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I. Project Overview 

 
A. Project Background 

 

 Betances Learning Lab Magnet School: 

Betances Learning Lab Magnet School is a Pre-Kindergarten through 4th grade Early 

Reading Lab School located at 42 Charter Oak Ave in Hartford, CT. This school will 

employ practices in early literacy instruction while also serving as a professional 

development center for elementary school teachers who want to further develop 

their skills in early literacy instruction. Students develop an appreciation for all genres 

of literature and are prepared to be at or above the proficient level on the 

Connecticut Mastery Test (CMT) by the end of third grade. The Early Literacy 

Professional Development Center will be a training institute for teachers to observe 

best instructional practices and participate in targeted training in research-based 

reading and language arts instruction strategies. 

 E.B. Kennelly School: 

E.B. Kennelly School is a Pre-kindergarten through 8th grade program located on 180 

White Street in the south end community of Hartford. With the motto, “Be the change 

you wish to see in the world,” the Kennelly School offers a dynamic, comprehensive, 

curriculum aligned to state and national standards, and high-quality instruction with 

flexible, responsive intervention in Literacy, Numeracy, Science and Social Studies. 

Students also take classes in Art, STEM, Health, Music, and Physical Education. The 

school offers guidance and instruction around career education, goal setting, high 

school placement and service learning to students in grades 5 to 8. Kennelly School 

is a PBIS-rich environment focused on positively recognizing students for following the 

three BEES – being safe, respectful, and responsible.  

Fred D. Wish Museum School:  

Fred D. Wish Museum School is located on 350 Barbour Street in the North-End 

community of Hartford serving Pre-Kindergarten through 5th graders. The mission of 

Fred D. Wish Museum School is to L.E.A.D. our students to LEARN, EXPLORE, ACHIEVE, 

and DISCOVER their dreams and goals. They will LEARN to be critical thinkers, 

creative problem solvers, and independent and collaborative learners; EXPLORE the 

world by exposure to museum-related activities; ACHIEVE positive results through 

hard work and persistence; and ultimately DISCOVER their dreams and goals.  

The staff of Fred D. Wish Museum School believe that children will maximize their 
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academic potential in a warm, child-centered learning environment. We fully 

understand the importance of being caring and nurturing as we educate our 

students and challenge them to high academic achievement. We continually reach 

out to parents and the community, embracing broader involvement in the 

education process. 

All three projects have been issued grant commitments by the state in 2021. Colliers 

Project Leaders (CPL) is the Program Manager represented by Raymond Wiley (Sr. 

Project Manager) and Judy Denny (Assistant Project Manager). 

 

 

B. Project Descriptions 

 

 Betances Learning Lab Magnet School: 

Projected to serve 440 students in grades Pre-Kindergarten through 4th grade, the 

project will take place at the existing 75,980 square foot school located at 42 Charter 

Oak Avenue in Hartford. The existing school will be renovated as new, per the 

Connecticut General Statutes, in its entirety to address long term facility issues. The 

auditorium will be retained and renovated with new seating, sound and lighting 

systems, and storage spaces. The existing gymnasium and cafeteria will be retained 

and renovated. All classrooms, new media center and music and art rooms will be 

designed for 21st century learning. All building systems will be updated for 

compliance with building, fire safety, and accessibility codes and high-performance 

building standards. The fully air-conditioned building will be made more energy 

efficient by replacing all light fixtures, windows, plumbing fixtures, and mechanical 

systems. The renovated building will include a new elevator and will update 

entrances and exits to be ADA-compliant. The total project budget is $43,709,774. 

This school will be occupied during design and construction. 

 E.B. Kennelly School: 

Projected to serve 620 students in grades Pre-Kindergarten through 8th grade, the 

project will take place at the existing 89,376 square foot Kennelly School located at 

180 White Street in Hartford. The existing school will be renovated as new, per the 

Connecticut General Statutes, in its entirety to address long-term facility issues. 

Instructional spaces will be designed to meet the specific needs of the various age 

groups represented in the facility: early childhood, elementary, and middle school 

students. The renovated facility will include two Pre-Kindergarten classrooms and 

three classrooms for each grade level. A middle school wing will be designed for the 

21st century learning. All building systems will be updated for compliance with 

building, fire safety, and accessibility codes and high-performance building 

standards. The fully air-conditioned building will be made energy efficient by 

replacing all light fixtures, windows, plumbing fixtures, and mechanical systems. As 
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Kennelly School has a reputation in the arts, dedicated space will be designed for 

the Premier Drumline and Cadet Drumline. The auditorium will be retained and will 

have extensive renovation with new seating, sound and lighting systems, and 

storage spaces. The total project cost is estimated at approximately $51,416,225. This 

school will be occupied during design and construction. 

 Fred D. Wish Museum School:  

Projected to serve 465 students in grades Pre-Kindergarten through 5th grade, the 

project will take place at the existing 91,365 square foot Wish School located at 350 

Barbour Street in Hartford. The existing school will be renovated as new, per the 

Connecticut General Statutes, in its entirety. The current Wish Museum School is 

located on the site of the Hartford Circus Fire Memorial, dedicated to the tragedy 

that occurred on July 6, 1944. The planned instructional spaces will accommodate 

two Pre-Kindergarten classrooms and tree classrooms for each grade level, 

kindergarten through 5th grade. The library, cafeteria, and gymnasium, and nurse’s 

office suite will be renovated. All building systems will be updated for compliance 

with building, fire safety, and accessibility codes and high-performance building 

standards. The total project cost is estimated at approximately $49,320,000. This 

school will be unoccupied during design and construction. 

 

Coordination with City Consultants 

 

The selected design firm will be required to coordinate the design with specialty 

consultants hired by the town. Such consultants may include, but are not limited to, 

the following. 

 

• Owner’s Project Manager 

• Construction Manager 

• Hazardous Materials Consultant 

• Third Party Building Envelope Consultant 

• Commissioning Agent 

• Third Party Structural Peer Review 

• Third Party Code Review 

• Storm Water Assessment 

• CT High Performance 

  

II. Project Schedule 

The overall project schedule consists of a standard design, bid, and construct 

process ultimately resulting with owner occupancy as follows: 

Betances: Fall 2027 



 

Hartford School Building Committee 

Betances Learning Lab Magnet School 

E.B. Kennelly School 

Fred D. Wish Museum School 

Request for Qualifications 

 

E.B. Kennelly: Fall 2027 

Fred D. Wish: Fall 2026 

The projects are expected to utilize a Construction Manager at Risk delivery method. 

The design phase is scheduled to start in N ov e mb e r /D e c e mb e r  2022 and 

be completed by November/December 2023.  

 

The designer selection schedule for Betances/E.B. Kennelly School is as follows: 

1. RFQ Advertised: September 20, 2022 

2. Qualifications Due: October 11, 2022 

3. Short-list Designers and Issue RFP: October 19, 2022 

4. Proposals Due: November 2, 2022 

5. Interview Designers: November 14, 2022 (subject to change) 

6. Designer Selection: November 15, 2022, or shortly thereafter 

 

 

The designer selection schedule for Fred D. Wish School is as follows: 

1. RFQ Advertised: September 20, 2022 

2. Qualifications Due: October 11, 2022 

3. Short-list Designers and Issue RFP: October 19, 2022 

4. Proposals Due: November 2, 2022 

5. Interview Designers: November 7 , 2022 (subject to change) 

6. Designer Selection: November 8, 2022, or shortly thereafter 

 

 These dates are subject to change. 

 

 

III. Project Budget 

 
Betances Learning Lab Magnet School: 

 

The Total Project Budget is $43,709,774.  Specif ic Construction and FF&E 

budgets wil l  be issued to the short l isted f irms as part of the RFP process.  

 

E.B. Kennelly School: 

 

The Total Project Budget is $51,416,225. Specif ic Construction and FF&E 

budgets wil l  be issued to the short l isted f irms as part of the RFP process.  

 

Fred D. Wish Museum School: 

 

The Total Project Budget is $49,320,000. Specific Construction and FF&E budgets will 

be issued to the shortlisted firms as part of the RFP process.  
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The plans and estimates will be subject to review by the State of Connecticut 

Office of School Construction Grants and Review. 

 

IV. Special Requirements 

 

The project will be subject to the State of Connecticut Department of Construction 

Services Office of School Construction Grants and Review (OSCGR) requirements as 

well as all applicable local, State, and federal laws. Candidates shall demonstrate 

project experience and knowledge of these requirements. Experience must contain 

at least two Connecticut elementary schools similar in size and scope of this project, 

and a minimum of five K-12 Connecticut public schools within the last ten years. 

Additional consideration will be given to firms that can demonstrate successfully 

completing renovate as new projects located in the state of Connecticut in fully 

occupied school buildings. 

The Hartford School Building Committee does expect each firm to provide 

opportunities for both local and minority involvement.  Therefore, it is strongly 

encouraged to utilize local and minority talent in the team composition.  Additional 

points may be included in the selection process. 

The Hartford Building Committee will review each proposal and award will be at the 

discretion of the committee. The intent is to award to three separate 

architectural/engineering firms.  However, The Hartford School Building Committee 

reserves the right to award the projects as it determines to be in the best interest of 

the city.  

Should submitting firms be interested in more than one school, please submit a plan 

demonstrating how your firm will staff and manage each of the projects and deliver 

each of the projects within the required schedule and maintain the quality required. 

 
 

V. Statement of Qualification Minimum Requirements 

 
Appendix B contains a checklist of requirements for use by the submitting firm. 

Inclusion of the checklist with the Statement of Qualification is not required. 

 

1. Letter of Interest 

2. Copy of architectural/engineering licensure by Connecticut Department of 

Consumer Protection. A copy of the lead firm and all proposed sub- 

consultants shall be provided. 
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3. Profile of the lead design firm. Profile shall include: 

• Resume of principals 

• Resumes of lead architect/engineer, and staff designated to the 

project. Include a brief description of the role of each key staff 

member. 

• Geographic location of the design team. 

• Description of equipment, facilities and other resources assigned 

to this project. 

• Statement of financial condition of the firm and the ability to 

appropriately finance the required efforts for a project of this size 

and scope. 

4. List of sub-consultants and roles. Provide the names and addresses of 

each sub-consultant, or “in-house” if self-performed by the lead design 

firm. At a minimum, provide the following sub-consultants: 

• Land surveyor 

• Landscape Architect 

• Estimator 

• Geotechnical Engineer 

• Civil Engineer 

• Structural Engineer 

• MEP Engineer(s) 

• Interior design 

• FF&E Coordinator 

• Information Technology Consultant  

• Acoustical Consultant 

• List of projects completed with the proposed design team. 

5. List a minimum of five completed school projects that are similar in size 

and scope to this project with at least two of the five being elementary 

schools in Connecticut. Information for each project shall include the 

following: 

• Project name, location, and owner. 

• Owner’s representative including contact information. Note: 

Owner’s representative may be contacted for a referral during the 

review process. 

• Superintendent of the school district under which the project was 

designed or constructed including contact information. Note: The 

superintendent may be contacted for a referral during the review 

process. 

• Original Construction Budget 

• 100% design estimate with base bid and alternates (if applicable) 

• Contract base bid award amount with accepted alternates (if 

applicable) 
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• Final construction amount. 

• Original design fee including services during construction. 

• List of additional services approved by the owner/building 

committee and percentage of the services compared to the base 

contract 

• Total amount of construction change orders and amount of errors 

and/or omissions. 

6. Include statement of experience with CT OSCGR as described in 

Paragraph IV above. 
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VI. Evaluation Criteria 

 
The Hartford School Building Committee will utilize the following criteria to 

evaluate each firms Statement of Qualification. Failure to provide the requested 

information under Section V may result in a lower rating. 

 

Criteria 

Number 
Selection Criteria Category 

Rating 

Points 

1 Experience with Projects of Similar Size and Scope 35 

2 Organization/Team Structure for this Project 20 

3 
Past Performance on Projects of Similar Size and 

Scope 
20 

4 Experience with CT OSCGR Requirements/Permitting 15 

5 Proximity of Lead Design Firm to Project 10 

 Available Rating Points per Rating Member 100 

 

VII. Submissions 

 

Two (2) original copies and one digital copy (thumb drive or CD) of the Statement of 

Qualifications shall be submitted to: 

 

Colliers Project Leaders 

135 New Rd 

Madison, CT  06443 

 

An additional digital copy should be submitted to Colliers Project Leaders at 

ray.wiley@collierseng.com and judy.denny@collierseng.com.  

 

All inquiries may be submitted to Raymond Wiley of Colliers Project Leaders at 

ray.wiley@collierseng.com, (475) 301-2307 and Judy Denny of Colliers Project 

Leaders at judy.denny@collierseng.com, (203) 809-3835. 

 

Note: The Hartford School Building Committee anticipates shortlisting to no more 

than 4 architectural firms for each of the three projects described in this RFQ. It 

may shortlist less. Please note that submitting firms may be shortlisted individually 

for the three listed projects or for multiple projects. 

 

 

mailto:ray.wiley@collierseng.com
mailto:judy.denny@collierseng.com
mailto:ray.wiley@collierseng.com
mailto:judy.denny@collierseng.com
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Appendix “B”: Statement of Qualification Checklist 

 
1. Letter of Interest 

 
2. Copy of license from CT Department of 

Consumer Protection 

 
3. Profile of Lead Firm 

 
4. List of sub-consultants 

 
5. List of projects completed, 5 minimum. 

 
6. Statement of experience with CT OSCGR 
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Appendix “C”: Affidavit Request for Response. 

 

 

 

  



 

Request for Response (RFR)  

AFFIDAVIT 

 

 

 STATE OF CONNECTICUT ) 

      ) ss. __________________, 20___ 

COUNTY OF ________________ )     
 

 

I, ___________________________________, being duly sworn, depose and say: 
(insert name of authorized agent) 

 

1. I am the ___________________________ of ______________________________ (the  
(insert title)        (insert name of company) 

“Respondent”) and am authorized on behalf of the Proposer to make this Affidavit.   

 

2. I am over 18 years of age and understand the obligations of an oath. 

 

3. There are no delinquent real and personal property taxes due the City of Hartford from the Respondent. 

 

4. The Respondent is current on all monetary obligations due the City of Hartford. 

 

5. The Respondent is currently in compliance with all applicable laws, regulations and ordinances of the 

United States, State of Connecticut and the City of Hartford. 

 

 

  __________________________________ 
   (insert name of company) 

 

  By: _______________________________ 

   Name:  

   Title:  

 

Subscribed and sworn to before me, ___________________________, the undersigned officer this 

_________ day of ___________, 20___.    

 

       ____________________________________ 

       Notary Public 

       My Commission Expires: 
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Form    W-9
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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2.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or   
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions) ▶ 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)
(Applies to accounts maintained outside the U.S.)

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

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

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

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:

1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and

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

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

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

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following:

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued),

2. Certify that you are not subject to backup withholding, or

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

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information.

Cat. No. 10231X Form W-9 (Rev. 12-2014)



Form W-9 (Rev. 12-2014) Page 2 

Note. If you are a U.S. person and 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.

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

• An individual who is a U.S. citizen or U.S. resident alien;

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

• An estate (other than a foreign estate); or

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

Special rules for partnerships. Partnerships that conduct a trade or business in 
the United States are generally required to pay a withholding tax under section 
1446 on any foreign partners’ share of effectively connected taxable income from 
such business. Further, in certain cases where a Form W-9 has not been received, 
the rules under section 1446 require a partnership to presume that a partner is a 
foreign person, and pay the section 1446 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 section 1446 withholding on your share of partnership income.

In the cases below, the following person must give 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:

• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the 
disregarded entity and not the entity;

• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally, 
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and

• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a 
grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a foreign bank 
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use 
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax 
on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a nonresident 
alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on 
certain types of income. However, most tax treaties contain a provision known as 
a “saving clause.” Exceptions specified in the saving clause may permit an 
exemption from tax to continue for certain types of income even after the payee 
has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception contained in the 
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types 
of income, you must attach a statement to Form W-9 that specifies the following 
five items:

1. The treaty country. Generally, this must be the same treaty under which you 
claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

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

4. The type and amount of income that qualifies for the exemption from tax.

5. Sufficient facts to justify the exemption from tax under the terms of the treaty 
article.

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

If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.

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

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

Payments you receive will be subject to backup withholding if: 

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

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

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

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

5. You do not certify to the requester that you are not subject to backup 
withholding under 4 above (for reportable interest and dividend accounts opened 
after 1983 only).

Certain payees and payments are exempt from backup withholding. See Exempt 
payee code on page 3 and the separate Instructions for the Requester of Form 
W-9 for more information.

Also see Special rules for partnerships above.

What is FATCA reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign 
financial institution to report all United States account holders that are specified 
United States persons. Certain payees are exempt from FATCA reporting. See 
Exemption from FATCA reporting code on page 3 and the Instructions for the 
Requester of Form W-9 for more information.

Updating Your Information
You must provide updated information to any person to whom you claimed to be 
an exempt payee if you are no longer an exempt payee and anticipate receiving 
reportable payments in the future from this person. For example, you may need to 
provide updated information if you are a C corporation that elects to be an S 
corporation, or if you no longer are tax exempt. In addition, you must furnish a new 
Form W-9 if the name or TIN changes for the account; for example, if the grantor 
of a grantor trust dies.

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

Civil penalty for false information with respect to withholding. If you make a 
false statement with no reasonable basis that results in no backup withholding, 
you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying certifications or 
affirmations may subject you to criminal penalties including fines and/or 
imprisonment.

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

Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line blank. The 
name should match the name on your tax return.

If this Form W-9 is for a joint account, list first, and then circle, the name of the 
person or entity whose number you entered in Part I of Form W-9.

a.  Individual. Generally, enter the name shown on your tax return. If you have 
changed your last name without informing the Social Security Administration (SSA) 
of the name change, enter your first name, the last name as shown on your social 
security card, and your new last name.  

Note. ITIN applicant: Enter your individual name as it was entered on your Form 
W-7 application, line 1a. This should also be the same as the name you entered on 
the Form 1040/1040A/1040EZ you filed with your application.

b.  Sole proprietor or single-member LLC. Enter your individual name as 
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade, 
or “doing business as” (DBA) name on line 2.

c.  Partnership, LLC that is not a single-member LLC, C Corporation, or S 
Corporation. Enter the entity's name as shown on the entity's tax return on line 1 
and any business, trade, or DBA name on line 2.

d.  Other entities. Enter your name as shown on required U.S. federal tax 
documents on line 1. This name should match the name shown on the charter or 
other legal document creating the entity. You may enter any business, trade, or 
DBA name on line 2.

e.  Disregarded entity. For U.S. federal tax purposes, an entity that is 
disregarded as an entity separate from its owner is treated as a “disregarded 
entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on 
line 1. The name of the entity entered on line 1 should never be a disregarded 
entity. The name on line 1 should be the name shown on the income tax return on 
which the income should be reported. For example, if a foreign LLC that is treated 
as a disregarded entity for U.S. federal tax purposes has a single owner that is a 
U.S. person, the U.S. owner's name is required to be provided on line 1. If the 
direct owner of the entity is also a disregarded entity, enter the first owner that is 
not disregarded for federal tax purposes. Enter the disregarded entity's name on 
line 2, “Business name/disregarded entity name.” If the owner of the disregarded 
entity is a foreign person, the owner must complete an appropriate Form W-8 
instead of a Form W-9.  This is the case even if the foreign person has a U.S. TIN. 
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Line 2
If you have a business name, trade name, DBA name, or disregarded entity name, 
you may enter it on line 2.

Line 3
Check the appropriate box in line 3 for the U.S. federal tax classification of the 
person whose name is entered on line 1. Check only one box in line 3.

Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a 
partnership for U.S. federal tax purposes, check the “Limited Liability Company” 
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to 
be taxed as a corporation, check the “Limited Liability Company” box and in the 
space provided enter “C” for C corporation or “S” for S corporation. If it is a   
single-member LLC that is a disregarded entity, do not check the “Limited Liability 
Company” box; instead check the first box in line 3 “Individual/sole proprietor or 
single-member LLC.”

Line 4, Exemptions
If you are exempt from backup withholding and/or FATCA reporting, enter in the 
appropriate space in line 4 any code(s) that may apply to you.

Exempt payee code.
•  Generally, individuals (including sole proprietors) are not exempt from backup 
withholding.

•  Except as provided below, corporations are exempt from backup withholding 
for certain payments, including interest and dividends.

•  Corporations are not exempt from backup withholding for payments made in 
settlement of payment card or third party network transactions.

•  Corporations are not exempt from backup withholding with respect to attorneys' 
fees or gross proceeds paid to attorneys, and corporations that provide medical or 
health care services are not exempt with respect to payments reportable on Form 
1099-MISC.

The following codes identify payees that are exempt from backup withholding. 
Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or a 
custodial account under section 403(b)(7) if the account satisfies the requirements 
of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies, or 
instrumentalities 

5—A corporation

6—A dealer in securities or commodities required to register in the United 
States, the District of Columbia, or a U.S. commonwealth or possession 

7—A futures commission merchant registered with the Commodity Futures 
Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment 
Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)

11—A financial institution

12—A middleman known in the investment community as a nominee or 
custodian

13—A trust exempt from tax under section 664 or described in section 4947

The following chart shows types of payments that may be exempt from backup 
withholding. The chart applies to the exempt payees listed above, 1 through 13.

IF the payment is for . . . THEN the payment is exempt for . . .

Interest and dividend payments All exempt payees except 
for 7

Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all C corporations. S 
corporations must not enter an exempt 
payee code because they are exempt 
only for sales of noncovered securities 
acquired prior to 2012. 

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be 
reported and direct sales over $5,0001

Generally, exempt payees 
1 through 52

Payments made in settlement of 
payment card or third party network 
transactions 

Exempt payees 1 through 4

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.

2 However, the following payments made to a corporation and reportable on Form 
1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney reportable under 
section 6045(f), and payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees 
that are exempt from reporting under FATCA. These codes apply to persons 
submitting this form for accounts maintained outside of the United States by 
certain foreign financial institutions. Therefore, if you are only submitting this form 
for an account you hold in the United States, you may leave this field blank. 
Consult with the person requesting this form if you are uncertain if the financial 
institution is subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or any 
similar indication) written or printed on the line for a FATCA exemption code.

A—An organization exempt from tax under section 501(a) or any individual 
retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or possession, or 
any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more 
established securities markets, as described in Regulations section         
1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a 
corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments 
(including notional principal contracts, futures, forwards, and options) that is 
registered as such under the laws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity 
registered at all times during the tax year under the Investment Company Act of 
1940

I—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Note. You may wish to consult with the financial institution requesting this form to 
determine whether the FATCA code and/or exempt payee code should be 
completed.

Line 5
Enter your address (number, street, and apartment or suite number). This is where 
the requester of this Form W-9 will mail your information returns.

Line 6
Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and you do not 
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer 
identification number (ITIN). Enter it in the social security number box. If you do not 
have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may enter either your SSN 
or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity separate from its 
owner (see Limited Liability Company (LLC) on this page), enter the owner’s SSN 
(or EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC 
is classified as a corporation or partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN 
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply 
for an SSN, get Form SS-5, Application for a Social Security Card, from your local 
SSA office or get this form online at www.ssa.gov. You may also get this form by 
calling 1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. You can apply for an EIN online by 
accessing the IRS website at www.irs.gov/businesses and clicking on Employer 
Identification Number (EIN) under Starting a Business. You can get Forms W-7 and 
SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM 
(1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN 
and write “Applied For” in the space for the TIN, sign and date the form, and give it 
to the requester. For interest and dividend payments, and certain payments made 
with respect to readily tradable instruments, generally you will have 60 days to get 
a TIN and give it to the requester before you are subject to backup withholding on 
payments. The 60-day rule does not apply to other types of payments. You will be 
subject to backup withholding on all such payments until you provide your TIN to 
the requester.

Note. Entering “Applied For” means that you have already applied for a TIN or that 
you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use the 
appropriate Form W-8.
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Part II. Certification
To establish to the withholding agent that you are a U.S. person, or resident alien, 
sign Form W-9. You may be requested to sign by the withholding agent even if 
items 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in Part I should sign 
(when required). In the case of a disregarded entity, the person identified on line 1 
must sign. Exempt payees, see Exempt payee code earlier.

Signature requirements. Complete the certification as indicated in items 1 
through 5 below.

1. Interest, dividend, and barter exchange accounts opened before 1984 
and broker accounts considered active during 1983. You must give your 
correct TIN, but you do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange accounts opened after 
1983 and broker accounts considered inactive during 1983. You must sign the 
certification or backup withholding will apply. If you are subject to backup 
withholding and you are merely providing your correct TIN to the requester, you 
must cross out item 2 in the certification before signing the form.

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

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

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

What Name and Number To Give the Requester
For this type of account: Give name and SSN of:

1. Individual The individual
2. Two or more individuals (joint             

account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account1

3. Custodian account of a minor 
 (Uniform Gift to Minors Act)

The minor2

4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law

The grantor-trustee1

The actual owner1

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations section 1.671-4(b)(2)(i)
(A))

The grantor*

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an 
individual

The owner

8. A valid trust, estate, or pension trust Legal entity4

9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553

The corporation

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

The organization

11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee

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

The public entity

14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulations section 1.671-4(b)(2)(i)
(B))

The trust

1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.

2
 Circle the minor’s name and furnish the minor’s SSN.

3
 You must show your individual name and you may also enter your business or DBA name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.

4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 2.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

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

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

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a notice from 
the IRS, respond right away to the name and phone number printed on the IRS 
notice or letter.

If your tax records are not currently affected by identity theft but you think you 
are at risk due to a lost or stolen purse or wallet, questionable credit card activity 
or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit 
Form 14039.

For more information, see Publication 4535, Identity Theft Prevention and Victim 
Assistance.

Victims of identity theft who are experiencing economic harm or a system 
problem, or are seeking help in resolving tax problems that have not been resolved 
through normal channels, may be eligible for Taxpayer Advocate Service (TAS) 
assistance. You can reach TAS by calling the TAS toll-free case intake line at 
1-877-777-4778 or TTY/TDD 1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  Phishing is the 
creation and use of email and websites designed to mimic legitimate business 
emails and websites. The most common act is sending an email to a user falsely 
claiming to be an established legitimate enterprise in an attempt to scam the user 
into surrendering private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does 
not request personal detailed information through email or ask taxpayers for the 
PIN numbers, passwords, or similar secret access information for their credit card, 
bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, forward this 
message to phishing@irs.gov. You may also report misuse of the IRS name, logo, 
or other IRS property to the Treasury Inspector General for Tax Administration 
(TIGTA) at 1-800-366-4484. You can forward suspicious emails to the Federal 
Trade Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or 
1-877-IDTHEFT (1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce your risk.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct 
TIN to persons (including federal agencies) who are required to file information 
returns with the IRS to report interest, dividends, or certain other income paid to 
you; mortgage interest you paid; the acquisition or abandonment of secured 
property; the cancellation of debt; or contributions you made to an IRA, Archer 
MSA, or HSA. The person collecting this form uses the information on the form to 
file information returns with the IRS, reporting the above information. Routine uses 
of this information include giving it to the Department of Justice for civil and 
criminal litigation and to cities, states, the District of Columbia, and U.S. 
commonwealths and possessions for use in administering their laws. The 
information also may be disclosed to other countries under a treaty, to federal and 
state agencies to enforce civil and criminal laws, or to federal law enforcement and 
intelligence agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers must generally 
withhold a percentage of taxable interest, dividend, and certain other payments to 
a payee who does not give a TIN to the payer. Certain penalties may also apply for 
providing false or fraudulent information.
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BIDDERS EEO REPORT

 
 

 
 
Part 1 – IDENTIFICATION OF VENDOR  
1.  NAME

&
ADDRESS

(As shown on BID)

mm

nn

2.  CHIEF EXECUTIVE OFFICER FOR ABOVE BIDDER (NAME)

 

4.  ADDITIONAL LOCATIONS IN 
CONNECTICUT

mm

nn

ADDRESS TELEPHONE #

Part II:  NONDISCRIMINATION POLICIES AND PRACTICES

1a.  Have you put into effect a company wide equal opportunity program to promote 
nondiscrimination?                                                                                  
Yes         No

 gfedc gfedc

3c.  Do all your employee recruitment advertisements state a 
nondiscrimination policy?           
Yes         No

 gfedc gfedc
1b.  If “Yes” have all your employees been informed of this in writing?    
Yes         No

 gfedc gfedc

4a.  Do you have a collective bargaining agreement or other 
contract or understanding with a labor union representing the 
employee employed by you?
Yes         No

 gfedc gfedc
2a.  Do you sponsor or promote any educational or  training programs for your 
employees or prospective employees?  
Yes         No

 gfedc gfedc

4b.  If “Yes” does each such agreement assure full compliance 
nondiscrimination requirements?                                              
Yes         No

 gfedc gfedc
2b.  If “Yes” are all such persons given the opportunity to participate in accordance 
with your nondiscrimination statement?                                                  
Yes         No

 gfedc gfedc

4c.  If “No” check here, and explain on a separate attached 
sheet.                                                                                                  
Yes         No

 gfedc gfedc
3a.  Have all your recruitment sources been notified that all qualified applicants will 
be considered without discrimination?   
Yes         No

 gfedc gfedc

5a.  Is there a person in your employ who is responsible for  
assuring equal employment opportunities?                                       
Yes         No

 gfedc gfedc
3b.  Has this been done in writing?
Yes         No

 gfedc gfedc

5b.  If  “Yes” give Name and Title 
Yes         No

 gfedc gfedc

Part III-HIRING AND RECRUITMENT

 
1.  Which of the following recruitment 

sources are used by you? (Check “Yes”
of “ No” Estimate % if not 
known)                                                     

 

 
 
 
 
% of all applicants
provided by this source.

2. Check any of the  
following that you use as 
hiring qualifications.

3a. Describe any other practice 
which show that you hire, train

and promote employees 
without discrimination.

SOURCE

Yes No  (x)

Work Experience  gfedc
State Employment
Service gfedc gfedc Ability to speak or

write English c
gfedc

Private Employment
Agencies gfedc gfedc Written Tests gfedc



 
PART IV – STATISTICS – Employment at bidder’s location (as shown on bid submittal).  In lieu of completing this 
section, bidder may submit copy of its most recent Federal EEO-1 report for the reporting location or a copy of its consolidated 
report for the total organization, if filed within the last year.

 
 
 
 
 

PART V- DOCUMENTATION AND COMMITMENT REQUIRED

 
1. Please submit as part of this EEO report, a copy of your Company Policy Statement of Equal Employment Opportunity.

mm

nn

 
Schools and 
Colleges

gfedc gfedc High School 

Diploma 
gfedc

Newspaper
Advertisements gfedc gfedc College Degreegfedc

Walk-ins
gfedc gfedc Union Membership gfedc

Present 
Employees gfedc gfedc Personal 

Recommendation 
gfedc

Labor 
Organizations gfedc gfedc Car Ownershipgfedc

Minority/Community 
Organizations gfedc gfedc

Employment Resource
Development Agency gfedc gfedc

OTHER (Specify)
gfedc gfedc

 

EMPLOYMENT FIGURES WERE OBTAINED FROM

 Visual Check       Employment Record     Othergfedc gfedc gfedc

CLOSING DATE OF REPORT PERIOD

JOB
CATEGORIES

OVERALL 
TOTALS

(Sum of all 
columns A-

E 
Male & 
Female)

A
WHITE (Not of
Hispanic Origin)

B
BLACK (Not of 
Hispanic Origin)

C
HISPANIC

D
ASIAN or 

Pacific Islander

E
AMERICAN 
INDIAN or
ALASKAN NATIVE

Officials and
Managers

Male Female Male Female Male Female Male Female Female Male

Professionals

Technicians

Sales Workers

Office and 
Clerical
Craft Workers
(Semi-Skilled)

Operatives
(Semi-Skilled)

Laborers
(Unskilled)
Service
Workers
TOTALS
ABOVE

TOTALS ONE
YEAR AGO

ON THE JOB TRAINEES (Enter figures for the same categories as shown above)

 
Apprentices

 
Trainees



 
2. For companies employing more than 10 persons, please submit as part of this EEO report a written commitment to hire minority and female 
workers if your work force statistics are not representative of the minority and female work force availability in your labor market area. 

 
3. If your company is not located in Connecticut, please submit a copy of your local labor market area statistics. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Bidder understands and agrees that its failure to meet the equal opportunity requirements established by section 2-573 of the Code will 
preclude such bid from being considered. The bidder agrees to the procedures set forth in section 2-573 of the Code in regard to the 
determination of whether such bidder is an equal opportunity employer. The Bidder also understands and agrees that the equal opportunity 
documents will become a part of the contract, and that a breach of the provision of the equal opportunity documents will constitute a breach of 
the contract subject to such remedies as provided by law.

 

AFFIDAVIT

NAME OF PERSON SUBMITTING BID TITLE DATE SIGNED TELEPHONE NO. (Include 
Area Code)

X
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SECTION 3 

 

GENERAL INFORMATION FOR PREPARATION AND DELIVERY OF A RESPONSE 

 

Rev. 06/04/12 

 

 
 
 
 
 

Definitions: 
 

Request for Response (RFR) refers to any form of solicitation the City may use, such as a Request for Bids 
(RFB), Request for Proposal (RFP), Request for Information (RFI) or Request for Quotation (RFQ). 

 
Candidate or Respondent refers to an individual or company who is considering or has submitted a 

response to a solicitation.  This is also commonly referred to as “bidder.” 
 

City refers to the City of Hartford, the Hartford Public Schools and any other governmental entity 
participating in the RFR process and/or resulting award(s). 

 
Provider refers to the Candidate or Candidates who receive an award and who enter into a contract with 

the City. 
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3.01 HOW TO RESPOND:  Supply the required information on and along with the response forms. An 

officer or explicit agent of your organization must sign the response form and any supplementary 

proposal document.  

 

If this request has a "Specification Offered" column opposite the specifications, complete as follows and 

return these pages with your pricing sheet(s): 

   

In the "specification offered" column type in: 

  a) "As specified" 

  b) "Exceeds specifications" - Identify what exceeds the specification and why 

  c) "Exception to specifications" - Identify the substitute and define its effect 

 

Failure to follow these guidelines may be just cause for rejection of the response. 

 
3.02 QUESTIONS & ADDENDA: Questions related to this project must be submitted electronically 
through the City’s bidding system found on hartford.gov/procurement/purchasing within seventy-two 
(72) hours in advance of the response submittal deadline.  Responses to such questions will be posted 
electronically within twenty-four (24) hours of the response submittal deadline.  Respondents are 
responsible for obtaining all addenda related to this RFR and thus advised to check for any addenda a 
minimum of twenty-four (24) hours in advance of the response deadline. 
 
The bids submitted for the work must be based upon the text of this document including the Standard 
instructions, Special Instructions, Specifications, all Addenda, and any referenced plans, and no oral or 
informal statement or representation by any representative or employee of the City of Hartford or the 
Architect shall be considered an amendment to or waiver of any statements in or requirement of such 
bidding or proposed contract documents and no claim or right of action shall accrue in favor of any 
respondent as a result of or founded on such oral or informal statements or representations. The City or 
its agents shall not be responsible for any oral instructions or interpretations given to a Candidate. 

 
Note: All communications related to this project are to be directed to buyer noted on the invitation to 
respond. Candidates found to be communicating with City or School staff outside of the Procurement 
Services Unit will have their response rejected.     
 
3.03 QUALIFICATIONS OF CANDIDATES OFFERING A RESPONSE:  The City may make such investigations 

as deemed necessary to determine the ability of the Candidate to perform the work and the degree to 

which any Candidate meets the criteria for award listed herein.  Each Candidate agrees to furnish the 

City any additional information requested. 

 

3.04 OBLIGATIONS OF THE CANDIDATE:   At the time of the opening of proposals, each Candidate will 

be presumed to be thoroughly familiar with the City's requirements, and the objectives for each 

element of the project, item or service.  A plea of mistake in the accepted response shall not be 

available to the Candidate for the recovery of the bid surety or as a defense to any action based upon an 

accepted response. 

 
3.05 NON-DISCRIMINATION: The candidate agrees and warrants that in the performance of the 
contract such candidate will not discriminate or permit discrimination against any person or group of 
persons on the grounds of race, color, religious creed, age, marital status, national origin, ancestry, sex, 
mental retardation, mental or physical disability, in any manner prohibited by the laws of the United 
States or of the State of Connecticut. 
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3.06 AFFIRMATIVE ACTION REQUIREMENTS: 
3.06.1 No Contract or Purchase Order, regardless of how procured, shall be awarded to any Person or 

Candidate that is not an equal opportunity employer. The successful respondent, as a condition of being 

awarded this contract shall agree to comply with all contractual Equal Employment 

Opportunity/Affirmative Action performance requirements as outlined herein.  

 

3.06.2 The successful respondent, as a requirement of final contract execution will additionally agree to 

comply with the following provisions: 

a. Submit a report of current company employment statistics on the EEO Certification Form 

and a copy of the company Affirmative Action / Equal Employment Opportunity Policy 

Statement, properly signed by Company official on company letterhead, in accordance with 

paragraph 3.6.3 below. 

b. Sign and submit the document entitled “Hartford Affirmative Action Plan / Equal 

Employment Opportunity Agreement and Affidavit”. (Construction/Infrastructure projects 

only)  

 

3.06.3 Candidate’s EEO Report:  As a condition of doing business with the City the selected respondent 

must be certified by the City as an Equal Employment Opportunity Employer.  Certifications must be 

renewed annually. Submit completed EEO Certification forms and EEO Policy Statement with your 

response. To check the current status of your EEO certification contact Aileen Ortiz at 860.757.9784, fax 

860.722.6607 or email: ORTIA005@hartford.gov. 

 

3.06.4 The candidate agrees to take affirmative action to insure that applicants with job-related 

qualifications are employed and that employees are treated, when employed, without regard to race, 

color, religious creed, age, marital status, national origin, ancestry, sex, mental retardation, mental or 

physical disability. The advertisement of employment opportunities shall be carried out in such manner 

as not to restrict such employment.  

 

3.06.5 The successful respondent shall agree that neither he/she nor any subcontractors will discharge, 

expel or otherwise discriminate against any person because he/she has opposed any unfair employment 

practice or because he/she has filed a complaint or testified or assisted in any proceeding under Section 

31-127 of the Connecticut General State Statutes.   

 

3.06.6 (Construction/Infrastructure projects only) During the Performance of this contract, the 

contractor agrees to permit authorized City of Hartford staff to perform on-site project monitoring 

related to the contractual equal employment opportunity/affirmative action performance requirements. 

The prime contractor additionally agrees on behalf of his/her company and all subcontractors to submit 

the following compliance reports, available at http://www.hartford.gov/procurement/forms, while 

performing under this contract: 

a. Payroll Certification Form within 10 working days of end of reporting month 

b. Minority/Women Business Enterprise (MWBE) Monthly Payment Status Reports 

c. Minority/Women Business Enterprise (MWBE) Final Payment Status Reports 

d. Monthly Employment Utilization Report  

1. Minimum of 15% of the total project hours by trade shall be allocated to minority 

workers. 

  2. Hartford resident employment goal of 30% by trade. 

e. Status reports as to special training and/or employment residency requirements  

 

mailto:ORTIA005@hartford.gov
http://www.hartford.gov/procurement/forms
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3.06.7 The successful respondent further agrees that the requirements as noted in paragraphs 3.5 and 

3.6 shall likewise apply to all construction sub-contractors. 

 

3.07 RESPONSE DEVELOPMENT:  Candidates are responsible for all costs and expenses incurred in the 

preparation of a response and for any subsequent work on the response that is required by the City of 

Hartford.  Any submittal is the property of the City of Hartford and will not be returned. 

 

3.08 TIME PROVISIONS:  The content of any response submitted is to remain valid and available to the 

City for ninety (90) days from the day proposals are due. 

 
3.09 CORRECTION OR WITHDRAWAL OF RESPONSES, CANCELLATION OF AWARDS.  Correction or 
withdrawal of inadvertently erroneous bids, including corrections to pricing must be submitted to the 
Procurement Agent prior to the bid response deadline. Corrections before or after award, or 
cancellation of awards of Contracts or Purchase Orders based on such mistakes, may also be permitted 
with the approval, in writing, of the Procurement Agent, otherwise withdrawal of bid by respondent 
shall be cause for forfeiture of bid surety to the City. 
 
3.10 QUANTITIES AND/OR USAGES:  Quantities and/or usages are estimates only and in no way 
represent a commitment and/or intent to purchase the estimated amount.  Actual quantities and 
delivery locations may vary.  The City reserves the right to order all quantities that may be needed, at 
the contract price, during the contract term regardless of the estimates provided in this RFR.   
 
3.11 ACCEPTABLE BRANDS: The RFR specifications are not intended to limit consideration to the 

particular service organization or manufacturer from which they were developed.  References to brand 

names or numbers are to be interpreted as establishing a standard of quality, unless specifically limited 

by the term “no substitute”, otherwise brand names used within these specifications shall be presumed 

to be followed by the words "or approved equal". Burden of proving a product and/or material as equal 

to a specific product and/or material by brand name is the responsibility of the Provider. Final 

determination as to what is an "or equal" product will be made by the Procurement Agent in 

conjunction with other City staff.  The City will award on the basis of the criteria stated herein, and 

reserves the right to waive or require compliance with any element of the specifications. 

 

3.12 SAMPLES:  Samples are furnished free of charge and may be held for comparison with deliveries. 
Candidate must arrange for their return if desired. Samples are assumed to meet, at a minimum, City 
specifications for quality.  All deliveries shall have at least the same quality as the accepted proposal 
sample.  Latent deficiencies will be remedied by the contractor at no additional cost, or loss of service, 
to the City. 
 

3.13 SITE INSPECTION:  Information contained in these documents is provided in good faith only that all 

Candidates may have access to the same information utilized by the City, and is not intended as a 

substitute for personal investigations, interpretations and judgment of the Candidate.  As information 

may be approximated or incomplete, Candidates should conduct a thorough inspection, review of 

existing conditions/equipment, examination of the site and compare it to the specifications and 

drawings. Any discrepancies or needs for clarifications must be brought to the attention of the 

department managing the RFR prior to the bid opening. 

 

Pre-bid / Response conferences are noted on the invitation to respond. Submission of a bid shall be 

evidence that respondent has examined the site, compared it with the drawings and specifications and 

satisfied itself of the conditions existing at the site, the storage and handling of materials, and all other 



Section 3, Page 6 
 

matters incidental to the work under this contract. No additional compensation will be allowed for 

difficulties which the respondent could have discovered or reasonably anticipated prior to bidding. 

 

3.14 CONTRACTING:  The City reserves the right to require the successful Candidate to execute a 

contract in a format supplied by the City.  The terms and conditions of the contract to be signed upon 

the award of the RFR will supersede any inconsistent provision of the RFR documents.   

 

The award of any contract is subject to the following conditions and contingencies: 

 

(1) The approval of such governmental agencies as may be required by law. 

(2) The appropriation of adequate funds by the proper agencies. 

(3) Compliance with all applicable laws, regulations, ordinances and codes of the United States, 

the State of Connecticut and the City of Hartford.   

(4) The selected Candidate must be current in all tax or any other monetary obligation owed to the 

City of Hartford. 

(5) The selected Candidate must have a current EEO certification on file with the City. 

 

Unless otherwise indicated the duration of the Contract will be one (1) year.  Further, Contract terms 

may be negotiated on award anniversaries.  City Ordinance Sec 2-588 (C) allows for a maximum of three 

Contract extensions provided that the funds are available, approved by the City for this purpose and 

that the Provider has established a satisfactory performance record. 

 

Notwithstanding the failure of City to exercise any option to renew this contract for an additional year, 

the Managing Authority reserves the right to unilaterally extend this contract on a month to month basis 

for a period not to exceed three (3) months under the same terms and conditions applicable to the 

preceding contract period. 

 

3.15  CONTRACT DOCUMENTS:  The Contract documents consist of the Agreement between Owner and 

Contractor (hereinafter the Agreement), this Request for Response (RFR) and its referenced documents, 

General and Supplementary Conditions, drawings, any Addenda issued, the Contractor’s response to the 

RFR, other documents listed in the Agreement and Modifications issued after execution of the Contract.  

A Modification is (1) a written amendment to the Contract signed by parties, (2) a Change Order, (3) a 

Construction Change Directive or (4) a written order for a Minor change in the Work issued by the 

Design Professional on behalf of the City; the Contract Documents do include other documents such as 

bidding requirements. 

 

3.16 RETAINAGE (Construction/Infrastructure projects only):  When progress payments are being made 

for items being built or designed, the City may withhold at least 5% of the total project cost, or as 

otherwise specified in the contract for this project.  

 

 3.17 INSURANCE: Refer to the exhibit noted on the Invitation to Respond for specific insurance 

requirements. List the name and address of the respondent’s insurance agent on the response form.  

The successful candidate shall be required to furnish a Certificate of Insurance (Accord Form), 

acceptable to the City, within ten (10) days from notice of award and must name the City as an 

additional insured on the face of the document. The insurance certificate and coverage requested must 

be updated and kept current throughout the life of the contract, including any extensions. If at any time 

during the term of the contract or any extension thereof, any required policies of insurance should 

renew, expire, or be cancelled, it will be the responsibility of the Provider to furnish to the City a 

Certificate of Insurance indicating renewal or an acceptable replacement of the expiring policy prior to 



Section 3, Page 7 
 

the expiration or cancellation, so that there will be no lapse in any coverage. The candidate shall obtain 

and maintain such required insurance at its own cost and expense.  

 

3.18 BID BONDS: A Bid bond, cashiers or certified check may be required with your response. The City of 
Hartford provides contractors with the option of submitting an electronic Bid Bond through the 
Surety2000 website.  Surety 2000 is an Internet-based surety processing, verification and security 
system, developed in cooperation with the surety industry.  You may contact Surety 2000 at 1-800-660-
3263 or www.surety2000.com, for more information. 
 
Certified checks will be returned to all unsuccessful Candidates upon the awarding of the contract. If 

your response is not accompanied by a bond, certified check or proof that a valid bond has been 

obtained at the RFR opening it may be rejected.   

 

If you manage a small business and have difficulty obtaining bonds help is available from the Small 
Business Administration (SBA) through “The Surety Bond Guarantee Program. For more information go 
to www.sba.gov, choose “Services.”  Then select “Financial Assistance” and click on “Surety Bond.” 
 

3.19 PERFORMANCE BOND AND PAYMENT BOND: If requested, the successful contractor will be 

required to submit a Performance Bond and Payment (Labor & Material) Bond in the amount of 100% of 

contract award within 10 days of award if the contract value exceeds $50,000.  Said bonds shall be 

issued by an insurance company and said surety companies must be listed on the current Federal 

Register, licensed in the State of Connecticut with an underwriting limitation exceeding the value of the 

project with no more than 5% of capital in surplus tied to any one risk. Banks must have a branch office 

in Connecticut with insurance provided by the FDIC. The bonds must be signed by an officer of the 

company and of the surety company above their official titles and their corporate seals must be affixed 

over the signatures. 

 

Indicate the cost for these bonds, to be added to the contract sum, on the response form. 

 

3.20 PREVAILING WAGES (Construction/Infrastructure projects only):  Pursuant to Section 2-559 (B), 

Required Provisions.  Each Agreement for the construction, remodeling or repair of any Infrastructure 

Facilities shall contain both of the following provisions: 

 (1) "The wages paid to any mechanic, laborer or workman employed upon the work herein 

contracted to be done shall be at a rate equal to the prevailing wage rate in the State of Connecticut and 

or federal government, whichever is applicable, for the same work in the same trade or occupation." 

 (2) "Each contractor and subcontractor, or an authorized officer or employee, responsible for 

supervision of the payment of wages shall submit, on a weekly basis within seven (7) days after the 

regular payment date of the payroll period, to the Procurement Services Unit, a "Weekly Certified 

Statement of Compliance."  Due and timely compliance with this provision shall be a condition 

precedent to the approval and transmittal of the next and succeeding payments by the city or its 

authorized officers or agents to the contractor under the terms of this agreement."   

 

3.21 SUBCONTRACTORS: The respondent shall not subcontract any portion of the project to be 

performed unless the prior consent of the City is given for both the work to be subcontracted and the 

subcontractor to perform the same.  The terms and conditions of the underlying contract between the 

City and Contractor will become part and parcel of the terms and conditions of each subcontract. 

Respondents are required to provide subcontractor information in the space provided in 1.4 

“Subcontractor Utilization” of the response forms. Complete a separate form for the Base Bid and each 

Alternate. MWBE’s must certified with the City of Hartford at the time of response submission. 

http://www.sba.gov/
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3.22 MINORITY BUSINESS UTILIZATION (Construction/Infrastructure projects only): Respondents are 

required to set-aside for Minority Businesses 15% of the construction work. Respondents are 

encouraged to exceed the set-aside requirement specified.  The City's Minority Business listing as 

further described in paragraph 3.23.3 shall be used by respondents in selecting minority business 

contractors.   

 

The sum of all minority business subcontracts shall be equal to or greater than 15% regardless of how 

the bid is awarded (base only or base plus one or more alternates).  Failure to comply with the required 

percentage of minority business utilization will be cause for rejection of bid. 

 

3.22.1 City Certification Required 

Respondents shall utilize Minority subcontractors who hold a current MWBE certificate with the City of 

Hartford at the time of response submission.  Certifications by any other government entity shall not be 

sufficient to qualify the subcontractor to participate in the City of Hartford's minority business utilization 

preference program.  In selecting its minority subcontractors, respondent is cautioned to seek 

documented proof that its subcontractors hold valid certification by the City.  Failure to identify City 

certified Minority Business subcontractors will be cause for rejection of bid. 

 

3.22.2 Percentage of Work to be Performed  

Designated MWBE’s shall perform at least 70% of the work with their own forces and as part of their 

own operations excluding the manufacture or purchase of proprietary products. 

 

3.22.3 Minority Business Listing 

A listing of Minority Businesses holding certification by the City of Hartford is available at 

http://www.hartford.gov/procurement/supplier-diversity or in the Procurement Services Unit, Room 

100, 550 Main Street, Hartford, CT 06103.  The City’s listing of minority businesses is comprised of 

companies whereby at least 51% of the company is owned and operated by one or more of the 

following group persons:  Black Americans, Hispanic Americans, Women, Asian Pacific Americans, Pacific 

Islanders, American Indians and descendants from the Iberian Peninsula.  It should be understood that 

such listings are made available to assist respondents in satisfying bid requirements; however, 

respondent's selection of a subcontractor is its sole responsibility and all work performed under the 

contract shall be respondent's sole responsibility.  The City does not sponsor or recommend the 

selection of any one vendor.  Certification by the City of Hartford as a minority business does not imply 

that the business is qualified to perform the work specified in this bid.  The City reserves the right to 

request alternate minority subcontractors for whatever reason.    

 

3.22.4 Proof of Minority Business Utilization Required 

Prior to execution of contract, the successful  respondent shall be required to file with the City Engineer 

the actual form of subcontract with subcontractor(s) named in at least the minimum dollar value as 

stated in the "Subcontractor Utilization" form.  The subcontract shall state the percentage of work which 

will be performed by the MWBE with its own forces and as part of its operation.  Failure to comply with 

proof of subcontract within 10 days of notification may result in the rejection of bid and may be cause 

for forfeiture of respondents' bid surety. Further, the City reserves the right to monitor the performance 

and payment of such subcontracts; therefore, upon request by the City, the successful respondent shall 

be required to furnish proof of payment to its subcontractors.  Failure to comply with such monitoring 

requirements within ten days of written request will result in withholding of payment to respondent.  

 

3.22.5 Changes in Subcontractors after Award 

The successful respondent may not change subcontractor(s) after the contract has been let unless and 

http://www.hartford.gov/procurement/supplier-diversity
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until it has received written approval from the City of Hartford.  Any such approval shall be based upon a 

written request by the Contractor or City, which details performance and/or other issues related to the 

subcontractor(s). 

 

3.23 SET-ASIDE PROGRAM: If this RFR is set-aside for award to a small, minority or women owned 

business enterprise you must receive a City of Hartford SC/MWBE certification prior to submission of bid 

response.  This program is described in Sec. 2-660 of the Hartford Municipal Code.  

 

3.24 CITY-BASED SMALL CONTRACTOR PREFERENCE: Any City-based SC/MWBE Certified Small Business 

which has submitted a bid not more than fifteen (15) percent higher than the low bid, provided such 

respondent agrees to accept the award at the amount of the low bid, shall be selected as the lowest 

responsible candidate.  If more than one City-based SC/MWBE Certified Small Business has submitted 

bids not more than fifteen (15) percent higher than the low bid, the City shall select the lowest 

Responsible candidate among such respondents which submitted the lowest bid. 

 

3.25 CRITERIA FOR AWARD:  This Request for Response does not necessarily contemplate an award 

based solely on price.  Rather, the City reserves its rights to accept or reject any or all responses or any 

portion thereof that it may determine to be in its own best interests, for whatever reason. 

 

3.26 NOTICE OF AWARD: The selected vendor will be provided with a written Notice of Award which 

shall be contingent upon the submission by the respondent of all documents required of the successful 

candidate, including, but not limited to, proper insurance certificates, performance and payment bonds, 

verification of MWBE percentage contribution to the work and execution of contract within 10 days of 

the notice of award. 

 

3.27 PERFORMANCE EVALUATION: The Contractor understands that during the course of and at the 

conclusion of the project that the City will evaluate his/her overall performance.  Based on information 

gathered from the City’s project management team, the Procurement Agent will assess factors 

including, but not limited to, quality of work or service, completion record, job supervision, working 

relationship with other providers, bills for extras, organization, cooperation, worksite cleanliness and 

compliance with City MBE requirements. This evaluation will be considered in the issuance of future 

awards. The contractor further understands and agrees that this record will be available for public 

scrutiny for a minimum of two years.   

 

END OF SECTION 
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4.1. SCOPE OF SERVICES: 

 
a. As described in Section 2 – Project Specifications of the RFR and the Provider’s response. 

 
4.2. TERM OF CONTRACT: ‐ Reserve 
 
4.3. COMPENSATION: ‐ Reserve 
 
4.4. MANAGEMENT: ‐ Reserve 
 
4.5. INTENT:  It is the intent of the Contract to secure the services of the Provider or a duly 

authorized and competent representative or representatives of the Provider acceptable to the 
City.  Failure of the Provider for any reason to make the service of such a person or persons 
available to the City to the extent necessary to perform the services required skillfully and 
promptly shall be cause for termination of the Contract.  All persons engaged in the work 
required under the Contract shall be authorized or permitted under State law and the 
ordinances of the City to perform such services, as required by law. 

 
4.6. LEGAL STATUS:  If the Provider is a corporation or other legal business entity, it must have a 

current license to do business in the State of Connecticut that is on file with the Connecticut 
Secretary of State's office, or it must be organized under the laws of the State of Connecticut 
and current in terms of its required filings.  Evidence acceptable by Procurement Manager must, 
when required, be filed with the Procurement Manager before performance of contract is 
started. 

 
4.7. INSURANCE REQUIREMENTS:  A certificate of insurance must be presented to the City in order 

for the Contract to take effect.  The certificate must name the City as an additional insured on 
the face of the document and must bear the original signature of an authorized Agent for the 
Producer.  All policies must be written on a "per occurrence" basis.  The Provider is responsible 
for the cost of maintaining such insurance throughout the duration of the project.  Insurance 
requirements are detailed in document #1009, Professional Services Insurance Requirements.   

 
4.8. TERMINATION:  The City may at any time, and for any reason, in its sole discretion, direct the 

discontinuance of the services and work contemplated under the Contract for a period of time.  
Such direction shall be in writing and shall specify the period during which the work shall be 
discontinued.  The work shall be resumed on the dates specified in such direction, or upon such 
other date as the City may thereafter specify in writing.  The period during which such work shall 
have been discontinued shall be deemed added to the time for performance.  In the event that 
the City directs the discontinuance of the services hereunder for a period of time in excess of six 
(6) months, through no fault of the Provider, the parties may negotiate and adjustment in the 
fees payable hereunder due to a rise in the cost of performance.  Stoppage of work under this 
article shall not give rise to any claim against the City. 

 
The City may at any time and for any reason, with or without cause, in its sole discretion, 
terminate the Contract by written notice specifying the termination date, which shall be not less 
than seven (7) days from the date such notice is given.  In the event of such termination, 
services shall be paid for in such amount as shall compensate the Provider for the portion of the 
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work satisfactorily performed prior to termination.  Such amount shall be fixed by the City after 
consultation with the Provider, and shall be subject to audit by the City's Comptroller.  
Termination under this section shall not give rise to any claim against the City for damages or for 
compensation in addition to that provided hereunder. 

 
4.9. EQUIPMENT FURNISHED: ‐ Reserve  
 
4.10. ASSIGNMENT:  The Provider shall not assign or subcontract the Contract or any of the services 

to be performed by it hereunder without prior consent of the City in writing.  The Provider shall 
be as fully responsible to the City for the acts and omissions of its subcontractors as it is for the 
acts and omissions of people directly employed by it. The Provider shall require any 
subcontractor approved by the City to agree in its contract to observe and be bound by all 
obligations and conditions of the Contract to which Provider is bound. 

 
4.11. REJECTED WORK OR MATERIALS: ‐ Reserve  
 
4.12. DEFAULT:  Any of the following occurrences or acts shall constitute an Event of Default under 

the Contract: 
 

If default shall be made by the Contractor, its successors or assigns, in the performance or 
observance of any of the covenants, conditions or agreements on the part of the Contractor set 
forth in the Contract; or 

 
If any determination shall have been made by competent authority such as, but not limited to, 
any federal, state or local government official, or a certified public accountant, that the 
Contractor's management or any accounting for its funding, from whatever source, is improper, 
inadequate or illegal, as such management or accounting may relate to the Contractor's 
performance of the Contract; or 

 
If a decree or order by a court having jurisdiction in the matter shall have been entered 
adjudging the Contractor a bankrupt or insolvent or approving as properly filed a petition 
seeking reorganization, readjustment, arrangement, composition or similar relief for the 
Contractor under the federal bankruptcy laws, or any other similar applicable federal or state 
law; or 

 
If any competent authority shall have determined that the Contractor is in default of any 
federal, state or local tax obligation. 

 
Pursuant to a Resolution passed by the Court of Common Council on September 12, 1983, 
default on the part of any outstanding debt owed to the City by the Contractor shall be 
considered just cause for termination of the Contract.  Default shall be considered to have 
occurred when a monthly payment required by a repayment agreement is thirty (30) or more 
days late. 
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4.13. FORCE MAJEURE:  ‐ Reserve   
 
4.14. INDEMNIFICATION:  Provider shall not assert any claim arising out of any act or omission by any 

agent, officer or employee of the City in the execution or performance of the Contract against 
any such agent, officer or employee. 

 
A. The Provider will indemnify the City for any damages or costs to which it may be put by 
reason of injury to the person or property of another resulting from the performance, non‐
performance, negligence or carelessness in the performance of the contract or in failure to 
comply with any provisions of the contract. 
 
B. The Provider expressly agrees to at all times indemnify, defend and save harmless the City of 
Hartford and its respective officers, agents, and employees on account of any and all demands, 
claims, damages, losses, infringement of patent rights, litigation, financial costs and expenses, 
including counsel fees, and compensation arising out of personal injuries (including death), any 
damage to property, real or personal and any other loss, expense or aggrievement directly or 
indirectly arising out of, related to or in connection with the Project and the work to be 
performed hereunder by the Provider, its employees, agents, subcontractors, material suppliers, 
or anyone  directly or indirectly employed by any of them.  The Provider shall and does hereby 
assume and agree to pay for the defense of all such claims, demands, suits, proceedings and 
litigation, including costs and attorneys fees.  The provisions of this paragraph shall survive the 
expiration or early termination of the Contract and shall not be limited by reason of any 
insurance coverage. 

 
4.15. CONFLICT OF INTEREST:  No member of the governing body of the City, and no other officer, 

employee, or agent of the City shall have any personal interest, direct or indirect, in the 
Contract, and the Provider covenants that no person having such interest shall be employed in 
the performance of the Contract. 

 
4.16. ANTI‐DISCRIMINATION AND AFFIRMATIVE ACTION: 

 
The Contractor agrees to abide by the provisions of Section 2‐680 et seq. of the City of Hartford 
Municipal Code (as applicable), Executive Orders Number 3 and 17 of the State of Connecticut; 
and Presidential Executive Orders Number 11246, 11375 and 11063.  In carrying out this 
program, the Contractor shall not discriminate against any employee or applicant for 
employment because of race, color, religion, age, sex, national origin, mental disability, physical 
handicap, or sexual preference. 

 
The Contractor shall take affirmative action to ensure that applicants for employment are 
employed, and that employees are treated during employment without regard to their race, 
color, religion, age, sex, national origin, mental disability, physical handicap, or sexual 
preference.  Such action shall include, but not be limited to the following: employment, 
upgrading, demotion, or transfer, recruitment or recruitment advertising, layoff or termination, 
rates of pay or other forms of compensation, and selection for training; including 
apprenticeship.  The Contractor shall post in conspicuous places, available to employees and 
applicants for employment, notices to be provided by the Federal Government, setting forth the 
provisions of the non‐discrimination clause. 

 
The Contractor shall state that all qualified applicants shall receive consideration for 
employment without regard to race, color, religion, age, sex, national origin, mental disability, 
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physical handicap, or sexual preference.  The Contractor shall incorporate, or cause to be 
incorporated, this provision in any and all subcontracts entered into pursuant to the Contract.  
The Contractor agrees to abide by the terms and conditions contained in the City of Hartford's 
Bidder’s EEO Report. 

 
4.17. PERFORMANCE EVALUATION:  The Provider understands that during the course of and at the 

conclusion of the work that the City will evaluate its overall performance.  Based on information 
gathered from the Managing Authority, the Procurement Manager will assess factors including, 
but not limited to, quality of work or service, completion record, job supervision, working 
relationship with other providers, bills for extras, organization, cooperation, worksite 
cleanliness, and compliance with City ordinances including W/MBE requirements.  The Provider 
further understands and agrees that this record will be available for public scrutiny both in the 
project file and on the City's web site for a minimum of two years. The Provider will not contest 
the Procurement Manager's decision, which will be final. 

 
4.18. APPLICABLE LAW:  The Provider shall comply with and the Contract shall be construed in 

accordance with the laws regulations, ordinances and codes of the United States, the State of 
Connecticut, the Charter and Regulations of the City of Hartford.   

 
4.19. MEDIATION AND ARBITRATION:  In the event a dispute arises out of or relates to the Contract 

or the breach thereof and if the dispute cannot be settled through negotiation, the parties agree 
first to try in good faith to settle the dispute by mediation administered by a single person 
selected by the parties.  Any dispute arising in connection with the Contract, that is not resolved 
or settled through mediation as referenced above shall be settled by arbitration.  The Provider 
and the City shall each choose an arbitrator, and the two arbitrators thus chosen shall select a 
third arbitrator. The findings and award of the three arbitrators thus chosen shall be final and 
binding on the parties hereto, and judgment may be entered upon it in accordance with 
applicable law in any court having jurisdiction thereof. Arbitration shall be held in Hartford, 
Connecticut. 

 
4.20. AMENDMENTS:   The City may, from time to time, request changes in the scope of services to 

be performed by the Provider hereunder.  Any such change, including any increase or decrease 
in the amount of the Provider's compensation, which are mutually agreed upon by and between 
the City and the Provider, shall be incorporated in a written amendment to the Contract. 

 
4.21. CONFLICTING TERMS: The terms and conditions of the contract signed upon award of the bid 

will supersede any inconsistent provisions of the bidding documents. 
 
4.22. CUMULATIVE REMEDIES:  All rights exercisable by and remedies of the City hereunder shall be 

cumulative and the exercise or beginning of the exercise by the City of any of its rights or 
remedies hereunder shall not preclude the City from exercising any other right or remedy 
granted hereunder or permitted by law. 

 
4.23. SUCCESSORS & ASSIGNS:  The City and the Provider each binds itself and its successors and 

assigns with respect to all covenants of the Contract.  The Provider shall not assign or transfer 
any interest in the Contract without the prior written approval of the City. 

 
4.24. INVALID PROVISIONS:  If any provision of the Contract is held invalid, the balance of the 

provisions of the Contract shall not be affected thereby if the balance of the provisions of the 
Contract would then continue to conform to the requirements of applicable laws. 
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4.25. NON‐WAIVER:  Any failure by the City or the Provider to insist upon the strict performance by 
the other of any of the terms and provisions hereof shall not be a waiver, and each party hereto, 
notwithstanding any such failure, shall have the right thereafter to insist upon the strict 
performance by the other, of any and all of the terms and provisions of the Contract and neither 
party hereto shall be relieved of such obligation by reason of the failure of the other to comply 
with or otherwise enforce or to seek to enforce any of the provisions of the Contract. 

 
4.26. INDEPENDENT PROVIDER:  Provider, including its’ employees, is an independent Provider and 

shall not be regarded as an employee or agent of the City. 
 
4.27. SUBCONTRACTORS:  ‐ Reserve 
 
4.28. ESTABLISHMENT AND MAINTENANCE OF RECORDS:  The Provider agrees to establish and 

maintain fiscal control and accounting procedures that assure proper accounting for all funds 
paid by the City to the Provider under the Contract.  The Provider agrees that all records with 
respect to all matters covered by the Contract shall be maintained during the term of the 
Contract, and for a minimum of three years following termination, including any renewal or 
extension. 

 
4.29. AUDITS:  At any time during normal business hours, and as often as may be deemed necessary, 

the Provider shall make available to the City, for examination, all records with respect to all 
matters covered by the Contract. 

 
4.30. REPORTS AND INFORMATION:  The Provider shall furnish the City with such information and 

reports concerning the progress and management of this work as may be required from time to 
time.  The form of said reports shall be determined by the City consistent with the City's 
requirements. 

 
4.31. INSPECTION:  Reserve. 
 
4.32. SAFEGUARDING OF FUNDS:  Reserve.  
 
4.33. ADVERTISING: Providers may not reference sales to the City of Hartford for advertising and 

promotional purposes without the prior approval of Procurement Services. 
 
4.34. LICENSES AND PERMITS  The Provider certifies that for the duration of contract performance, he 

shall have and provide proof of permits and licenses as required by the City of Hartford 
Department of Code Enforcement and/or other City, State or Federal regulatory bodies as 
applicable. 

 
4.35. PATENT INFRINGEMENT:  Reserve. 
 
4.36. DELIVERY AND INVOICING:  City's order number must be shown on all packages, invoices and 

correspondence.   
 

 If services include the shipment of equipment, items or commodities ‐ 
 Invoice and bill of lading or other notice containing complete shipping information must 
be mailed at time of shipment.   

 Delivery will be inside, FOB Hartford unless otherwise stated in the specifications. 
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4.37. PAYMENT:  Payment will be made to the Provider within thirty (30) days after receipt by the City 

of acceptable invoice with appropriate supporting documentation.  The acceptance, by the 
Provider or by any person claiming under the Provider, of the final payment as approved by the 
Director of Finance shall operate as and be a release to the City from all claims of and liability to 
the Provider and to the Provider's representatives and assigns for anything done, furnished for 
or relating to the contract or for any act or omission of the City or of any person relating to or 
affecting the contract except such sums as may be retained by the City under the maintenance 
or guarantee provisions of the Contract.  The City shall have the right, during the course of the 
Provider's services and for a period of two years after completion of the services, to examine 
Provider's records to verify all direct charges, expenses and disbursements made or incurred by 
Provider in connection with the services. 

 
4.38. NON‐APPROPRIATION OF FUNDS:  It is assumed that City departments that enter into a 

Contract with the Provider have obtained approval, authority and funding to make the initial 
payment(s) during the current fiscal year. The department's ability to make subsequent 
payments may be contingent upon the appropriation of funds by the relevant government 
entity or legislative authorities of funds for this purpose.  If such additional funds are not so 
appropriated either the Provider or the City may terminate the Contract as of the first day of the 
applicable subsequent fiscal year in which such funds were not made available.  The City agrees 
not to effect such termination for the sole purpose of replacing the work product with an 
equivalent product supplied by others. 

 
4.39. TAXES:  The City is exempt from Connecticut Sales Tax under G.S.  Sect.  12‐412(A), Federal 

excise taxes, and the provisions of the Federal Robinson‐Patman Act. 
 
In accordance with Chapter 2, Section 2‐571(b) of the Municipal Code of the City of Hartford, 
the Provider must be current in all tax obligations to the City of Hartford.  A Provider found to be 
delinquent in the payment of personal or real property taxes, or found to be the owner of an 
interest of twenty‐five percent (25%) or more in a corporation that is delinquent in the payment 
of personal or real property taxes shall be required to submit a plan whereby the Provider will 
make current all arrearage of taxes.  Such plan shall include a schedule of payments sufficient to 
make such Provider current within a time period satisfactory to the City’s Operating Officer. 

 
4.40. WARRANTIES, GUARANTEES, & INSTRUCTIONS:  Reserve. 
 
4.41. OWNERSHIP OF PRINTED MATERIAL AND OTHER PRODUCTS:  The City of Hartford has sole and 

exclusive right and title to all printed material, art work and any other product produced for the 
City under contract.  The original artwork and/or any plates or computer files used in preparing 
and completing the work shall be considered property of the City of Hartford whether supplied 
by or created for the City.  All artwork and electronic files shall be returned with the completed 
job. The Provider shall not copyright any printed matter produced under the contract and shall 
be responsible for the safekeeping of all printing plates, returning them to the City upon 
request.  

 
4.42. SECURITY:  Reserve.  
 
4.43. HAZARDOUS WASTE:  Reserve 
 
4.44. NOTIFICATION:  Reserve  
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City of Hartford – Professional Services Insurance Requirements  

*The requirements referenced below are not for all contracts.  Refer to RFP or Procurement for insurance requirements* 
Document # 1009   Revision:  January 1st, 2020 

 
Insurance: (Scope and Limits) 

 

Note: The term “City of Hartford” or “City” is to be taken to mean “City of Hartford and the Hartford Board of Education” 
when the project includes work for the Board of Education. 
 
At least ten days before the Contract is executed and prior to commencement of work thereunder, the Consultant will be 
required to file with the Purchasing Agent a certificate of insurance, executed by an insurance company or authorized 
representative satisfactory to the Purchasing Agent and in an acceptable form. The policy shall name the City of Hartford 
as Additional Insured on a primary and noncontributory basis on all lines except Workers Compensation and Professional 
Liability, all policies should include a waiver of subrogation except Professional Liability, and state that, with respect to 
the award, the Consultant carries insurance in accordance with the following requirements: 

 
1) Commercial General Liability: With respect to the operations he performs and also those performed by him for sub- 
contractors, the Consultant shall carry Commercial General Liability insurance with a minimum limit of $1,000,000 per 
occurrence for bodily injury, personal injury and property damage. Coverage shall include Premises and Operations, 
Independent Consultants, Products and Completed Operations, Contractual Liability and Broad Form Property Damage 
coverage. If a general aggregate is used, the general aggregate limit shall apply separately to the project or the general 
aggregate limit shall be twice the occurrence limit. If contractor will be working with children or serving youth under the 
age of 21 Abuse and Molestation coverage must be included with a $1,000,000 minimum limit.  

 
2) Workers’ Compensation and Employers’ Liability: With respect to all Consultant operations and all those performed 
f o r  him by sub-contractors, the Consultant shall carry statutory coverage in compliance with the Workers’ 
Compensation laws of the State of Connecticut. Coverage shall include Employer’s Liability with minimum limits of 
$1,000,000 each accidence, $1,000,000 Policy Disease Limit, $1,000,000 each employee. 

 
3) Automobile Liability: The operation of all motor vehicles, including those owned, hired or non-owned, used in 
connection with the contract shall be covered by Automobile Liability insurance with a minimum of  
$1,000,000 combined single limit for all damages arising out of any one accident or occurrence.  If a vehicle is not used in 
execution of this contract, then automobile coverage is not required.  If Pollution Liability is required Auto must include 
endorsements for MCS-90 and Pollution Liability (CA9948).  

 
4) Pollution Liability: For operations involving a risk of environmental pollution, Consultants shall provide Consultant’s 
Pollution Liability coverage for Bodily Injury, Property Damage and Clean-up cost arising from pollution conditions caused 
by the operations of the Consultant with a minimum limit of $1,000,000.  Coverage may be on a claims-made form and 
should include contractual liability coverage for claims arising out of liability of sub-Consultants and non-owned disposal 
site coverage. 
5) Professional Liability: Professional shall provide Professional Liability coverage with a minimum limit of $1,000,000. 

 
6) Excess Liability: Professional shall provide follow form Excess Liability coverage with minimum limits of $1,000,000 per 

Occurrence and $1,000,000 Aggregate. 
 

7) Cyber Liability/Data Breach: If Information technology exposure exists, $1,000,000 Each Cyber Incident and $1,000,000 
aggregate must be supplied.



City of Hartford – Professional Services Insurance Requirements  

 
Insurance Provisions 

 
1)  Additional Insured: The City of Hartford shall be named as Additional Insured on a primary noncontributory basis.   

The coverage shall contain no special limitations on the scope of protection afforded to the City. 
 

2) Deductibles: Consultant shall be responsible for any and all deductibles in the described insurance policies 
including payment thereof and indemnification of the City/Board of Education with regard thereto. 

 
3) Recovery and Subrogation: The Consultant’s insurers shall have no right of recovery or subrogation against the City. 

The Consultants insurance shall be primary insurance as respects the City.  Any insurance or self-insurance 
maintained by the City shall be excess and non-contributory to the Consultant’s insurance. 

 
4) Cancellation or Endorsement: The Consultant shall provide notice to the City in advance of any termination of or any 

change in the policy. No change shall be made without said prior notice and without prior approval from the City. 
 

5) Claims: Each insurance policy, shall state that the insurance company shall agree to investigate and defend the 
insured against all claims for damages, even if groundless. 

 
6) Compensation: There shall be no direct compensation allowed to the Consultant on account of any premium or other 

charge necessary to take out and maintain all insurance or bonds, but the costs thereof shall be considered included in 
the general cost of the work. 

 
7) Waiver of requirements: The Purchasing Agent or City Risk Manager may vary the above requirements in his/her sole 

discretion; if he/she determines that the City’s interests will be adequately protected without meeting all stated 
requirements. 

 
8) Policy Form: Except for Pollution Liability and Professional Liability, “Claims Made” coverage is in 

unacceptable. All coverage is to be written on an “Occurrence” basis.  If any policy is written on a “Claims 
Made” basis, the policy must be continually renewed for a minimum of two (2) years from the completion 
date of this contract.  If the policy is replaced and/or the retroactive date is changed, then the expiring policy 
must be endorsed to extend the reporting period for claims for the policy in effect during the contract for 
two (2) years from the completion date. 

 
9) Governmental Immunity:  Unless requested otherwise by the City of Hartford, the Consultant and his insurer shall waive 

governmental immunity as defense and shall not use the defense of governmental immunity in the adjustment of 
claims or in the defense of any suit brought against the City.  

 
10) Premium: The Consultant shall assume and pay all costs and billings for premiums and audit charges earned and 

payable under the required insurance. 
 

11) Policy Period:  Policies must be effective prior to the commencement of work and must remain in force until 
termination of work under this contract. In the event of interruption of coverage for any reason, all work under the 
contract shall cease and shall not resume until coverage has been restored. 
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