 4 years of hands-on participation in the analysis, design, integration, testing,
documentation, training and production deployment of complex data management and/or

analysis systems for clients

e« Demonstrated ability and willingness to perform as a team member on multiple projects

simultaneously

o Exceptional interpersonal and customer relationship management skills, including the

mature judgment required to manage relationships

e Demonstrated skills in the analysis of business or intelligence data as well as a working
knowledge of one or more database management systems and a related ETL tool
« Proven ability to work effectively in a fast-paced, dynamic team environment with high

expectations for quality and a deadline-beating mentality

i

L t
« Proven ability to manage conflicting expectations of multiple client stakeholders on

complex projects
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Data Modeler

Position Objectives:

Data Modeler will be experienced in the use a variety of data modeling and warehousing methods to
develop data models for end-user evaluation.

Qualified candidates will have at least 5 years database expertise and 2 years experience in data
modeling. Experience should include Oracle DB, MS SQL, dimensional and relational data modeling,
performance techniques, data integration, and lifecycle documentation techniques.

U

Database Administrator g

Position Objectives: |1 ki

The DBA resolves all database-related issues and works closely w1th the Development Project
Management and staff to document business requirements,: and‘mdependently to create database
related cost estimates. The DBA performs database desrgn reviews to enforce best ipracnces and
standards and may develop detailed logical data models! lThe DBA’s support activitie$ include
analyzing, testing, and implementing physical database dé'srgns to s‘ppport various business
applications. The DBA is required to work with customers of.varymg technical levelsin a high-pressure
and complex environment. Must be a motivated self-starter andlable to perform job responsibilities
and lead database related projects with little,or no direct supervr'swn Must have excellent written and
oral communication skills. Required Skills: Bachetors Degree 7+ yrs expenence as a Database
Administrator. Must have a minimum of 3 years expenence in SQL Server|anc| Oracle Database
Administration. W il ik

i it ;IH ‘
b M

System AdmlnlstratorlNetwork Ad’mlnrstrator“
l 5 I |§, i#

position Ojectives: My I

A self-starter and be willing to manage multrple tasks Will need to possess self-confidence and a good
problem solvmg skill. Support mrssron cntlcal production in Windows 2003 and 2000 systems
Environment;. perform routing: System/ Network administration functions including: OS tuning,
performancelmomtonng secunty momtonng, and system upgrades. Responsible for participating in the
installation and 1m lementation of all systems Must have vast experience with Active directory and
direct admlmstratwe experience wrth MS Exchange 2000 and 2003 including exchange disaster
recovery. Design, setlup and daily; h‘lanagement of MS Windows Server (2000, 2003), MS Windows Server
(2003) terminal servers, and MS SQL Server (2000). Direct administrative experience with TCP/IP
networking and LAN/WAN and Direct administrative experience with Cisco Switches, Cisco Routers, and
Watch guard firewall. in addition to supporting the company on technical issues, the System/Network
Administrator will be responsible for:

Installing new software applications and updating licenses

® Inventory Management.

® Setting up new users’ workstations, desktops and telephones

® Assisting in workflow optimization with technical improvements

“( ;I[

L ]

Web Designer/Developer

Xv
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Position Objectives:

The Web Interface Designer is the important link between the development of functional web
components and our users (with and outside of the organization). This position and skill set essentially
manifests itself in a role of a user advocate; creating thoughtful, well organized, and visually pleasing
user interfaces for web applications. Gathering business requirements for web applications. Rationalize
and analyze business requirements to determine root business problems and needs to be addressed in
application/user interface design. Creates pre-development design plans to meet user/client needs.
Coordination with web developers in design and development of web applications. Develop and
maintain a set of web design and interface standards for the organization

Essential Functions: i

e Strong functional design skills coupled with aesthetic design apphcatlons
Understanding of application and user interface design principleés and methodologies
Applied knowledge of Internet applications (e.g. browsers) their: 51m1lar1t1es and differences
Applied knowledge of Microsoft Office tools ! ] k
Strong written and verbal communication skills w1th the ablllty to dehveri complex technical
concepts to busmess people in a clear, conc1se manner ‘u‘i !

® ® & o

and needs Ny ! il
« Applied knowledge of web scripting languages such as:PHP | ASP or JSP i
¢ Ability to work within and around the architecture of dynamlc web applications to implement
design plans. » ch

Special Requirements
Flash S T
Photoshop - SRR
IWustrator L ST RN
Dreamweaver e i ‘

Web Programmer (any comblnatlon of)§.
e HTML o G
Action Scrip o R

Pak
P i

Javascnpt I o
Java\ r\f{‘ LI
€SSy g
ASP g
SQL iy,

PHP My
.NET B X
C++ Pl
ColdFusion

e O & 6 6 & 06 0 & &
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IS Staffing Request & Budget Authorization

Requested Job Classification: Job Title:

Division:

Immediate Supervisor / Phone #:

i
fils

Type: Employee Temp Employee Contract IT __!! 'h":Comract
Vendor ,1 |i||
i i
Contract # PO # Pl’O_]CCt Numbe:I !“‘
Ll ’!
Iv T N t
Duration: Duration: .;_il!' Duration: l““ i,
Al ) T I
Schedule: 100% Time (40 hrs /wk) i'|E[il I,e‘sls than 1 00% (specify percentage)
i
i,
| | ™
Work Days: Work Hours: ” |l|u.. ‘ ””l
l "“”I“” “g ]”n
FUNDING INFORMATION: "il l!' Il I““i :"
{ l i
Budgeted? (Y/N) wl””””ﬁundmg SourcelleOat Center: ' I “
I E
3

|

‘ ikiz,l
lll m.n.m I“i [”Jll‘ Replacement*
i

*If Replacement !hst namg and' posmon‘number of last incumbent & reason for vacancy:

POSITION lNFORMATION

Is this Position a: Contract ““I“

1
l 11[ \l n “ ;liil
Sl T
{ | : ;I . |
Is this Position Budgeted?[ Yes n No*

*If not budgeted for current ﬁscal year please identify how position will be funded:
i1 1 H o
.

Justification for filling this vacancy:

i
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STAFFING REQUEST FORM

The Staffing Request and Budget Authorization Form is used as a trigger document to begin the
acquisition of a staff position to fill a project or departmental need. Completion of this form does
not guarantee the resource request.

Once the form is completed and signed by the Division manager, all requests should be directed to
the attention of the Accounting/Contract Manager. If the resource soughl is for Project work, a
determination will be made by the Accounting/Contract Manager, Division Manager and Project
N
Manager, in conjunction with an IT representative as to whether the posmon can be filled by IT.
contract help or a new position vacancy opened. e | |
1
The request is then sent to the Director for final Authonzanonil After thJS}Stafﬁng form has been
approved, if funding has not been planned for this resource ﬁmdmg requ1réments will be assessed
and steps taken to obtain. If applicable, resources wﬂl'be sought within the ITlorgamzatlon prior
to seeking contract or permanent employees under: the ‘WEBLIN ! TO IS/IT Partnersth Plan.
i e
A statement justifying the need to fill this vacancy or need should be mcluded on the form.
Also, please attach a copy of the specific ]Ob descnptlon for rev;ew by the signature approvers
and Accounting/Contracts Manager. 1 l I ,] Ilil-,

ll‘” M

The Stafﬁng Request Form process does not'change ortr place the need for the Position

it

This document is an example and can change without notice.




Appendix C



