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1.0

2.0

2.1

INTRODUCTION

The Lawrence County Department of Job and Family Services (LCDJFS) wishes
to engage the services of qualified contractors to provide Process Serving of
eligible Title IV-D child support cases. Prospective contractors should have some
history of successful service to other clients, preferably with experience in
providing this same type of service to other government entities. The purpose of
this document is to provide interested parties information, on a fair and
competitive basis, but in a manner that will ensure the highest possible quality of
services and to enable them to prepare and submit a written bid for services
related to the service of process described herein.

BACKGROUND

LCDJFS is initiating thisInvitation to Bid(ITB)in order
toobtaintheservicesofacontractorto provide processservingfor its
childsupportprogram.LCDJFS intent istoenteracontractwiththeselectedcontractor.
ThecontractawardedbytheLCDJF Stothe
successfulcontractormustbeapprovedbythelLawrence
CountyBoardofCommissioners.

In addition, this ITB
specifiestheneedforeachprospectivecontractortoprovidebackground
informationsuchasexperienceandqualifications.Prospectivecontractorsshallsubm
ita writtenbid in accordancewiththe requirements setforthinthisdocument. If
abiddoesnotmeetthespecificationsoutlined in this ITB,thebidmaybedeemednon-
responsiveandremovedfromfurther consideration.

Furthermore,each prospectivecontractormustprovideanemailaddress
toMissy.Holmes@jfs.ohio.govassoonaspossible,sothatLCDJFSmaycontactthepro
spectivecontractor if
necessarytoamendthisITBorforotherreasonsrelatingtothisITB.Failuretoprovidesuc
hanemailaddresswillprecludeLCDJF Sabilitytocontactyou,butyouwillstillberequiredt
ocomplywithanychangesmadetothisITB. LCDJFSwillnotbe
responsibleforprospective contractors’failuretoreceivesuchnotice.

INQUIRIES

WrittenquestionsconcerningthisITBmustbesubmittedandreceivedbyLCDJFS.
Written questions may be mailed to LCDJFS Attn: Missy Holmes,
1100 S 7'" Street, Ironton, Ohio 45638 or
emailedtoMissy.Holmes@)jfs.ohio.gov. LCDJFS willendeavor
butshallnotberequiredtoansweranysuch requestfor information.Any forthcoming
answersshallbeprovidedviaemail communicationtoallpersons/firmswho
havereceivedcopiesofthis| TB.



2.2

CALENDAROFEVENTS

Listedbelowis a schedule of dates and actions

relatedtothisI TB.Theactionswithspecificdatesmustbecompletedas indicated
unlessotherwisechangedbyLCDJFS. A supplement will be issued in the event
of a charge in the schedule listed below needs to occur.

Date Action
September 27, 2022 Original Invitation for Bid issued
October 2, 2022 Ironton Tribune
October 9, 2022 newspaper publication
October 19, 2022 ITB reissued

3.0 SERVICESREQUIRED

Uponaward ofthecontract, the contractorwillbe required to provide,
butnotlimitedto,thefollowingservicesonanas-neededbasis:

3.0.1 Serviceofprocess;mustbeappointedbythecourt. Serving of
papers mayrequireout-of-countytravelandunusualworkconditions;

3.0.2 Have at all times the equipment, licenses, applicable liability
insurance, and instruments required to perform the services herein;

3.0.3 Submit a monthly invoicein the form of the JFS 07035
no later
thanthirtycalendardaysfollowingtheendofaservicemonth.Aunitofservice is
definedastheserviceofcourt
documents,administrativepapers,andotherdocumentsasdirectedbyLCD
JFS;

3.0.4 Include with each monthly invoice a monthly log that details
theservice of process attempts, list of names, courtand/or
administrative numbers, dates, and number of trips;

3.0.5 Pickup documentsona consistent basis from the appropriate court
and/or the LCDJFS;

3.0.6 Completeallrequiredformsassetforthinthecontract;
3.0.7 MeetwithLCDJFS representativesasrequired;

3.0.8 Provide for his/her own motor vehicleincluding any maintenance of




4.0

4.1

vehicle and automobile insurance with minimum liability of $250,000 per
person, $500,000 per accident;as well as any and all clerical,
telephone,andreproductionservices;

3.0.9 Shall certify that it will at all times during the existence of this IV-D
contract indemnify and hold harmless the CSEA, the Ohio Department of
Job & Family Services, and the Lawrence County Board of
Commissioners against any and all liability, loss, damage, and/or related
expenses incurred through the provision of services under this I1V-D
Contract;

3.0.10 Annualtravelexpectedtobe 8,000milesandrequireapproximately600
hours ofservice.

CONTENTOFBID

Eachcontractormustdemonstratepastandpresentabilitytofulfilltherequirementsesta
blishedbythel TB.Eachcontractor is required

toprovidedetailedinformationdemonstrati nganabilitytoperformthenecessaryservice
swithspecificreferencetotheactivitiesnotedabove in Section3.0 "ServicesRequired.”

Thenarrativepartofthebidmustpresentthefollowing information
andbeorganizedwiththefollowingheadings listed under Section 4.0 “Content of
Bid.”Eachheadingshouldbeseparatedbytabsorotherwiseclearlymarked.Failuretodo
somayresultinareducedratingbythebidevaluation.

Thecontractormayproposetooffertherequestedservicesdirectlyortosubcontractapor
tiontootherproviders. Contractors intending tosubcontractservicesmust indicate
that intent in the bid; as well as
identifyingthespecificsubcontractor(s).Anysubcontractsnot identified
inthebidwillrequirethepriorwrittenapprovalof LCDJFS.

FurthermoreLCDJF Sreservestheexclusiverighttoapproveorreject
anysubcontractsrequestedbythecontractorsubsequenttothesubmissionofabid.

COVERLETTER

Eachbidmustbeaccompaniedbyacover letter
thatcontainsageneralstatementofthepurposeforsubmissionand
includethefollowing information:

4.1.1Name,title,address,andtelephonenumberofthepersonorpersonsauthori
zedtorepresentthecontractorinordertoenterintonegotiationswithLCDJF Swith
respecttothelTBandanysubsequentawardedcontract. Thecover letter
shallalso indicate any limitation ofauthorityforanypersonnamed;

4.1.2 Thecover letter
mustbesignedbyarepresentativeorofficerofthecontractorwhoisauthorizedto



bindthefirmtoallprovisionsofthel TB,anysubsequentchanges,andtothecontra
ctifanaward is made;and

4.1.3 Transmittal letter shallalsocontainastatementthatthebid
isafirmofferforaonehundredtwenty(120) day period.

4.2 PROFILE OF CONTRACTOR

4.3

4.4

4.5

Thecontractormustcomplete Appendix A of this ITB “ProfileofContractor.”
QUALIFICATIONSOFTHECONTRACTOR

4.3.1
Adetaileddescriptionofpreviousworkexperienceinprovidingsimilarservicesdu
ringthepastfive(5)years;particularlyforpublicagencies.

4.3.2 CompletedAppendixBoraminimumofthree(3)referencesinthe
sameformatasAppendixB.

4.3.3 The following information for all process servers performing work:
- Number of process servers
- Relevant public agency experience
- Length of tenure

4.3.4 Disclose
whetherthefirm,orindividualswithinthefirm,havereceivedasuspension,revoc
ation,ordisciplinaryactionfromanygovernmententity,whichwouldaffecta
license toperformtheseservices.

SIGNATUREAFFIDAVIT
The contractormustcomplete Appendix C of this ITB “Certification Affidavit.”

BID COST

Thecontractormustprovideone bidthat includes a unit rateofservice for
each of the following geographical areas:
4.5.1 Area 1 - within the city of Ironton, Ohio, corporation limits;
4.5.2 Area 2 - outside of the city of Ironton, Ohio, corporation limits
however within Lawrence County, Ohio;
4.5.3 Area 3 - service to the following counties:
Scioto, Jackson, and Gallia counties in the state of Ohio
Greenup and Boyd counties in the state of Kentucky
Wayne and Cabell counties in the state of West Virginia;
4.5.4 Area 4 - all other counties not bordering Lawrence County,



4.6

4.7

5.0

5.1

Ohio.

ADDITIONALDATA

Anyotherrelevant information
thecontractorbelievestobeessentialtoassistintheevaluationofthebidshallbeclearlyst
atedinthissection.lfthereisnoadditionaldatathecontractor
wishestopresent,thissection willconsistofthestatement “There is no other data to
be presented.”

CONFIDENTIALITY AND SECURITY

Any contractor that has access to confidential information will be required to keep
that information confidential.Disclosure of information to any party beyond
LCDJFS personnel and court of law without the written consent of the party
served is prohibited.

In the event of a material breach of contractor obligations under this section,
LCDJFS may at its option terminate the contract according to provisions within
the contract for termination.

ADMINISTRATIVEGUIDELINESFORSUBMITTAL
LCDJFS requires that all contractual bids adhere to the following guidelines:

ACCEPTANCE OF TERMS AND CONDITIONS

The submission of a bid pursuant to this ITB shall constitute acknowledgement
and acceptance of all terms and conditions set forth herein. Bids must contain
the required information outlined in Section 4.0 to be deemed responsive.
LCDJFS may, however, waive minor informalities and omissions in the bid if it so
decides, in its sole discretion, that such informality or omission is not prejudicial
to interests of LCDJFS or to fair competition. Bids shall also be unconditional;
any bid that purports to impose conditions not included in this ITBmay be
deemed non-responsive.

5.1.1 Bids must be type-written and in English;

51.2
Bidsshouldbeon8.5"x11.5"whitepaperwithnolessthan1"margins,usestandar
dblack12pointtype font,bestapledorboundsecurely,and includeone
(1)originaland two(2)copies;



5.2

5.3

5.4

51.3
Bidsmustbeenclosedinasealedenvelopec | e a r lymarkedwiththewords"LCD
JFS Process Servicer Bid”.

Bidsmustcontainfirmoffersforallservicestobeperformed
forthedurationoftheproposedcontract. ThelTBandtheresulting
bids,oranypartthereof,maybeincorporated
intoandmadeapartofthecontract.LCDJF Sreservesthe
righttofurthernegotiatethetermsandconditionsofthecontractwiththeselectedcontract
or(s).lfcontractnegotiationscannotbeconcludedsuccessfullywiththehighestscoringc
ontractor,LCDJFSmaynegotiateacontractwiththenexthighestscoringcontractor.Thi
sITBdoesnotcommitLCDJFStoawardacontract.LCDJF Salsoreservestherighttowith
drawthisITBatanytime,torejectallbids,torejectanybidfornoncompliancewith| TBprovi
sions,tochoosenottoawardacontractifsuchaction is determinedtobe inthebest
interestofLCDJFS,and/ortowaiveanyinformalityintheprocesswhen todosoisinthe
interestofLCDJFS.

WITHDRAWALOFBID

Acontractormay withdrawasubmittedbidinwritingatanytimepriortothespecifieddue
dateandtime.Faxedwithdrawals will be accepted.
Awrittenrequesttowithdraw,signedbyanauthorizedrepresentativeofthecontractor,m
ustbesubmittedtoLCDJFSAttn: Tiffany Porter, 1100 S 7" Street, Ironton,
Ohio 45638.
Afterwithdrawingapreviouslysubmittedbid,thecontractormaysubmitanotherbidatan
ytimeuptothespecifiedsubmissiondeadline.Allbidssubmittedandnotwithdrawnpriort
otheendofthesubmissiondeadlineshallbefirmandmaynot
bewithdrawnafterthesubmissiondeadlinefora
periodofonehundredtwenty(120)daysfollowingthedeadlineforsubmissionofbidsspe
cifiedinthisITB.

COSTOFITB

ThecontractorunderstandsandagreesthatLCDJF Sisnotresponsibleforanycosts
incurred bythecontractor in
respondingtothisITB.ContractorswhomrespondtothisITB, including
possibleattendanceatapost-submission interview ofcontractor,are solely
responsible for their own incurredexpenses.

CONFIDENTIALINFORMATION

Allbidsshallbedeemedpublicrecordswithinthe parameters of Ohio Revised
CodeChapter149. However,thecontentsofsubmitted bids to this
ITBwillnotbedeemedpublicrecordsuntilcompletionoftheevaluationprocessand thus
willbetreatedasconfidential information.

Ifacontractorbelievesthatthel TBrequiresthedisclosureof



9.5

6.0

6.1

6.2

7.0

technicalproprietary,ortradesecret informationthatthe contractor is
notwillingtomakepublic,such
informationshouldnotbesubmitted.Nopartofthebidmaybedesignatedasconfidential.

ORALPRESENTATIONS

If requested by LCDJFS,
selectedcontractorsmayberequiredtomakeoralpresentationsto
supplementtheirbids.LCDJF Swillmakeeveryreasonableattempttoscheduleeachpre
sentationatatimeandlocationthatisagreeabletothecontractor.Failureofacontractorto
conductapresentationtoLCDJFSonthedatescheduledmayresultinrejectionofthecont
ractor'sbid.

SUBMISSIONOFBID

SUBMISSIONDEADLINE

6.1.10ne  (1)originalbidandtwo  (2)copiesmustbereceivedbylLawrence
County Department of Job and Family Services.

Bid shall be submitted to the followingaddress:

LawrenceCountyDepartment of Job and Services
RE: LCDJFS Process Server Bid

1100 S 7th Street

Ironton OH45638

6.1.2The outside of the sealed envelope containing the bid must contain
the following designation:

“LCDJFS Process Servicer Bid”
RESPONSIBLILITYOFTIMELYSUBMISSIONOFBID

Allbidssubmittedwillbemarkedwithatimeanddatestamp.Timelysubmissionofbidisthe
soleresponsibilityofthecontractor.LCDJF Sreservestherighttodeterminethetimelines
sofallbidsubmissions.

PROHIBITIONOF COMMUNICATION DURINGEVALUATIONPERIOD

Afterthesubmittalofbidsandcontinuinguntilacontracthasbeenawarded,allLCDJFSp
ersonnel involved in
theprojectwillbespecificallydirectedagainstholdinganymeetings,conferences,or
technical discussionswithanycontractorexceptasprovided in the ITB.

Contractors shall not inquiry at any time as to the bid submission status of any



8.0

8.1

8.2

8.3

and all competing contractors. Failure to comply with this requirement will
automaticallyterminate further consideration of that contractor’s bid.Furthermore
the total number of submitted bids shall not be disclosed to any party by either
LCDJFS or by the Lawrence County Board of Commissioners until after the bid
submittal deadline has expired.

EVALUATIONCRITERIA

PRELIMINARY EVALUATION

All submittedbidswillbefirstreviewedtodetermineifallrequirementsaremetand if
thebidformatand content meet specified requirements.Failure
tomeetmandatoryrequirementswill result in the bid
beingrejectedasnon-responsive.Intheeventthatallcontractorsdonotmeetoneormore
ofthemandatoryrequirements,LCDJF Sreservestherighttocontinuetheevaluationoft
hebidsandtoselectthebidwhichmostcloselymeetstherequirementsspecifiedinthel TB

EVALUATION PROCESS

Theoverallbidwillbescoredusingquantitativecalculationswherethemost points
willbeawardedtothebidthatprovidesthemostvaluetoLCDJFS.Variouscostingmetho
dologiesandmodelsareavailabletoanalyzethecost
informationsubmittedandpotentialvaluetobederived toLCDJFS.
LCDJFSwillselectonemethodanduseitconsistentlythroughout its evaluation.

LCDJF Sreservestherighttointerviewortoseekadditionalinformationrelatingtocriteriaa
Ireadyinthel TBfromanycandidateafteropeningthebids,butbeforeenteringintoacontra
ct,torejectanybidif itdeemsittobe inthebest interestsofLCDJFS,and
toawardacontracttothenextqualifiedcontractor.LCDJF Sreservestherighttocheckref
erencesidentifiedbyanycontractororassociatedwithanypreviousemployerofanyemp
loyeeofthe contractor identified in thebid.In addition,LCDJFSreservesthe right to
award the contract based on considerations other than price.

At minimum three
representativesfromLCDJF Sshallreviewallbidssubmittedinresponse to this ITB in
accordance with the following criteria:

GENERAL QUALIFICATIONS (50% of evaluation)

8.3.1 Recordofpastperformanceofthecontractorinprovidingsimilarservices;

10
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8.5

9.0

8.3.2 Relevantpublic
agencyexperienceofthecontractorinprovidingsimilarservices;

8.3.3 If thecontractor
isanorganizationwhosestaffwillcollectivelyfulfilltherequirements,theorganiza
tionshouldsubmitthequalificationsof individuals
thatwillbeprovidingtheservices; and

8.3.4 Directorrelatedexperiencethecontractorhasthat
indicatessuccessinperformingtherequiredservicesinaneconomicalmanner

PRICING OF SERVICES (50% of evaluation)

Costtoprovidetheservicesasdetailedinthisbid; one bidthat includes a unit rateof
successful service to each of the following geographical areas:
8.4.1 Area 1 - within the city of Ironton, Ohio, corporation limits;
8.4.2 Area 2 - outside of the city of Ironton, Ohio, corporation limits
however within Lawrence County, Ohio;
8.4.3 Area 3 - service to the following counties:
Scioto, Jackson, and Gallia counties in the state of Ohio
Greenup and Boyd counties in the state of Kentucky
Wayne and Cabell counties in the state of West Virginia;
8.4.4 Area 4 — any and all other counties not bordering Lawrence
County, Ohio.

GENERAL SCORING INFORMATION

Bidswillreceivescoresbasedonaonehundred(100)pointscale.Amaximumoffifty(50)p
ointswillbeawarded in the“GeneralQualificationsSection’anda maximum offifty(50)
pointswillbeawardedforthe “Pricing ofServices Section.”

AWARDOFCONTRACT

The contractor to whom a contract is awarded shall be required to enter into
awritten contract with LCDJFS in the contract form provided by the Ohio
Department of Job and Family Services and approved by the Lawrence County
Board of Commissioners and LCDJFS. This ITB and the bid, or any part thereof,
may be incorporated into and made a part of thefinal contract. However, LCDJFS
reserves the right to further negotiate theterms and conditions of the contract with
the selected contractor. The contract will, in any event, include fixed prices to be
paid byLCDJFS for the contractor toperform the services as provided herein
under “Services Required.”

11



APPENDIX A:PROFILEOFCONTRACTOR

Lawrence County Department of Job & Family Services

SECTION |. CONTRACTOR CONTACT INFORMATION
Contractor
Name

Address

Contact
Name
Contact
Name

Email

SECTION II. TYPE OF ORGANIZATION

I:l Public Type (County, School District, College)

I:l Private Type (Not-for-Profit, For Profit)

Date Incorporated Tax Exempt
(if applicable) Status

SECTION IIl. ORGANIZATIONAL STRUCTURE (Select One)

[ ] Organization is independently operated (Legally unaffiliated, Do not complete Section 1V)

[ ] Organization is affiliated with a parent organization (Complete Section IV)

SECTION IV. PARENT ORGANIZATION INFORMATION

12



Type of Affiliation gag;‘t‘l‘fry g:ﬂg(r:r(]Doefsf,igreibe)
Parent Organization
Address
Contact Name Email
Contact Name Fax

! .|
APPENDIXB:REFERENCESHEETFORMAT
Lawrence County Department of Job & Family Services
FOR CONTRACTOR: Provide organization’s name, address, contact person, telephone

number, and appropriate information on the services provided within the past 5 years
with requirements similar to those included in this ITB.

1.) Organization Reference

Business Name

Address

Contact Person Phone

Services Performed

2.)Organization Reference

Business Name

Address

Contact Person Phone

Services Performed

13



3.) Organization Reference

Business Name

Address

Contact Person Phone

Services Performed

APPENDIXC:CERTIFICATIONAFFIDAVIT

Lawrence County Department of Job & Family Services

SIGNATURE AFFIDAVIT

In signing thisbid | certifythatlhavenoteitherdirectly or indirectly
enteredintoanyagreementorparticipatedinanycollusionorotherwisetakenanyaction in
restrainoffreecompetition,thatnoattempt has beenmadeto induce
anyotherpersonorfirmtosubmitornottosubmitabid,thatthisbidhasbeen independently arrived at
withoutcollusionwithanyothercontractor,competitor,orpotentialcompetitor,that this
bidhasnotbeenknowinglydisclosedpriortotheopeningofthebidstoanyothercontractororcompetit
or, and thattheabovestatement is accurateunderthepenaltyofperjury.

Theundersigned,submittingthisbid,herebyagreeswithalltheterms,conditions,andspecifications
required byLCDJF SinthisInvitationforBid,anddeclarethattheattachedbidand pricing are in
conformity therein.

Signature Date

Name(TypeorPrint)

14




Firm Title

Address

Email Address Phone Number

BID REVIEW SHEET

Lawrence County Department of Job & Family Services

Company/Individual Name Reviewed:

Reviewer Name: Date:

The following questions should be addressed as a guide to assist in scoring. Answers marked
“NO” will not disqualify a bid; however may be taken in consideration when scoring.

POINTS SCORE BID COMMENTS
Provided the name, title, address,
Yes/No telephone, e-mail address, and fax

number of the individual to be
contacted by LCDJFS

Provided 3 references that can
Yes/No comment on the contractor’s reliability
and quality of service

The company/individual completed
Yes/No required appendixes

Maximum = Record of past performance of the
20 contractor in providing similar services
Maximum = Relevant public agency experience of
15 the contractor in providing similar
services

15




If the contractor is an organization
whose staff will collectively fulfill

MaX|;n0um - therequirements, the organization
submitted qualifications of individuals

thatwill be providing the services

Direct or related experience the
Maximum = contractor has that indicates success
5 inperforming the required services in

an economical manner
MaXI?Oum - Clearly defined unit rate of service
Max;”ggm - TOTAL POINTS
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