Mo DOT MissouRI DEPARTMENT OF TRANSPORTATION
(7> INFORMAL QUOTE GUIDELINES AND DOCUMENTATION FOR
PURCHASES FROM $3,000 1O $24,999.99
THIS IS NOT AN ORDER

REQUEST FOR QUOTATION
It is the vendor’s responsibility to read and comply with all conditions, specifications, and instructions outlined in this document.
This document and any subsequent attachments, shall supersede all confirmation forms, receipts, or any other paperwork
needed to secure materials, equipment, or services.

TODAY’S DATE: QuoTe DUE BY (DATE AND TIME): F.O.B. REQUIREMENTS:
MARCH 27, 2014 APRIL 14, 2014 10:00 A.M. DESTINATION
To BE DELIVERED ON OR BEFORE: QuUoOTATION #. SL14-120-R7 BuYER NAME/TELEPHONE NUMBER:
2 WEEK TURNAROUND THIS QUOTATION # SHOULD BE STEPHANIE AUSTIN RAsHID, CPPB
REFERENCED ON ALL MAILING LABELS, 314-301-1439
ENVELOPES, AND OTHER EMAIL:
CORRESPONDENCE. STEPHANIE.AUSTINRASHID@MODOT.MO.GOV
Procurement Mailing Address #: Delivery Location:
MISSOURI DEPT. OF TRANSPORTATION MoDOT =St. Louis
STL DISTRICT PROCUREMENT OFFICE . nd
2309 BARRETT STATION RD. Right of Way Dept, 2 Floor
BALLWIN, MO. 63021 1590 Woodlake Drive
o Chesterfield, MO 63017
Facsimile #:314-301-1437 or 573-526-0016

This solicitation seeks bids from qualified companies who can provide scanning services for MoDOT St.
Louis Right of Way Department, as specified in Exhibit A, Scope of Services on Pages 3&4 of this quotation.
Estimated quantity is 1-2 boxes per month with each box having approximately 2,000 pages per box.
Quotation unit prices must include pickup and drop off charges. Award of the quote will be made on an “All
or Nothing” basis using the “lowest and best” principle of award. Pricing must remain in effect through
April 30, 2015. There will be an option to renew contract for (1), one year extension.

DESCRIPTION
QTY UM . . . , UNIT DELIVERY
(including size and/or part #s) PRICE TIME

1 Page | Scanning of Black & White Page
Page Size: 8 /2" x 117

1 Page | Scanning of Black & White Page
Page Size: 8 /2" x 14”

1 Page | Scanning of Black & White Page
Page Size: 11" x 177

1 Page | Scanning of Grayscale Page
Page Size: 8 2" x 117

1 Page | Scanning of Grayscale Page
Page Size: 8 12" x 147,

1 Page | Scanning of Grayscale Page

Page Size: 11" x 17"

VENDOR NAME:

Bidders are encouraged to obtain minority business enterprise (MBE) and women business enterprise (WBE) participation in
this work through the use of subcontractors, suppliers, joint ventures, or other arrangements that afford meaningful
participation for M/WBEs. Bidders are encouraged to obtain 10% MBE and 5% WBE participation.



THIS IS NOT A SEALED BID. QUOTATIONS CAN BE FAXED TO EITHER FAXNUMBER ABOVE.

Note to Respondent: A vendor must be in compliance with the laws regarding conducting business in the State of Missouri. The
compliance to conduct business in the state shall include but may not be limited to: Registration of business name, vendors MUST
submit a bid/proposal that correctly and accurately identifies the company name that is registered to do business in the State of
Missouri. The Missouri Department of Transportation reserves the right to reject any or all bids, and to accept or reject any items
thereon and to waive technicalities. All bids must be signed with the firm name and by a responsible officer or employee.
Obligations assumed by such signature must be fulfilled.

Pursuant to 285.530 RSMo, the bidder/offeror must affirm its enrollment and participation in a federal work authorization
program with respect to the employees proposed to work in connection with the services requested herein by
e submitting a completed, notarized copy of AFFIDAVIT OF WORK AUTHORIZATION and

e providing documentation affirming the bidder’s/offeror’s enrollment and participation in a federal work authorization
program (see below) with respect to the employees proposed to work in connection with the services requested herein.

E-Verify is an example of a federal work authorization program. Acceptable enrollment and participation documentation consists
of completed copy of the E-Verify Memorandum of Understanding (MOU). For vendors that are not already enrolled and
participating in a federal work authorization program, E-Verify is available at
http://www.dhs.gov/files/programs/gc_1185221678150.shtm

VENDOR INFORMATION

Vendor Name/Mailing Address: Vendor Contact Information (including area codes):
Phone #:
Fax #:
Cellular #:

Printed Name and Title of Responsible Officer or Signature:

Employee:

Is your company registered/certified with the State of Missouri as a (please circle):

MINORITY BUSINESS ENTERPRISE (MBE) ? YES NO
WOMEN BUSINESS ENTERPRISE (WBE) ? YES NO

Would your company like information on becoming a registered/certified MBE/WBE vendor? YES NO



http://www.dhs.gov/files/programs/gc_1185221678150.shtm
http://www.dhs.gov/files/programs/gc_1185221678150.shtm

Exhibit A - Scope of Services
Scanning Documents for Right of Way Land Acquisitions for MoDOT Projects in St. Louis
Scope of Services

Project Summary

This project consists of providing scanning services for deeds, reports and other documents that resulted from
land acquisitions for construction projects in the St. Louis district. There are approximately 30 boxes of deeds and
other paperwork that needs to be scanned and then bookmarked by parcel in Adobe pdf format.

MoDOT will provide the following to the Contractor:

e Index sheets to be used as main page of document
e Documents divided into folders by project and then organized and paper clipped together by parcel
e Staples, most if not all, removed by us

Background

During the day-to-day work of the Right of Way department, we may need to find and view various deeds and
contracts while researching for a future project or excess land sales. We want these documents scanned so
research can be done efficiently from a computer and to prevent further deterioration of the original documents.

Details

Contractor will need to handle these documents with extreme care as many of them date back to the early
1900’s. There also may be some documents on onion paper or other types of paper that tear easily. We will want
the documents returned to us for storage in our facility. Once documents have been scanned, please staple
together the portions that were originally paper clipped together when you received the documents.

Some documents are one-sided and others are double-sided. Documents can be scanned as black and white.
However, when doing quality control, if some documents are not legible when scanned in black and white, they
may need to be scanned with grayscale to help aid us in reading them in the digital format.

All pages will need to have proper orientation so that they can be read by researcher without having to be
rotated. This means that final product will have a combination of pages that use portrait orientation and pages
that have landscape orientation.

We want the same project all scanned together in the same pdf. The title of the pdf document will be the project
number given on the index sheet. If there is no project number, use the job number given on the index sheet.
Within each pdf document, we want each of the parcels bookmarked as “Parcel 1”, “Parcel 2”, etc. all the way
until the last parcel, which is miscellaneous information. The index sheet at the front of the file folder for the
project will assist you in the bookmarking. All of the documents for each parcel are paper clipped together and
will be clearly marked to aid you in bookmarking each parcel appropriately. The last bookmark should be for
miscellaneous information, which was given a parcel number on the index sheet and has a cover sheet. All of the
documents after the cover sheet for miscellaneous information should be under the same bookmark, no matter
how it is paper clipped.



Also, some projects may not have parcels starting at Parcel 1. Each project will be in one folder; however, there
will be an occasional project with many parcels and it will not all fit in one folder. In this case, we will number the
folders (example: 1 of 5, 2 of 5, etc.). The index sheets will be in the first folder for each project.

Pages will range from 8 % x 11 with the rare sheet that is smaller, to 8 2 x 14 to 11 x 17.

When the scanning for each project is completed and in the appropriate pdf format, please organize onto flash
drive by county and then route and give to us along with original documents. We will move folders from flash
drive into our SharePoint folders and return flash drive to you to be used with next batch of documents for
scanning.

We ask that you pick up and drop off the boxes. We also do not need an immediate turn-around. Approximately
a two-week turn-around will be sufficient.

We would like to see a quote on a per page basis based on the estimate of one or two boxes per month over the
course of a year, with approximately 2,000 pages per box. We understand that different types and sizes of paper
and scanning may cost different amounts. Please provide all per page quotes based on the information provided
in this scope.



VENDOR INFORMATION & PREFERENCE CERTIFICATION FORM

Vendor Information
All bidders must furnish ALL applicable information requested below

Vendor Name/Mailing Address: Vendor Contact Information (including area codes):
Phone #:

Email Address: Cellular #:
Fax #:

Printed Name of Responsible Officer or Employee: Signature:

For Corporations - State in which incorporated: For Others - State of domicile:

If the address listed in the Vendor Name/Mailing Address block above is not located in the State of Missouri, list the address of
Missouri offices or places of business:

If additional space is required, please attach an additional sheet and identify it as Addresses of Missouri Offices or Places of Business.

M/WBE INFORMATION: List all certified Minority or Women Business Enterprises (M/WBE) utilized in the fulfillment of this bid.
Include percentages for subcontractors and identify the M/WBE certifying agency:

M/WBE Name Percentage of Contract M/WBE Certifying Agency

If additional space is required, please attach an additional sheet and identify it as M/WBE Information

Preference Certification
All bidders must furnish ALL applicable information requested below

GOODS/PRODUCTS MANUFACTURED OR PRODUCED IN USA: If any or all of the goods or products offered in the attached bid
which the bidder proposes to supply to the MHTC are not manufactured or produced in the “United States”, or imported in accordance
with a qualifying treaty, law, agreement, or regulation, list below, by item or item number, the country other than the United States
where each good or product is manufactured or produced.

Item (or item number) Location Where Item is Manufactured or Produced

If additional space is required, please attach an additional sheet and identify it as Location Products are Manufactured or Produced.

MISSOURI SERVICE-DISABLED VETERAN BUSINESS: Please complete the following if applicable. Additional information may be
requested if preference is applicable. See below definitions for qualification criteria:

Service-Disabled Veteran is defined as any individual who is disabled as certified by the appropriate federal agency responsible for
the administration of veterans’ affairs.

Service-Disabled Veteran Business is defined as a business concern:

a. Not less than fifty-one (51) percent of which is owned by one or more service-disabled veterans or, in the case of any publicly
owned business, not less than fifty-one (51) percent of the stock of which is owned by one or more service-disabled veterans;
and

b. The management and daily business operations of which are controlled by one or more service-disabled veterans.

Veteran Information Business Information

Service-Disabled Veteran’s Name (Please Print) Service-Disabled Veteran Business Name

Service-Disabled Veteran’s Signature Missouri Address of Service Disabled Veteran Business




RENEWAL OPTION

In the event that the Missouri Highway Transportation Commission (MHTC) exercises its option
to renew the contract for one (1) additional one-year period pursuant to the applicable provisions
outlined in this document, the Bidder shall provide below the maximum percentage of increase
or minimum percentages of decrease for each renewal period. The Bidder is cautioned that the
percentages shall be computed against the ORIGINAL contract prices during renewal periods.
Furthermore, the Bidder is advised that the MHTC does not automatically grant increases at the
time of renewing the contract and that if an increase is requested, documentation of need must
be provided at the time of renewal.

RENEWAL PERIOD
% of maximum increase OR

% of maximum decrease




WORKER ELIGIBILITY VERIFICATION AFFIDAVIT FOR ALL
MHTC/MODOT CONTRACT AGREEMENTS IN EXCESS OF $5,000
(for joint ventures, a separate affidavit is required for each business entity)

STATE OF )
) sS
COUNTY OF )
On this day of , 20 , before me appeared

, personally known to me or proved to me on the basis of

satisfactory evidence to be a person whose name is subscribed to this affidavit, who being by me duly
sworn, deposed as follows:

My name is , and I am of sound mind, capable of
making this affidavit, and personally certify the facts herein stated, as required by Section 285.530,
RSMo, to enter into any contract agreement with the state to perform any job, task, employment, labor,
personal services, or any other activity for which compensation is provided, expected, or due, including
but not limited to all activities conducted by business entities:

| am the of , and | am duly authorized,

titte bUSiTTESS Trarme

directed, and/or empowered to act officially and properly on behalf of this business entity.

| hereby affirm and warrant that the aforementioned business entity is enrolled in a federal work
authorization program operated by the United States Department of Homeland Security to verify
information of newly hired employees, and the aforementioned business entity shall participate in said
program with respect to all employees working in connection to work under the within state contract
agreement with the Missouri Highways and Transportation Commission (MHTC). | have attached
documentation to this affidavit to evidence enrollment/participation by the aforementioned business entity
in a federal work authorization program, as required by Section 285.530, RSMo.

In addition, | hereby affirm and warrant that the aforementioned business entity does not and shall
not knowingly employ, in connection to work under the within state contract agreement with MHTC, any
alien who does not have the legal right or authorization under federal law to work in the United States, as
defined in 8 U.S.C. § 1324a(h)(3).

| am aware and recognize that, unless certain contract and affidavit conditions are satisfied
pursuant to Section 285.530, RSMo, the aforementioned business entity may be held liable under Sections
285.525 through 285.550, RSMo, for subcontractors that knowingly employ or continue to employ any
unauthorized alien to work within the state of Missouri.

| acknowledge that I am signing this affidavit as a free act and deed of the aforementioned

business entity and not under duress.



Affiant Signature

Subscribed and sworn to before me this day of , 20

Notary Public
My commission expires:

[documentation of enrollment/participation in a federal work authorization program attached]



APPLICANT AFFIDAVIT FOR SOLE-PROPRIETORSHIP OR PARTNERSHIP
(a separate affidavit is required for each owner and general partner) (If applicable)

STATE OF )
) SS
COUNTY OF )
On this day of , 20 , before me appeared

, personally known to me or proved to me on the basis of

satisfactory evidence to be the person whose name is subscribed to the within instruments, who being by
me duly sworn, deposed as follows:
My name is , and | am of sound mind, capable of

making this affidavit, and personally certify the facts herein stated, as required by Section 208.0009,
RSMo, for failure to provide affirmative proof of lawful presence in the United States of America:

I am the of , Which is applying for a public

owner or partner pusiness name
benefit (grant, contract, and/or loan) administered/provided by the Missouri Highways and Transportation

Commission (MHTC), acting by and through the Missouri Department of Transportation (MoDOT).

| am classified by the United States of America as: (check the applicable box)

Q a United States citizen.

a an alien lawfully admitted for permanent residence

| am aware that Missouri law provides that any person who obtains any public benefit by means of
a willfully false statement or representation, or by willful concealment or failure to report any fact or
event required to be reported, or by other fraudulent device, shall be guilty of the crime of stealing
pursuant to Section 570.030, RSMo, which is a Class C felony for stolen public benefits valued between
$500 and $25,000 (punishable by a term of imprisonment not to exceed 7 years and/or a fine not more
than $5,000 — Sections 558.011 and 560.011, RSMo), and is a Class B felony for stolen public benefits
valued at $25,000 or more (punishable by a term of imprisonment not less than 5 years and not to exceed
15 years — Section 558.011, RSMo).

| recognize that, upon proper submission of this sworn affidavit, I will only be eligible for
temporary public benefits until such time as my lawful presence in the United States is determined, or as
otherwise provided by Section 208.009, RSMo.



| understand that Missouri law requires MHTC/MoDOT to provide assistance in obtaining
appropriate documentation to prove citizenship or lawful presence in the United States, and | agree to
submit any requests for such assistance to MHTC/MoDOT in writing.

| acknowledge that | am signing this affidavit as a free act and deed and not under duress.

Affiant Signature Affiant’s Social Security Number or
Applicable Federal Identification Number

Subscribed and sworn to before me this day of , 20

Notary Public
My commission expires:



Missouri Highways and Transportation Commission
Standard Bid/Proposal Provisions, General Terms and Conditions and Special Terms and Conditions

STANDARD SOLICITATION PROVISIONS

a. The solicitation for the procurement of the supplies referenced therein, to which these “Standard Bid Provisions, General Terms and Conditions and
Special Terms and Conditions” are attached, is being issued under, and governed by, the provisions of Title 7 — Missouri Department of
Transportation, Division 10 — Missouri Highways and Transportation Commission, Chapter 11 — Procurement of Supplies, of the Code of State
Regulations. The Missouri Highways and Transportation Commission (MHTC), acting by and through its operating arm, the Missouri Department of
Transportation (MoDOT), draws the Bidder’s attention to said 7 CSR 10-11 for all the provisions governing solicitation and receipt of bids/quotes
and the award of the contract pursuant to this solicitation.

b.  All bids/quotes must be signed with the firm name and by a responsible officer or employee. Obligations assumed by such signature must be
fulfilled.

GENERAL TERMS AND CONDITIONS

Definitions

Capitalized terms as well as other terms used but not defined herein shall have the meaning assigned to them in section 7 CSR 10-11.010 Definition of
Terms.

Nondiscrimination
a. The Contractor shall comply with all state and federal statutes applicable to the Contractor relating to nondiscrimination, including, but not limited to,
Chapter 213, RSMo; Title VI and Title VII of Civil Rights Act of 1964 as amended (42 U.S.C. Sections 2000d and 2000e, et seq.); and with any
provision of the “Americans with Disabilities Act” (42 U.S.C. Section 12101, et seq).
b. Sanctions for Noncompliance: In the event of the Contractor's honcompliance with the nondiscrimination provisions of this contract, MHTC shall
impose such contract sanctions as it or the Federal Highway Administration may determine to be appropriate, including, but not limited to:
i.  withholding of payments to the Contractor under the contract until the Contractor complies, and/or,
ii.  cancellation, termination or suspension of the contract, in whole or in part.

Contract/Purchase Order
a. By submitting a bid/quote, the Bidder agrees to furnish any and all equipment, supplies and/or services specified in the solicitation documents, at the
prices quoted, pursuant to all requirements and specifications contained therein.
b. A binding contract shall consist of: (1) the solicitation documents, amendments thereto, and/or Best and Final Offer (BAFO) request(s) with any
changes/additions, (2) the Contractor's bid response, and (3) the MHTC’s acceptance of the bid by post-award contract or purchase order.
c. A notice of award does not constitute an authorization for shipment of equipment or supplies or a directive to proceed with services. Before providing
equipment, supplies and/or services, the Contractor must receive a properly authorized notice to proceed and/or purchase order.

Applicable Laws and Regulations

a. The contract shall be construed according to the laws of the State of Missouri. The Contractor shall comply with all local, state, and federal laws and
regulations related to the performance of the contract. The exclusive venue for any legal proceeding relating to or arising, out of the contract shall be
in the Circuit Court of Cole County, Missouri.

b.  The Contractor must be registered and maintain good standing with the Secretary of State of the State of Missouri, Missouri Department of Revenue,
and other regulatory agencies, as may be required by law or regulations. Prior to the issuance of a purchase order and/or notice to proceed, the
Contractor may be required to submit to MHTC a copy of their current Authority Certificate from the Secretary of State of the State of Missouri and/or
a copy of their Certificate of No Tax Due from the Missouri Department of Revenue.

c. Prior to the issuance of a purchase order and/or notice to proceed, all out-of-state Contractors providing services within the state of Missouri must
submit to MHTC a copy of their current Transient Employer Certificate from the Missouri Department of Revenue, in addition to a copy of their current
Authority Certificate from the Secretary of State of the State of Missouri.

Executive Order:
The Contractor shall comply with all the provisions of Executive Order 07-13, issued by the Honorable Matt Blunt, Governor of Missouri, on the sixth (6™)
day of March, 2007. This Executive Order, which promulgates the State of Missouri’s position to not tolerate persons who contract with the state engaging
in or supporting illegal activities of employing individuals who are not eligible to work in the United States, is incorporated herein by reference and made a
part of this Agreement.

1) “By signing this Agreement, the Contractor hereby certifies that any employee of the Contractor assigned to perform services under the contract
is eligible and authorized to work in the United States in compliance with federal law.”

2) Inthe event the Contractor fails to comply with the provisions of the Executive Order 07-13, or in the event the Commission has reasonable
cause to believe that the contractor has knowingly employed individuals who are not eligible to work in the United States in violation of federal
law, the Commission reserves the right to impose such contract sanctions as it may determine to be appropriate, including but not limited to
contract cancellation, termination or suspension in whole or in part or both.

3) The Contractor shall include the provisions of this paragraph in every subcontract. The Contractor shall take such action with respect to any
subcontract as the Commission may direct as a means of enforcing such provisions, including sanctions for noncompliance.
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Missouri Highways and Transportation Commission
Standard Bid/Proposal Provisions, General Terms and Conditions and Special Terms and Conditions

Preferences
a. In the evaluation of bids/quotes, preferences shall be applied in accordance with 7 CSR 10-11.020(7). Contractors should apply the same
preferences in selecting subcontractors. The attached document entitled “VENDOR INFORMATION AND PREFERENCE CERTIFICATION FORM”
must be completed and returned with the solicitation documents.

b. Bidders are encouraged to obtain minority business enterprise (MBE) and women business enterprise (WBE) participation in this work through the
use of subcontractors, suppliers, joint ventures, or other arrangements that afford meaningful participation for MM\WBEs. Bidders are encouraged to
obtain 10% MBE and 5% WBE participation.

Cancellation of Contract
The MHTC may cancel the Contract at any time for a material breach of contractual obligations or for convenience by providing Contractor with written
notice of cancellation. Should the MHTC exercise its right to cancel the contract for such reasons, cancellation will become effective upon the date
specified in the notice of cancellation sent to the Contractor.

Bankruptcy or Insolvency

Upon filing for any bankruptcy or insolvency proceeding by or against the Contractor, whether voluntarily, or upon the appointment of a receiver, trustee, or
assignee, for the benefit of creditors, the Commission reserves the right and sole discretion to either cancel the Agreement or affirm the Agreement and
hold the Contractor responsible for damages.

Warranty
The Contractor expressly warrants that all equipment, supplies, and/or services provided shall: (1) conform to each and every specification, drawing,

sample or other description which was furnished to or adopted by the MHTC, (2) be fit and sufficient for the purpose expressed in the solicitation
documents, (3) be merchantable, (4) be of good materials and workmanship, and (5) be free from defect.

Status of Independent Contractor
The Contractor represents itself to be an independent Contractor offering such services to the general public and shall not represent itself or its employees
to be an employee of the MHTC. Therefore, the Contractor shall assume all legal and financial responsibility for taxes, FICA, employee fringe benefits,
workers’ compensation, employee insurance, minimum wage requirements, overtime, etc., and agrees to indemnify, save and hold the MHTC, its officers,
agents and employees harmless from and against any and all losses (including attorney fees) and damage of any kind related to such matters.

Non-Waiver
If one of the parties agrees to waive its right to enforce any term of this Contract, that party does not waive its right to enforce such term at any other time
or to enforce any or all other terms of this Contract.

Indemnification
The Contractor shall defend, indemnify and hold harmless MHTC, including its members and department employees, from any claim or liability whether
based on a claim for damages to real or personal property or to a person for any matter relating to or arising out of the Contractor's performance of its
obligations under the contract awarded pursuant to this solicitation.

SPECIAL TERMS AND CONDITIONS

Prohibition Of Employment Of Unauthorized Aliens:

a. Non-employment of Unauthorized Aliens: Pursuant to Section 285.530, RSMo., no business entity or employer shall knowingly employ, hire for
employment, or continue to employ an unauthorized alien to perform work within the State of Missouri. As a condition for the award of any contract or
grant in excess of five thousand dollars by the State or by any political subdivision of the State to a business entity, or for any business entity receiving a
state-administered or subsidized tax credit, tax abatement, or loan from the state, the business entity shall:

1) By sworn affidavit and provision of documentation, affirm its enrollment and participation in a federal work authorization program with respect to
the employees working in connection with the contracted services. E-Verify is an example of a federal work authorization program. The
business entity must affirm its enroliment and patrticipation in the E-Verify federal work authorization program with respect to the employees
proposed to work in connection with the services requested herein by providing acceptable enrollment and participation documentation
consisting of completed copy of the E-Verify Memorandum of Understanding (MOU). For business entities that are not already enrolled and
participating in a federal work authorization program, E-Verify is available at http://www.dhs.gov/files/programs/gc_1185221678150.shtm

2) By sworn affidavit, affirm that it does not knowingly employ any person who is an unauthorized alien in connection with the contracted services.
A copy of the affidavit referenced herein is provided within this document.
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