
 
COMMISSION MEETING AGENDA 

Commission Chamber 

Tuesday, February 04, 2025 

2:00 PM 

 

INVOCATION 

Dr. Michael Mitchell, Senior Pastor, Restoration Ministries 

PLEDGE OF ALLEGIANCE TO THE FLAG OF THE UNITED STATES OF AMERICA 

DELEGATION(S) 

A. Mr. Joe Edge regarding the Historic Preservation Commission's recent hearing regarding 802 

Greene Street located in Downtown Augusta. 

B. Mr. Dave Barbee regarding property located at 802 Greene Street. 

C. Mr. Brian Green regarding amending our local government and City Charter. 

 

CONSENT AGENDA 

(Items 1-15) 

PUBLIC SERVICES 

1. Motion to approve the first amendment to, and assignment of, the BA Augusta LLC lease 

agreement, to NetJets Services, Inc. (Approved by Public Services Committee January 28, 

2025) 

2. Motion to approve request for the waiver of the $900.00 fee waiver for rental of the Jessye 

Norman Amphitheater.  (Approved by Public Services Committee January 28, 2025)  

3. Motion to approve A.N. 25-01 – New Location: Requesting Consumption on Premises for 

Liquor, Beer and Wine with Sunday Sales, Michael Parrish applicant for Tee It Up Indoor 

Golf, LLC, located at 3626 Walton Way Extension. District 3, Super District 10  (Approved by 

Public Services Committee January 28, 2025) 

4. Motion to approve A.N. 25-04 – New Location: Requesting Consumption on Premises for 

Liquor, Beer and Wine, Edward Henderson Jr. applicant for A&E Sports Bar and Lounge, 

located at 2623 Deans Bridge Road. District 2, Super District 9  (Approved by Public Services 

Committee January 28, 2025) 

ADMINISTRATIVE SERVICES 

5. Motion to approve Good Human Solutions, a contractor, for a Lead Hazard Reduction and 

Healthy Homes Project to be located at 2625 Oakland Avenue. (Approved by Public Services 

Committee January 28, 2025) 
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6. Motion to approve Executive Hiring Strategy.  (Approved by Public Services Committee 

January 28, 2025) 

7. Motion to deny contract award and rebid for one (1) Contractor-3 Zones 2) optional 

recycle, street sweeping and mosquito control 3) extension of current contracts for four (4) 

months.  

Residential Waste & Recyclable Collection Service Contract (25-900) to two (2) waste hauling 

firms, Georgia Waste System LLC (GWS) and Coastal Waste Recycling, Inc. (Coastal), GWS 

Serving Service Zone 1 and Coastal Serving Service Zones 2 & 3, at service schedule & rates 

presented in the Financial Impact Section of this agenda item. The contract award is contingent 

upon receipt of signed contract, insurance, and other relevant documents. The Contract is 

effective January 1, 2025 ending December 31, 2034 with an option to renew for two additional 

two-year terms.  Also, approve the residential waste mandatory collection service new rate at 

$440 per parcel account to cover the cost of waste collection & incidental environmental services 

effective January 1, 2025. Both unit rates (waste hauler & Augusta mandatory collection) are 

subject to an automatic  three (3) percent yearly escalation effective January 1, 2026. RFP 25-

900/AE  (Approved by Administrative Services Committee January 28, 2025) 

8. Motion to approve setting a deadline for the governing body to finalize their Charter Committee 

selections by February 18, 2025. (Approved by Administrative Services Committee January 

28, 2025) 

9. Motion to approve referring to the Administrator for review and report back in ninety (90) days 

the matter of creating three (3) Constituent Services Liaisons / Commission Assistant positions. 

(Approved by Administrative Services Committee January 28, 2025)  

10. Motion to approve an addition of $107,925.00 to purchase order 23CSA007 to cover the costs of 

the development of design and construction documents for the new Richmond County 

Correctional Institute facility by IPG, Incorporated – Architects & Planners in c/o with EMC 

Engineering Services. (Approved by Administrative Services Committee January 28, 2025). 

ENGINEERING SERVICES 

11. Motion to approve directing Planning & Development in collaboration with Environmental 

Services to review a chronic nuisance ordinance to address blighted properties. (Approved by 

Engineering Services Committee January 28, 2025) 

12. Motion to approve proposal from Ardurra Group, Inc to provide additional engineering services 

to the sewer design for the Hicks Water Treatment Plant Filter #4 Rehabilitation. (PO 

#23AUA199)  (Approved by Engineering Services Committee January 28, 2025) 

FINANCE 

13. Motion to approve Excess Workers’ Compensation Insurance with Safety National Casualty with 

statutory limits and a $1,000,000 Self Insured Retention (SIR – otherwise known as the 

deductible) to cover all positions for a premium of $573,929. (Approved by Finance Committee 

January 28, 2025) 

14. Motion to approve Amendment to the Master Services Agreement with ADP for Additional 

Payroll Services  (Approved by Public Services Committee January 28, 2025) 

PETITIONS AND COMMUNICATIONS 

15. Motion to approve the minutes of the January 7, 2025 Commission Meeting. 
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****END CONSENT AGENDA**** 

AUGUSTA COMMISSION 

 

AUGUSTA COMMISSION 

REGULAR AGENDA 
 

(Items 16-21) 

PUBLIC SERVICES 

16. A.N. 25-06 – New Location: Consumption on Premises Liquor, Beer and Dance, Alfonzo 

Dagget applicant for Eclipse Restaurant and Lounge, LLC, located at 3036 Deans Bridge 

Road. District 5, Super District 9 (No recommendation from Public Services Committee 

January 28, 2025) 

17. Motion to approve A.N. 25-05 – Existing Location, New Ownership: Retail Package Beer 

and Wine, Karthik Allati applicant for Shree Laxmi Narayan Supermarket, Inc. D/B/A/ 

Green Street Super Market, located at 2 Greene Steet. District 1, Super District 9 (Approved 

by Public Services Committee January 13, 2025 deferred from the January 23, 2025 

Commission Mtg.) 

ADMINISTRATIVE SERVICES 

18. Motion to approve contract with Holland & Knight LLP for State Lobbying and Legislative 

Representation Services. 

19. Receive as information an update to Administrative Rule 11, Augusta Inclement 

Weather/Emergency Condition Administrative Rule. 

20. Motion to approve the reclassification of the EMA Deputy Director position to an EMA Director, 

at a salary grade 31, and allocate contingency for the additional salary. 

LEGAL MEETING 

  A.  Pending and Potential Litigation 

  B.   Real Estate 

  C.   Personnel 

21. Motion to authorize execution by the Mayor of the affidavit of compliance with Georgia's Open 

Meeting Act. 
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Commission Meeting 

February 4, 2025 

Delegation 

Department: N/A 

Presenter: N/A 

Caption: Mr. Joe Edge regarding the Historic Preservation Commission's recent 

hearing regarding 802 Greene Street located in Downtown Augusta. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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AGENDA ITEM REQUEST FORM 

 

 

Commission meetings:  First and third Tuesdays of each month – 2:00 p.m. 

Committee meetings:  Second and last Tuesdays of each month – 1:00 p.m. 

 

Commission/Committee:  (Please check one and insert meeting date) 

 

__________ Commission    Date of Meeting _____________ 

__________ Public Safety Committee  Date of Meeting _____________ 

__________ Public Services Committee  Date of Meeting _____________ 

__________ Administrative Services Committee Date of Meeting _____________ 

__________ Engineering Services Committee Date of Meeting _____________ 

__________ Finance Committee   Date of Meeting _____________ 

 

Contact Information for Individual/Presenter Making the Request: 

 

Name:  ______________________________________________________________ 

Address:  ____________________________________________________________ 

Telephone Number:  ___________________________________________________ 

Fax Number:  _________________________________________________________ 

E-Mail Address:  ______________________________________________________ 

 

 

Caption/Topic of Discussion to be placed on the Agenda: 

 

 

 

 

 

 

Please send this request form to the following address: 

 

Ms. Lena J. Bonner    Telephone Number:  706-821-1820 

Clerk of Commission   Fax Number:   706-821-1838 

Suite 220 Municipal Building                     E-Mail Address: lbonner@augustaga.gov 

             nmcfarley@augustaga.gov 

535 Telfair Street 

Augusta, GA  30901 

 

 

Requests may be faxed, e-mailed or delivered in person and must be received in the Clerk’s 

Office no later than 9:00 a.m. on the Thursday preceding the Commission and Committee 

meetings of the following week.  A five-minute time limit will be allowed for presentations. 

 

Docusign Envelope ID: 57BB7B89-9456-4891-ADDC-A1F76613DAEB

(706) 627-2789

jedge@shermanandhemstreet.com

X

I would like five minutes to discuss the Historic Preservation Commission's recent 
hearing regarding 802 Greene Street located in Downtown Augusta.

Joe Edge

1865 Champions Ci, Evans GA 30809
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Commission Meeting 

February 4, 2025 

Delegation 

Department: N/A 

Presenter: N/A 

Caption: Mr. Dave Barbee regarding property located at 802 Greene Street. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Commission Meeting 

February 4, 2025 

Delegation 

Department: N/A 

Presenter: N/A 

Caption: Mr. Brian Green regarding amending our local government and City 

Charter. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Public.Service.Committee.Meeting 

Meeting Date: 1/14/2025 

Airport First Amendment & Assignment of BA Augusta LLC Lease Agreement 

Department: Augusta Regional Airport 

Presenter: Herbert L. Judon, Jr., Airport Executive Director 

 

Caption: 
Motion to approve the first amendment to, and assignment of, the BA Augusta 

LLC lease agreement, to NetJets Services, Inc. This item was approved by the 

Augusta Aviation Commission on December 12, 2024. 

 

Background: 
BA Augusta, LLC. executed a ground lease agreement with Augusta Regional 

Airport/Augusta Richmond County (ARC) on August 15, 2023. BA Augusta, 

LLC., submitted a formal letter dated November 6, 2024, requesting the 

Augusta Aviation Commission (AAC) approve assignment of their ground 

lease to NetJets Services, Inc., in accordance with Article VII, Section O of 

their ground lease agreement.  

 

 NetJets Services, Inc., submitted a formal letter dated November 11, 2024, that 

they have agreed to accept the assignment of the BA Augusta, LLC., ground 

lease agreement with requested changes to the agreement, upon approval by 

AAC/ARC.   

 

Analysis: 
NetJets Services, Inc., is an international aviation organization that has been a 

valued customer and partner of the Augusta Regional Airport for many 

decades. Assignment of the BA Augusta, LLC., ground lease agreement will 

expand the current partnership and will benefit both entities.  

Staff negotiated with the Director, Airport Development & Strategic 

Opportunities, NetJets, Inc., and agreed to the following terms: 

Waiver of the “no-amendment clause”, allowing the assignment of the     

Agreement. 

Allowance for a formal metes and bounds survey to be incorporated into the 

agreement. 

Providing a 10-day grace period for the term extension option notice period. 
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Include a clarification statement regarding the FMV rent increase and a 

provision to allow payments in either monthly or annual installments at the 

Lessee’s discretion. 

Include clarification in the Financing section that the Lessee is the owner of 

all improvements on the property during the term of the lease. 

Amend the requirement for the potential demolition of improvements upon 

reversion to clarify requirement to remediate any hazardous materials. 

Amend the agreement to allow the Lessee to connect the property to Doug 

Barnard Parkway at their discretion. 

 

Financial Impact: 
BA Augusta, LLC was in arrears to the Augusta Regional Airport for 5 

months of lease payment. The assignee has agreed to pay the shortfall, 

bringing in revenue of $108,812.50.  Account Number 551000000-3492507.  

 

Alternatives: N/A 

 

Recommendation: 
Approve the first amendment to, and assignment of, the BA Augusta LLC 

lease agreement, to NetJets Services, Inc. 

 

Funds are available in 

the following accounts: 

N/A 

 

REVIEWED AND 

APPROVED BY: 

 

N/A 
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______________________________________________________________________________ 

            (706) 798-3236 • Fax: (706) 798-1551 • 1501 Aviation Way • Augusta, Georgia 30906  • www.flyags.com 

 

 
 

Augusta Aviation Commission Meeting 
December 12, 2024 

10:00 a.m. 
Orwen Commission Chambers 
2nd Floor - Terminal Building 

 
Committee Members:  Chairman - Dan Troutman; Vice-Chairwoman Ronic West;  

Commissioner Michael Cioffi; Commissioner Larry Harris;  

Commissioner Charles Larke; Commissioner Randy Sasser;  

Commissioner Davis Beman; Commissioner Marshall McKnight; 

Commissioner William Fennoy; Commissioner James Germany; 

 

Staff:  Mr. Herbet Judon; Ms. Lauren Smith; Ms. Elizabeth Giles; Mr. Ken     

Hinkle; Chief R. Beal; Mr. Bruce Keller; Ms. Diane Johnson;  

Mr. DeAndre Davis; Mr. Tyler Good; Mr. Cody Mitchell;  

LT. Matt Tindell; Ms. Catherine Highsmith; Mr. Greg Larsen 

 

Others:    Mr. Edwin Scott, Mead & Hunt; Mr. Robert Moore, Mead & Hunt;  

Ms. Zena McClain- Staff Attorney-Augusta Law Department;  
Ms. Nancy Williams- Augusta Procurement; Ms. Dana Lynn McIntyre –  
Augusta Business Daily  

 

 
CALL TO ORDER & PRAYER – Chairman Don Troutman called the meeting to order at 10:00 am 

            Prayer by Commissioner Cioffi 

 

I. AGENDA, MINUTES, STATISTICS, & CONSENT- Chairman Don Troutman 

 

A. December 12, 2024 Meeting Agenda 

B. October 31, 2024 Commission Meeting Minutes 

Motion by Commissioner Fennoy 2nd by Commissioner Beman to approve the 

December 12, 2024, Augusta Aviation Committee meeting agenda & the October 

31, 2024, Commission Meeting Minutes 
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Aviation Commission Meeting Agenda 
December 12, 2024 
Page 2 of 2 
 
 

No Discussion; Unanimous Ayes; Motin carries 

C. October 2024 Statistics 

 

II. EMPLOYEE RECOGNITION – Catherine Highsmith  

 

William Kovalchuck, ARFF-ARFF Driver Operator/Sgt- 5 Years of Service 

 

III. FINANCE REPORT – Risa Bingham 

 

October 2024 Financial  

         Motion by Commissioner Larke 2nd by Commissioner Fennoy to approve the October 2024    

                      Financial  

                      No Discussion; Unanimous Ayes; Motin carries 

 

IV. EXECUTIVE SESSION - Chairman Don Troutman 

Motion by Commissioner Fennoy 2nd by Commissioner Larke to enter Executive Session @ 

10:05 am; No Discussion; Unanimous Ayes; Motin carries 

         

             To Discuss  Personnel  

        Motion by Commission Larke 2nd by Commission Fennoy that the recommended 2%   

               annual pay increase to Mr. Judon be approved and to reimburse his legal fees in the amount  

               of $2,975.00  

 

To Discuss Real Estate of NetJets  Services  

         Item 1 – to add meets and bounds survey of the area under the lease of property  

 boundaries to the lease at no cost to AGS  

Item 2 – To add the opportunity to pay the lease in an annual payment as oppose to the   

current setup of monthly at their discretion   

Item 3 – To allow a 10 day grace period on the 180 days notification period for amendments  

Item 4 – Improvements made belong to them until the expiration or termination of lease 

Item 5 – At expiration or termination of lease, structures can remain but all hazardous  

materials to be removed by them at their expense  

       Item 6 – Have opportunity to extend access to Doud Barnard Parkway at their expense and  

in coordination with our security requirements. AGS will retain the rights to easement  

Item 7 – That all notices go to the new lessor  

Item 8 – That the eminent domain language in the contract be clarified to explain the  

federal government authority and not the county can execute eminent domain 

Item 9 – To have no broker included or in connection with this contract 

Item 10 – To have lease signed by Augusta Georgia 

Item 11 – For AGS to create an easement for their property being put on  
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                     Motion by Commissioner Fennoy 2nd by Commissioner Sasser to amend the previous motion  

                     to add Items 1-11 and previous motion as is    

   

 

 Motion by Commissioner Larke 2nd by Commissioner Fennoy to close meeting affidavit to    

  justify or close Executive Session @ 12:42 pm 

  No Discussion; Unanimous Ayes; Motin carries 

 

 

V.  DIRECTOR ACTION REQUESTS: 

 

A. Augusta Regional Airport (AGS)- Terminal Checkpoint Modernization 

Recommendation of Award – Elizabeth Giles 

Motion by Commissioner Fennoy 2nd by Commissioner Larke to accept & approve Terminal 

Checkpoint Modernization Recommendation of Award in the amount of $5,706,278.00. 

 Commission McKnight recused from voting; Unanimous Ayes; Motions carries 

 

Motion by Commissioner Fennoy 2nd by Commissioner Larke to accept & approve 

Terminal Checkpoint Intent to Approve Contract Award subject to staff vetting, 

recommending of staff, and legal approving the contract in content form. 

 Commission McKnight recused from voting; Unanimous Ayes; Motions carries 

 

B. Augusta Regional Airport (AGS)- Consolidated Rental Car Service Facility (QTA) 

Final/Balancing Change Order #03- Elizabeth Giles 

Motion by Commissioner Fennoy 2nd by Commissioner Sasser to approve (AGS) Consolidated 

Rental Car Service Facility (QTA) Final/Balancing Change Order #03 resulting in a credit to 

the project in the amount of ($71,625.00) 

 Discussion; Unanimous Ayes; Motions carries 

 

VI. INFORMATION ITEMS 

 

A. Updates- Lauren Smith  

AGS Shuttle Service going great; Legislative convocations continue concerning TSA 

Expansion Project; Mr. Judon attended G-DOT meeting in Atlanta   

 

ADJOURN MEETING 

Motion to adjourn by Commissioner Fennoy 2nd by Commissioner Cioffi  
No Discussion; Unanimous Ayes; Motion carries  
 
 
Meeting adjourned at 12:55 am  
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Aviation Commission Meeting Agenda 
December 12, 2024 
Page 2 of 2 
 
 
 
 
 
__________________________________  ____________________________________ 
Dan Troutman, Chairman  
Augusta Aviation Commission  
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Public Services Committee Meeting 

January 28, 2025 

Fee Waiver for rental of the Jessye Norman Amphitheater 

Department: N/A 

Presenter: N/A 

Caption: Request for the waiver of the $900.00 fee waiver for rental of the Jessye 

Norman Amphitheater  

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Public Services Committee Meeting 

January 28, 2025 

Alcohol License 

Department: Planning & Development  

Presenter: Cecilia Woodruff, Planning Services Branch Manager 

Caption: A.N. 25-01 – New Location: Requesting Consumption on Premises for 

Liquor, Beer and Wine with Sunday Sales, Michael Parrish applicant for 

Tee It Up Indoor Golf, LLC, located at 3626 Walton Way Extension. 

District 3, Super District 10 

Background: New Location – Tee It Up Indoor Golf 

Analysis: Applicant meets the requirements of the City of Augusta’s Alcohol 

Ordinance. 

Financial Impact: Applicant to pay a fee of $5,610.00 

Alternatives: N/A 

Recommendation: Planning & Development Department approved the application subject to 

additional information not contradicting the applicant’s statements. 

Sheriff’s Office approved the application subject to additional information 

not contradicting applicants’ statements. 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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PLANNING & DEVELOPMENT DEPARTMENT 
STAFF REPORT 

 
Case Number:  A.N. 25-01 
 
Application Type: Consumption on Premises Liquor, Beer, and Wine with Sunday Sales - New 
Location 
 
Business Name: Tee It Up Indoor Golf 
 
Hearing Date:  January 28, 2025 
 
Prepared By: Cecilia Woodruff, Planning Services Branch Manager, Planning and 

Development Department  
 

 
Applicant:  Micheal Parrish 
 
Property Owner: Walto Augusta Partners, LP 
 
Address of Property: 3626 Walton Way Extension 
 
Tax Parcel #:  023-0-128-00-0 
 
Commission Districts: District 3, Super District 10 
____________________________________________________________________________________
_________________ 
 
ANALYSIS:  
Location Restrictions: 

 

 Zoning: General Business, B-2 
 

 Distance Requirements: The proposed location for retail package Beer & Wine meets the 
minimum distance  to churches, schools, libraries, and public recreational areas. 

 
ADDITIONAL CONSIDERATIONS: 
 

 Reputation, Character – The applicant’s reputation, character, trade and business associations 
or past business ventures, mental and physical capacity to conduct business. 

 Previous Violations of Liquor Laws – If the applicant is a previous holder of a license to sell 
alcoholic liquors, whether they have violated any laws, regulations, or ordinances relating to such 
business. 

 Manner of Conducting Prior Liquor Business – If the applicant is a previous holder of a 
license to sell alcoholic liquors, the manner in which they conducted the business thereunder 
especially as to the necessity for unusual police observation and inspection to prevent the 
violation of any law, regulation, or ordinance relating to such business. 

 Location -  The location for which the license is sought, as to traffic congestion, general 
character of neighborhood, and the effect such an establishment would have on the adjacent 
surrounding property values. 

 Number of Licenses in a Trading Area – The number of licenses already granted for a similar 
business in the trading area of place for which the license is sought. 
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 Dancing – If dancing is to be permitted upon the premise for which the license is sought and the 
applicant has previously permitted dancing upon the premises controlled of supervised by them, 
the manner with which they controlled or supervised such dancing to prevent any violation of any 
law, regulation, or ordinance. 

 Previous Revocation of License – If the applicant is a person whose license issue dunder the 
police powers of any governing authority has been previously suspended, or revoked, or who has 
previously had an alcoholic beverages license suspended or revoked.  

 Payment of Taxes - If the applicant and business are not delinquent in the payment of any local 
taxes. 

 Congregation of Minors – Any circumstances which may cause minors to congregate in the 
vicinity of the proposed location, even if the location meets the distance requirements under 
Section 6-2-64(b) herein. 

 Prior Incidents -  Evidence that a substantial number of incidents requiring police intervention 
have occurred within a square city block of the proposed location during the twelve (12) months 
immediately preceding the date of application. 

 Previous Denial or Revocation – The denial of an application or revocation of a license, 
occurring within the preceding twelve (12) months, which was based on the qualifications of the 
proposed location. 

 
FINANCIAL IMPACT: The applicant will pay a fee of $ 5,610.00 
 
RECOMMENDATION: 
 

Planning and Development Department recommends approval of the application subject to additional 
information not contradicting the applicant’s statements. 
 
Sherrif’s Office recommends approval of the application subject to additional information not contradicting 
the applicant’s statements. 
 
 
NOTE: The staff report includes information available approximately two (2) weeks prior to the Public Services 

Committee meeting. It represents an evaluation of the facts presented by the applicant; research done by staff, and 
consideration of the relevant factors in the Comprehensive Zoning Ordinance and the Alcohol Ordinance of Augusta, 
Georgia. New facts may emerge, and staff reserve the right to make an oral recommendation at the hearing based on 
all information available at that time. 
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Public Services Committee Meeting 

January 28, 2025 

Alcohol License 

Department: Planning & Development  

Presenter: Cecilia Woodruff, Planning Services Branch Manager 

Caption: A.N. 25-04 – New Location: Requesting Consumption on Premises for 

Liquor, Beer and Wine, Edward Henderson Jr. applicant for A&E Sports 

Bar and Lounge, located at 2623 Deans Bridge Road. District 2, Super 

District 9 

Background: New Location – A&E Sports Bar and Lounge  

Analysis: Applicant meets the requirements of the City of Augusta’s Alcohol 

Ordinance. 

Financial Impact: Applicant to pay a fee of $4,365.00 

Alternatives: N/A 

Recommendation: Planning & Development Department approved the application subject to 

additional information not contradicting the applicant’s statements. 

Sheriff’s Office approved the application subject to additional information 

not contradicting applicants’ statements. 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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PLANNING & DEVELOPMENT DEPARTMENT 
STAFF REPORT 

 
Case Number:  A.N. 25-04 
 
Application Type: Consumption on Premises Liquor, Beer, and Wine - New Location 
 
Business Name: A&E Sports Bar & Lounge 
 
Hearing Date:  January 28, 2025 
 
Prepared By: Cecilia Woodruff, Planning Services Branch Manager, Planning and 

Development Department  
 

 
Applicant:  Edward Henderson, Jr. 
 
Property Owner: Ponderosa Steak Barn of Augusta, Inc. 
 
Address of Property: 2623 Deans Bridge Road 
 
Tax Parcel #:  086-1-081-00-0 
 
Commission Districts: District 2, Super District 9 
____________________________________________________________________________________
_________________ 
 
ANALYSIS:  
Location Restrictions: 

 

 Zoning: General Business, B-2 
 

 Distance Requirements: The proposed location for retail package Beer & Wine meets the 
minimum distance  to churches, schools, libraries, and public recreational areas. 

 
ADDITIONAL CONSIDERATIONS: 
 

 Reputation, Character – The applicant’s reputation, character, trade and business associations 
or past business ventures, mental and physical capacity to conduct business. 

 Previous Violations of Liquor Laws – If the applicant is a previous holder of a license to sell 
alcoholic liquors, whether they have violated any laws, regulations, or ordinances relating to such 
business. 

 Manner of Conducting Prior Liquor Business – If the applicant is a previous holder of a 
license to sell alcoholic liquors, the manner in which they conducted the business thereunder 
especially as to the necessity for unusual police observation and inspection to prevent the 
violation of any law, regulation, or ordinance relating to such business. 

 Location -  The location for which the license is sought, as to traffic congestion, general 
character of neighborhood, and the effect such an establishment would have on the adjacent 
surrounding property values. 

 Number of Licenses in a Trading Area – The number of licenses already granted for a similar 
business in the trading area of place for which the license is sought. 
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 Dancing – If dancing is to be permitted upon the premise for which the license is sought and the 
applicant has previously permitted dancing upon the premises controlled of supervised by them, 
the manner with which they controlled or supervised such dancing to prevent any violation of any 
law, regulation, or ordinance. 

 Previous Revocation of License – If the applicant is a person whose license issue dunder the 
police powers of any governing authority has been previously suspended, or revoked, or who has 
previously had an alcoholic beverages license suspended or revoked.  

 Payment of Taxes - If the applicant and business are not delinquent in the payment of any local 
taxes. 

 Congregation of Minors – Any circumstances which may cause minors to congregate in the 
vicinity of the proposed location, even if the location meets the distance requirements under 
Section 6-2-64(b) herein. 

 Prior Incidents -  Evidence that a substantial number of incidents requiring police intervention 
have occurred within a square city block of the proposed location during the twelve (12) months 
immediately preceding the date of application. 

 Previous Denial or Revocation – The denial of an application or revocation of a license, 
occurring within the preceding twelve (12) months, which was based on the qualifications of the 
proposed location. 

 
FINANCIAL IMPACT: The applicant will pay a fee of $ 4.365.00 
 
RECOMMENDATION: 
 

Planning and Development Department recommends approval of the application subject to additional 
information not contradicting the applicant’s statements. 
 
Sherrif’s Office recommends approval of the application subject to additional information not contradicting 
the applicant’s statements. 
 
 
NOTE: The staff report includes information available approximately two (2) weeks prior to the Public Services 

Committee meeting. It represents an evaluation of the facts presented by the applicant; research done by staff, and 
consideration of the relevant factors in the Comprehensive Zoning Ordinance and the Alcohol Ordinance of Augusta, 
Georgia. New facts may emerge, and staff reserve the right to make an oral recommendation at the hearing based on 
all information available at that time. 
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Administrative Services Committee Meeting 

Meeting Date: 01/28/2025 

HCD_ Lead Hazard Reduction Program Approval Request 

 

Department: HCD 

Presenter: 
 

Hawthorne Welcher, Jr. and/or HCD Staff 

 

Caption: 
Motion to approve a Lead Hazard Reduction and Healthy Homes Project to 

be located at 2625 Oakland Avenue. 

 

Background: 
On October 5, 2022, the U.S Department of Housing and Urban Development 

(HUD) Office of Lead Hazard Control and Healthy Homes (OLHCHH) 

awarded $3,960,000 (itemized breakdown subject to change while award 

amount remains the same) to Augusta, Georgia as the part of the record 

investment of $126 million nationwide to 26 state and local government 

agencies, that will help protect Augusta children and families from lead-based 

paint and home health hazards. 

 

The OLHCHH grant includes $3,560,000.00 in Lead-Based Paint Hazard 

Reduction Grant Program funding and $400,000.00 in HUD’s Healthy Homes 

Supplemental funding. A ten percent match commitment is required for this 

program by statute 42 U.S.C. 4852.  

 

Address: 2625 Oakland Ave August Ga. 30901, Contractor: Good Human 

Solutions, Budget: $27,705, Project Type: Lead Hazard Reduction Grant 

 

Analysis: 
Approval of this request will allow the homeowner to participate in the City 

of Augusta Lead Safe Housing Initiative. 

 

 

Financial Impact: 
Augusta, Georgia receives funding from HUD annually.  

 

 

Alternatives: 
Deny HCD’s Request 
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Recommendation: 
Motion to approve a Lead Hazard Reduction and Healthy Homes Project to 

be located at 2625 Oakland Avenue. 

 

Funds are available in 

the following accounts: 

Lead Grant: Total Amount Requested: $27,705 

221073232-5211120- Contractual Services 

 

 

REVIEWED AND 

APPROVED BY: 

Procurement 

Finance 

Law 

Administrator 

Clerk of Commission 
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AHCDD Form 508 

(Rev. 05/04) 

AUGUSTA HOUSING & COMMUNITY 
DEVELOPMENT DEPARTMENT Date: 

CONSTRUCTION CONTRACT - 
REPAIR PROJECT 

       1/14/2025 

 

Page 1 of 2 Pages 

This agreement is between (Contractor): 

             GOOD HUMANS SOLUTIONS LLC 
    2008 Ryan Rd 
                      Augusta, GA 30904 
 
And:  Augusta Housing & Community Development Department 
   925 Laney-Walker Boulevard 
   Augusta, Georgia 30901 
 
Project :       Shannon Quintanilla 
                     2625 Oakland Ave 
                     Augusta Ga, 30904 
 
 
Project #      Lead Hazard 
  
The Contractor agrees to furnish all labor and materials to complete in good, workmanlike manner 
repairs to the property shown above, for the total sum of TWENTY-SEVEN THOUSAND SEVEN-
HUNDRED AND FIVE DOLLARS $27,705.00. All work will be accomplished in accordance with the 
attached Work Write-Up, and Housing and Urban Development Lead Hazard and Healthy Homes 
Guidelines. 

The Contractor agrees to accept payment from the Augusta Housing and Community Development 
Department in accordance with Department payment procedures. The Contractor agrees to complete 
all repair work required by this contract within 10 working days of the date of this contract. 

The undersigned, having reviewed and understood this contract, agrees to the terms as specified above 
and in the attached contract documents. 
 
 
 
               

Hawthorne Welcher, Director   Contractor, Good Human Solutions 
Housing & Community      
Development Department 
 

Witness:        
 
SWORN TO AND SUBSCRIBED BEFORE ME, THIS 
 
   DAY OF     , 20 . 
 
        
Notary Public, State of Georgia      (SEAL) 
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AHCDD Form 508 

(Rev. 05/04) 

AUGUSTA HOUSING & COMMUNITY 
DEVELOPMENT DEPARTMENT Date: 

CONSTRUCTION CONTRACT - 
REPAIR PROJECT 

       1/14/2025 

 

Page 2 of 2 Pages 

 
 

Approved as to Form: 
 
 
 
 
 
By:     ________________________________                                       Date: _______________ 
               Augusta, GA Legal Department 
                 As its Legal Representative  
 
 
 
 
 
By:      _________________________________                                    Date: _______________ 
                          Garnett L. Johnson 
           As its Mayor 
 
 
 
 
By:     ________________________________                                       Date: _______________ 
                   Tameka Allen 
                  As its Administrator  
 
 
 
 
By:     ________________________________                                       Date: _______________ 
                        Hawthorne Welcher, Jr. 
                           As its Director, HCD 
 
 
 
 
By:      _________________________________                                    Date: _______________ 
                              Lena Bonner 
                               As its Clerk 
 
 
 
 

45

Item 5.



 

Administrative Services Committee Meeting 

January 28, 2025 

Executive Hiring Strategy 

Department: N/A 

Presenter: N/A 

Caption: For information only presentation regarding an Executive Hiring Strategy. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Human Resources 
Executive Hiring Strategy
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Agenda

• Summary

• Executive Vacancies 

• Hiring Strategy

• 90 Day Plan

• Snapshot
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Executive Summary

• Augusta Richmond County is a local government with over 2,700 employees, making positive

strides in its quest to become an Employer of Choice (EOC) in the populous southeast region

of Georgia local governments. Augusta Richmond County is aware of the key role executive

recruitment plays in its efforts and has developed an intentional Employer Value Proposition

to that end. This objective will be accomplished by highlighting some of Augusta’s unique

attributes i.e. low cost of living, international attractions, and work life balance offerings.

Below are the current recruitment challenges accompanied by the recommended strategic

initiatives for optimizing recruitment and retention of executive level positions.

• Key Challenges:

1.  Attracting top talent

2.  Length of Hiring Process

3.  Retention Challenges

• Components of Enacting a 90-Day Recruitment Strategy:

1.  Operationalize a Robust Recruitment Initiative

2.  Comprehensive Onboarding

3.  Career Driven Leadership Development Opportunities 

4.  Cultural and Community Engagement
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Current Executive Vacant 
Positions

General Counsel (currently with Recruiter)

Central Services Director

Information Technology Director

Finance Director

Procurement Director

Staff Attorney*

Senior Staff Attorney*

Airport Engineering and Maintenance Director*

Deputy Administrator*

Deputy General Counsel*
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Executive Hiring Strategy

Market Analysis and Competitive Benchmarking

Employer Branding

Posting and Advertising 

Partner with ICMA and National League of Cities(NLC) for 
comparisons

Review compensation packages of  comparable urban 
governments and non-profit organizations. 

Engage Executive Search Firms

Professional Networks and Partnerships 

Interview Process  Final Selection and Reference Checks

Negotiation and Offer Presentation
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90 Day Plan !

90- Days Executive Recruitment Plan Provided an outline of a 90-day executive recruitment plan 
to the Administrator for review and acceptance.

Key milestones and deliverables

• Days1-10: Market analysis, EVP creation, job posting

• Days 11-31: Candidate sourcing, targeted outreach, 
search firm engagement

• Days 32-50: Screening, interviews, and final selection

• Days 51-90: Offer negotiation, onboarding, and public 
announcements.
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Snapshot Roadmap to 
Outcomes

• Full Recruitment: All key positions filled within 90 days

• Top-Tier Talent: High-caliber candidates attracted through competitive offers 
and targeted outreach

• Efficient Onboarding: Smooth transitions for new executives, setting them up 
for success from day one.

• Improved Streamlined Recruitment Process
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Thank you

Anita Rookard 

Director of Human Resources
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O F F I C E  O F  H U M A N  R E S O U R C E S  

Executive Recruitment  

 

Administration SOP 
 

Page 1 of 3 

 

SOP-HR-AD-001 

Release 2021.09.15  

Title: 

Executive Recruitment 

SOP# 

 
SOP-HR-AM-001 
 

Revision # Release 

Implementation Date 2023-10-10 

Last Update Date 2023-02-28 

Approval by Director Anita Rookard Author Ma-Keisha Mullings 

 
 

1. Purpose 

The purpose of this Executive Recruitment process is to ensure a transparent, efficient, and 
thorough hiring process for executive-level positions within the organization. It aims to 
identify and attract qualified candidates for key roles through a structured approach, 
adhering to legal and ethical standards. 

2. Scope 

This Executive Recruitment process applies to all executive-level positions within the 
organization. It encompasses the activities from job description creation to the final 
selection of the candidate, incorporating due diligence, public presentation, and Commission 
approval.  
 

3. Prerequisites 

Before initiating the executive search process, the following prerequisites must be met:  
 

 Approval of budget and job classification by the Commission/Administrator.  

 Commission approval for the use of an Executive Search firm on a case-by-case basis. 
 

4. Responsibilities 

HR Director:  

 Prepare and review job description and job classification. 

 Prepare client profile, position specification, and brochure (if required) for 
presentation to the Commission and Administrator. 

 Conduct due diligence, including reference and background checks, media search, 
and obtaining candidate consent. 
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O F F I C E  O F  H U M A N  R E S O U R C E S  

Executive Recruitment  

 

Administration SOP 
 

Page 2 of 3 

 

SOP-HR-AD-001 

Release 2021.09.15  

 Prepare a bio of finalist for public review.  
 
Administrator:  

 Approve job description and job specification before the recruitment process.  

 Present candidates to the Commission for consideration 
 
Commission:  

 Approve the use of an executive search firm on a case-by-case basis. 

 Participate in the interviewing and vetting of candidates. 

 Determine the best-qualified candidates. 

 Vote and select the final hire.  
 
HR & Legal: 

 Present finalists’ bios to the public for a 14-day review period.  
 

5. Procedure  

Sourcing & Recruiting:   

 HR Director identifies and attracts potential candidates.  
 
Preliminary Assessment: 

 HR, Administrator, and Recruiter (if applicable) assess the qualifications of interested 

candidates. 

Presentation to the Commission:  

Administrator presents selected candidates to the Commission for consideration.  

Due Diligence:  

HR Director initiates reference and background checks, media searches, and obtains 

candidate consent.  

Interviewing & Vetting:  

Commission conducts interviews and vets’ candidates. 
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O F F I C E  O F  H U M A N  R E S O U R C E S  

Executive Recruitment  

 

Administration SOP 
 

Page 3 of 3 

 

SOP-HR-AD-001 

Release 2021.09.15  

Determination of Best Qualified:  

Commission determines the best qualified candidates.  

Public Presentation:  

HR & Legal present finalists’ bios to the public for a 14-day review. 

Commission Vote and Selection:  

Commission votes and selects final hire. 

 

6. References 

 Relevant legal and ethical guidelines. 

 Budget and job specification approved by the Commission/Administrator. 

 Commission-approved use of an executive search firm. 

7. Definitions  

 
 
 
Commission 

The governing body responsible for approving the budget, job 
specification, and executive search firm usage, as well as voting and 
selecting the final hire.  

 
Administrator 

The individual responsible for approving job descriptions and 
presenting candidates to the Commission.  

 
HR Director 

The individual overseeing the entire executive recruitment process, 
including due diligence and public presentation.  

 
HR & Legal  The departments responsible for presenting finalists’ bios to the 

public review.  

Interviewing and 
Vetting  

Allows employers to verify work experiences and educational 
training and/or other credentials that qualify a candidate for a job. 
This process allows employers to assess candidates’ skills for the job 
based on educational training and credentials.  
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Engineering Services Committee Meeting 

Meeting Date: November 12, 2024 

Augusta Solid Waste & Recycling Collection Services Contract 

Service Area – Zone 1, Zone 2, & Zone 3 

RFP 25-900 

File Reference: 24-014 (A) 

Department: Engineering & Environmental Services 

Presenter: Dr. Hameed Malik, Director 

Caption: Approve the award of Residential Waste & Recyclable Collection Service Contract 

(25-900) to two (2) waste hauling firms, Georgia Waste System LLC (GWS) and 

Coastal Waste Recycling, Inc. (Coastal), GWS Serving Service Zone 1 and Coastal 

Serving Service Zones 2 & 3, at service schedule & rates presented in the Financial 

Impact Section of this agenda item. The contract award is contingent upon receipt 

of signed contract, insurance, and other relevant documents. The Contract is 

effective January 1, 2025 ending December 31, 2034 with an option to renew for 

two additional two-year terms.  Also, approve the residential waste mandatory 

collection service new rate at $440 per parcel account to cover the cost of waste 

collection & incidental environmental services effective January 1, 2025. Both unit 

rates (waste hauler & Augusta mandatory collection) are subject to an automatic  

three (3) percent yearly escalation effective January 1, 2026. RFP 25-900/AE 

Background: Augusta, Georgia (City) Waste Collection & Disposal Services are presently 

provided under RFP 12-112.  The term of this contract expires December 31, 2024. 

For continuity of services new Request for Proposal (RFP) was posted in June 2024 

with closing by August 21, 2024. Augusta Waste Collection & Disposal Services 

service area is divided in three service zones; Zone 1, Zone 2, and Zone 3. 

Mandatory Residential Waste Collection & Disposal Services are provided by two 

waste hauling contractors since 2013. RFP25-900 included the same option, 

awarding contract up to two (2) qualified contractors. Augusta Mandatory 

Residential Waste Hauling services area served by two waste hauling contractors 

ensure continuity of present level of service and the possibility of improving it. 

2012 services included “Recycling”, however, resident participation in recycling 

program was minimum and not cost effective. Hence, 2025 waste collection & 

disposal contract excluded “Recycling” with condition that “Recycling will be 

provided by the contract awarded contractors under separate account setup by 

property owner/user and the contractor. 

 

Analysis: 
RFP’s were received on August 21, 2024 and were evaluated based on criteria 

outlined in RFP document and ranked accordingly. Following firms submitted 

proposals.  
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 Name                            Rating  

1. Georgia Waste Systems, LLC     468.3/500 

2. Coastal Waste & Recycling of Georgia, LLC 409.3/500  

3. Capital Waste Services              351.7/500  

4. Ryland Environmental, Inc.           321.8/500 

Financial Impact: 
Services cost is covered by Environmental Services Waste Collection Contract 

revenue.    

Service Schedule & Rate 
 Waste Type Service Type Service 

Frequency 

Fee Unit 

/ 

Account 

Fee Unit 

Rate 

1 Garbage, Yard Waste, 

Bulky Waste 

Residential Weekly Monthly $24.14 

2 Garbage Non-

Residential 

Weekly Monthly $18.25 

3 Yard Waste, Bulky 

Waste 

Unoccupied Weekly Monthly $7.37 

4 Garbage Extra Cart Weekly Monthly $8.99 

Note: under condition of this contract, the Contactor offering recycling service on request 

by contracting directly with residents and others on request. 

 

Alternatives: Not proposed. 

Recommendation: Approve the award of Residential Waste & Recyclable Collection Service 

Contract (25-900) to two (2) waste hauling firms, Georgia Waste System 

LLC (GWS) and Coastal Waste Recycling, Inc. (Coastal), GWS Serving 

Service Zone 1 and Coastal Serving Service Zones 2 & 3, at service schedule 

& rates presented in the Financial Impact Section of this agenda item. The 

contract award is contingent upon receipt of signed contract, insurance, and 

other relevant documents. The Contract is effective January 1, 2025 ending 

December 31, 2034 with an option to renew for two additional two-year 

terms.  Also, approve the residential waste mandatory collection service new 

rate at $440 per parcel account to cover the cost of waste collection & 

incidental environmental services effective January 1, 2025. Both unit rates 

(waste hauler & Augusta mandatory collection) are subject to an automatic  

three (3) percent yearly escalation effective January 1, 2026. RFP 25-900/AE 

Funds are available in 

the following accounts: 

Environmental Services Waste Hauling Contract Revenue. 

542000000-3441122 

REVIEWED AND 

APPROVED BY: 

HM/sr 
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Request for Proposals 
 

Request for Proposals will be received at this office until Wednesday, August 21, 2024 @ 3:00 p.m. via ZOOM Meeting ID: 856 
0805 5725; Passcode: 25900 for furnishing: 
 

RFP Item # 25-900 Solid Waste Collection and Disposal Services - Zones 1, Zone 2, and Zone 3 for Augusta, GA – Augusta 
Engineering and Environmental Services Department 

 

RFPs will be received by: The Augusta Commission hereinafter referred to as the OWNER at the offices of: 
 

Geri A. Sams, Director 
Augusta Procurement Department 
535 Telfair Street - Room 605 
Augusta, Georgia  30901 

 

RFP documents may be viewed on the Augusta Georgia web site under the Procurement Department ARCbid.  RFP documents may 
be obtained at the office of the Augusta, GA Procurement Department, 535 Telfair Street – Room 605, Augusta, GA  30901 (706-
821-2422). 
 

Pre-Proposal Conference will be held on Monday, July 22, 2024 @ 2:00 p.m. via ZOOM – Meeting ID: 897 7176 6700; Passcode: 
157932. 
 

All questions must be submitted in writing by fax to 706 821-2811 or by email to procbidandcontract@augustaga.gov to the 
office of the Procurement Department by Tuesday, July 23, 2024 @ 5:00 P.M.  No RFP will be accepted by fax or email, all must 
be received by mail or hand delivered. To ensure timely deliveries, all submittals must be received during our normal office hours 
from 8:30 a.m. to 5:00 p.m., Monday through Friday. No deliveries will be accepted prior to 8:30 a.m. or after 5:00 p.m., as the building 
is closed to the public and delivery services outside of these hours. 
 

No RFP may be withdrawn for a period of 90 days after bids have been opened, pending the execution of contract with the 
successful bidder(s). A 100% performance bond and a 100% payment bond will be required for award. 
 

Request for proposals (RFP) and specifications. An RFP shall be issued by the Procurement Office and shall include specifications 
prepared in accordance with Article 4 (Product Specifications), and all contractual terms and conditions, applicable to the 
procurement.  All specific requirements contained in the request for proposal including, but not limited to, the number of copies 
needed, the timing of the submission, the required financial data, and any other requirements designated by the Procurement 
Department are considered material conditions of the bid which are not waivable or modifiable by the Procurement Director.  
All requests to waive or modify any such material condition shall be submitted through the Procurement Director to the 
appropriate committee of the Augusta, Georgia Commission for approval by the Augusta, Georgia Commission.  Please mark RFP 
number on the outside of the envelope. 
 

GEORGIA E-Verify and Public Contracts: The Georgia E-Verify law requires contractors and all sub-contractors on Georgia public 
contract (contracts with a government agency) for the physical performance of services over $2,499 in value to enroll in E-Verify, 
regardless of the number of employees. They may be exempt from this requirement if they have no employees and do not plan 
to hire employees for the purpose of completing any part of the public contract. Certain professions are also exempt. All requests 
for proposals issued by a city must include the contractor affidavit as part of the requirement for their bid to be considered. 
 

Proponents are cautioned that acquisition of RFP documents through any source other than the office of the Procurement 
Department is not advisable.  Acquisition of RFP documents from unauthorized sources places the proponent at the risk of receiving 
incomplete or inaccurate information upon which to base their qualifications. 
 

Correspondence must be submitted via mail, fax or email as follows: 
 

  Augusta Procurement Department 
  Attn:  Geri A. Sams, Director of Procurement 
  535 Telfair Street, Room 605 
  Augusta, GA  30901 
  Fax:   706-821-2811 or Email: procbidandcontract@augustaga.gov 
 

GERI A. SAMS, Procurement Director 
 

Publish: 
 

Augusta Chronicle June 27, 2024 and July 5, 11, 18, 2024 
Metro Courier  June 27, 2024 
 

Revised:  6/20/24 
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Georgia Waste Systems, LLC.

208 Prep Phillips Drive

Augusta, GA 30901

Coastal Waste & Recycling, Inc.

2481 NW 2nd Ave

Boca Raton, FL 33341

Ryland Environmental, Inc.

4132 Wallie Avenue

Augusta, GA 30906

Capital Waste Services

132 Hedge Rd

Aiken, SC 29801

Georgia Waste Systems, LLC.

208 Prep Phillips Drive

Augusta, GA 30901

Coastal Waste & Recycling, Inc.

2481 NW 2nd Ave

Boca Raton, FL 33341

Ryland Environmental, Inc.

4132 Wallie Avenue

Augusta, GA 30906

Capital Waste Services

132 Hedge Rd

Aiken, SC 29801

Evaluation Criteria Ranking Points

1.  Completeness of Response

• Package submitted by the deadline 

• Package is complete (includes requested information as required per this solicitation)

• Attachment B is complete, signed and notarized
N/A Pass/Fail PASS PASS PASS PASS PASS PASS PASS PASS

2.  Qualifications & Experience                

•	Relevant Services experience, specific qualifications, waste hauling expertise

•	Ongoing similar services contracts with other entities

•	Missed pickup collection response time history

•	Contractual dispute and environmental compliance history                          

(0-5) 20 5.0 4.3 3.1 3.7 100.0 86.7 62.0 73.3

3.  Organization & Approach       

•	Understanding & familiarity of requested services  

•	Roles & Organization of proposed Team serving this contract

•	Waste Hauling contract and services management approach

•	Proposed team role in contracted services delivery                 

(0-5) 15 5.0 4.3 3.3 4.2 75.0 65.0 50.0 62.5

4.  Scope of Services (30 points) -  

•	Service delivery implementation plan

•	Customer service procedures

•	Service route management process/strategy

•	Service delivery communication with client process/strategy

(0-5) 15 5.0 3.7 3.3 3.7 75.0 55.0 50.0 55.0

5. Available Resources and Financial Stability

•	Firm resources needed for completing requested services in timely manner and on schedule

•	Firm backup resources for continuity of uninterrupted services during primary assigned 

equipment failure or workforce emergency   

•	Firm financial health and ability to provide needed resource

(0-5) 10 4.8 4.3 3.0 3.7 48.3 43.3 30.0 36.7

6. References  (0-5) 5 5.0 4.8 4.6 4.2 25.0 24.2 23.2 20.8

Within Richmond County 5 10 5.0 5.0 50.0 0.0 50.0 0.0
Within CSRA 5 6 5.0 0.0 0.0 0.0 30.0
Within Georgia 5 4 0.0 0.0 0.0 0.0
Within SE 5 2 5.0 0.0 10.0 0.0 0.0
All Others 5 1 0.0 0.0 0.0 0.0

29.8 26.5 22.4 24.3 373.3 284.2 265.2 278.3

8.  Presentation by Team (0-5) 10 0.0 0.0 0.0 0.0
9. Q&A Response to Panel Questions (0-5) 5 0.0 0.0 0.0 0.0

Lowest Fees 5 10 5.0 0.0 50.0 0.0 0.0
Second 5 6 5.0 30.0 0.0 0.0 0.0
Third 5 4 5.0 0.0 0.0 0.0 20.0
Forth 5 2 5.0 0.0 0.0 10.0 0.0
Fifth 5 1 0.0 0.0 0.0 0.0

Total Phase 2  - (Total Maximum Ranking 15 - Maximum Weighted Total 

Possible 125)                                                                                                                
5.0 5.0 5.0 5.0 30.0 50.0 10.0 20.0

34.8 31.5 27.4 29.3 403.3 334.2 275.2 298.3

Phase 1 Total - (Total Maximum Ranking 25 - 

Maximum Weighted Total Possible 375)

Vendors

Phase 1 

RFP Item #25 - 900 Solid Waste Collection and Disposal Services

Area Zone One, Zone Two, and Zone Three

for Augusta GA - Engineering and Environmental Services Department

RFP Date: Wednesday, August 21, 2024 @ 3:00 p.m. via ZOOM

Evaluation Date:  Thursday, September 5 @ 3:00 p.m. via ZOOM

Ranking of 0-5 (Enter a number value between 0 and 5)

Scale 0 (Low) to 5 (High) 
Weighted Scores

7.  Proximity to Area - enter the point value for the one line only)     Cost/Fee Proposal Consideration

Procurement DepartmentRepresentative:__Nancy Williams__________________________________

Procurement Department Completion Date:        Phase I -   9/5/24       Phase II 9/12/24                     

Phase 2 (Option - Numbers 8-9)  (Vendors May Not Receive Less Than a 3 Ranking in Any Category to be Considered for Award)

Internal Use Only

Total  Cumulative Score 

(Maximum point is 525)

Evaluator:       Cumulative                         Date:   Phase I - 9/5/24 - Phase II 9/12/24           

Total  (Total Possible Score 500)  Total (May not Receive Less Than a 3 Ranking in Any Category to be Considered for Award)

Cost/Fee Proposal Consideration10.  Cost/Fee Proposal Consideration (only choose 1 line according to dollar value of the proposal in relation to all fee proposals - enter the point value for the one line only)     
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FYI: Process Regarding Request for Proposals 

 

Sec. 1-10-51. Request for proposals.  

 

Request for proposals shall be handled in the same manner as the bid process as 

described above for solicitation and awarding of contracts for goods or services with 

the following exceptions: 

 

 (a) Only the names of the vendors making offers shall be disclosed at the proposal 

opening. 

 

 (b) Content of the proposals submitted by competing persons shall not be 

disclosed during the process of the negotiations. 

 

 (c) Proposals shall be open for public inspection only after the award is made. 

 

 (d) Proprietary or confidential information, marked as such in each proposal, shall 

not be disclosed without the written consent of the offeror. 

 

 (e) Discussions may be conducted with responsible persons submitting a proposal 

determined to have a reasonable chance of being selected for the award. These 

discussions may be held for the purpose of clarification to assure a full 

understanding of the solicitation requirement and responsiveness thereto. 

 

 (f) Revisions may be permitted after submissions and prior to award for the 

purpose of obtaining the best and final offers. 

 

(g) In conducting discussions with the persons submitting the proposals, there 

shall be no disclosure of any information derived from the other persons 

submitting proposals.   

 

Sec. 1-10-52. Sealed proposals. 

 

(a) Conditions for use. In accordance with O.C.G.A. § 36-91-21(c)(1)(C), the 

competitive sealed proposals method may be utilized when it is determined in 

writing to be the most advantageous to Augusta, Georgia, taking into 

consideration the evaluation factors set forth in the request for proposals.  The 

evaluation factors in the request for proposals shall be the basis on which the 

award decision is made when the sealed proposal method is used.  Augusta, 

Georgia is not restricted from using alternative procurement methods for 
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obtaining the best value on any procurement, such as Construction 

Management at Risk, Design/Build, etc. 

 

  

(b)  Request for proposals. Competitive sealed proposals shall be solicited through 

a request for proposals (RFP). 

 

(c)  Public notice. Adequate public notice of the request for proposals shall be 

given in the same manner as provided in section 1-10- 50(c)(Public Notice 

and Bidder's List); provided the normal period of time between notice and 

receipt of proposals minimally shall be fifteen (15) calendar days. 

 

(d)  Pre-proposal conference. A pre-proposal conference may be scheduled at 

least five (5) days prior to the date set for receipt of proposals, and notice shall 

be handled in a manner similar to section 1-10-50(c)-Public Notice and 

Bidder's List. No information provided at such pre-proposal conference shall 

be binding upon Augusta, Georgia unless provided in writing to all offerors.  

 

(e)  Receipt of proposals. Proposals will be received at the time and place 

designated in the request for proposals, complete with bidder qualification and 

technical information.  No late proposals shall be accepted. Price information 

shall be separated from the proposal in a sealed envelope and opened only 

after the proposals have been reviewed and ranked.  

 

The names of the offerors will be identified at the proposal acceptance; 

however, no proposal will be handled so as to permit disclosure of the detailed 

contents of the response until after award of contract. A record of all responses 

shall be prepared and maintained for the files and audit purposes. 

 

(f)  Public inspection. The responses will be open for public inspection only after 

contract award. Proprietary or confidential information marked as such in 

each proposal will not be disclosed without written consent of the offeror. 

 

(g)   Evaluation and selection. The request for proposals shall state the relative 

importance of price and other evaluation factors that will be used in the 

context of proposal evaluation and contract award. (Pricing proposals will not 

be opened until the proposals have been reviewed and ranked).  Such 

evaluation factors may include, but not be limited to: 

 

(1)  The ability, capacity, and skill of the offeror to perform the contract or 
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provide the services required; 

 

(2) The capability of the offeror to perform the contract or provide the 

service promptly or within the time specified, without delay or 

interference; 

 

(3) The character, integrity, reputation, judgment, experience, and 

efficiency of the offeror; 

 

(4) The quality of performance on previous contracts; 

 

(5) The previous and existing compliance by the offeror with laws and 

ordinances relating to the contract or services; 

 

(6) The sufficiency of the financial resources of the offeror relating to his 

ability to perform the contract;  

 

(7) The quality, availability, and adaptability of the supplies or services to 

the particular use required; and 

 

(8)   Price. 

 

(h) Selection committee. A selection committee, minimally consisting of 

representatives of the procurement office, the using agency, and the 

Administrator's office or his designee shall convene for the purpose of 

evaluating the proposals. 

 

(i) Preliminary negotiations. Discussions with the offerors and technical 

revisions to the proposals may occur. Discussions may be conducted with the 

responsible offerors who submit proposals for the purpose of clarification and 

to assure full understanding of, and conformance to, the solicitation 

requirements. Offerors shall be accorded fair and equal treatment with respect 

to any opportunity for discussions and revision of proposals and such 

revisions may be permitted after submission and prior to award for the purpose 

of obtaining best and final offers. In conducting discussions, there shall be no 

disclosure of information derived from proposals submitted by competing 

offerors. 

 

(j) From the date proposals are received by the Procurement Director through the 

date of contract award, no offeror shall make any substitutions, deletions, 
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additions or other changes in the configuration or structure of the offeror’s 

teams or members of the offeror’s team. 

 

(k)  Final negotiations and letting the contract. The Committee shall rank the 

technical proposals, open and consider the pricing proposals submitted by 

each offeror. Award shall be made or recommended for award through the 

Augusta, Georgia Administrator, to the most responsible and responsive 

offeror whose proposal is determined to be the most advantageous to Augusta, 

Georgia, taking into consideration price and the evaluation factors set forth in 

the request for proposals. No other factors or criteria shall be used in the 

evaluation. The contract file shall contain a written report of the basis on 

which the award is made/recommended. The contract shall be awarded or let 

in accordance with the procedures set forth in this Section and the other 

applicable sections of this chapter.  
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Commission Meeting 

February 4, 2025 

Charter Review Committee Members 

Department: N/A 

Presenter: N/A 

Caption: Motion to approve setting a deadline for the governing body to finalize their 

Charter Committee selections by February 18, 2025. (Approved by 

Administrative Services Committee January 28, 2025) 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Administrative Services Committee 

January 28, 2025 

Constituent Services Liaisons/Commission Assistant Positions 

Department: N/A 

Presenter: N/A 

Caption: Discuss creating three (3) Constituent Services Liaisons / Commission 

Assistant positions. (Requested by Commissioner Stacy Pulliam)  

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Administrative Services Committee 

Meeting Date: January 28, 2025 

Amend 23CSA007 - Richmond County Correctional Institute New Facility 

Department: Central Services Department 

Presenter: Ron Lampkin 

Caption: Approve an addition of $107,925.00 to purchase order 23CSA007 to cover 

the costs of the development of design and construction documents for the 

new Richmond County Correctional Institute facility by IPG, Incorporated – 

Architects & Planners in c/o with EMC Engineering Services. 

Background: During the meeting held on October 18, 2022, the Commission approved 

23CSA007 (Bid 22-272 - New Richmond County Correctional Institute, Item 

#17) for $82,500.00 in design services and 7% of the construction cost for 

the new RCCI facility.  

The Design Phase should have included the Design Development, 

Topo/Existing Conditions Survey, and the Subsurface Utility Exploration.  A 

complete design could not be done without this information; therefore, this 

work was completed and IPG is requesting payment for these services in the 

amount of $127,925.00 which includes the cost for the Topo/Existing 

Conditions Survey and the Subsurface Utility Exploration. 

Analysis: IPG Incorporated will be in coordination with EMC Engineering Services to 

develop the design documents for the new RCCI facility. 

Financial Impact: Original Purchase Order Amount $82,500.00 

Revised Purchase Order Amount $190,425.00 

$107,925.00 ;   330-03-1340 / 52.12999 

                          222-05-6001 / 52.12999  

Alternatives: A – Approve the request   B – Do not approve the request 

Recommendation: Approve an addition of $107,925.00 to purchase order 23CSA007 to cover 

the costs of the development of design and construction documents for the 

new Richmond County Correctional Institute facility by IPG, Incorporated – 

Architects & Planners in c/o with EMC Engineering Services. 

Funds are available in 

the following accounts: 

$107,925.00 ;     330-03-1340 / 52.12999 

                            222-05-6001 / 52.12999 
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Engineering Services Committee 

January 13, 2025 

Vacant Lot Clearing & Demolitions 

Department: N/A 

Presenter: N/A 

Caption: Discussion on expenditures on vacant lots clearing and demolition of houses, 

2) how the money is recapture back to the city; 3) how much was spent and 

recapture last year.( Requested by Mayor Pro Tem Wayne Guilfoyle) 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Engineering Services Committee Meeting 

Meeting Date: 11/12/2024 

Hicks WTP Filter #4 Rehabilitation (Bid #18-132) 

Department: Utilities Department 

Presenter: Wes Byne, Director 

Caption: To Approve proposal from Ardurra Group, Inc to provide additional 

engineering services to the sewer design for the Hicks Water Treatment Plant 

Filter #4 Rehabilitation. (PO #23AUA199) 

Background: 
Hicks Water Treatment Plant Filter #4 needed to be rehabilitated due to the 

treatment filter’s inability to run at its optimum efficiency. While AUD was 

reviewing the price proposals for the construction work, the Hicks Water 

Treatment Plant Filter #3 had a catastrophic failure. AUD made a request to 

the Procurement Department to accept the price approval for Filter #4 to 

perform the emergency work on Filter #3. 

The work on Filter #3 is now completed and AUD received a proposal from 

Ardurra Engineering to perform the same Engineering services for Filter #4. 

Analysis: Ardurra Engineering has provided a fee to perform these engineering services 

that was deemed to be fair and reasonable.   

Financial Impact: Ardurra Engineering submitted a proposal fee in the amount of $44,400.00.  

Funds are available from the following account:  512043410-5425110 / 

82400020-5425110. 

Alternatives: AUD recommend approval for Ardurra Engineering to perform the additional 

engineering services for the Hicks WTP Filter #4 Rehabilitation Project for 

the proposal fee of $44,400.00. 

Recommendation: AUD recommend approval for Ardurra Engineering to perform the additional 

engineering services for the Hicks WTP Filter #4 Rehabilitation Project for 

the proposal fee of $44,400.00. 

Funds are available in 

the following accounts: 

Funds are available in 512043410-5425110 / 82400020-5425110.. 

REVIEWED AND 

APPROVED BY: 

N/A 
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ATTACHMENT A – SCOPE OF SERVICES 
 

Purpose 
The purpose of this Scope of Services is to authorize and direct CONSULTANT (Ardurra Group) 
to provide professional services relating to the proposed sanitary sewer upgrades for the Hicks 
Water Treatment Plant Filter 4 Rehabilitation project. 

Scope of Services 

The Filter 4 Rehabilitation project will be limited to replacement of the existing underdrain system 
and filter media for both bays of Filter 4 at the Hicks Water Treatment Plant. Provisions for minor 
structural repairs will be included, but CONSULTANT has assumed, based on visual inspection, 
that the filter is not experiencing major structural issues. Anthracite media will be purchased 
directly from CITY’s existing sole source provider, UNIFILT. Proposed underdrain system shall be 
replaced in-kind with the Leopold Type S block system with IMS 200 cap. Sand media will be open 
bid.   

Under the scope of CITY Purchase Order No. 23AUA199, CONSULTANT previously provided 
engineering design services for the Filter 4 Rehabilitation project.   Additionally, the CITY intends 
on awarding the construction contract to the contractor already contracted at the Hicks Water 
Treatment Plant for the Filter 3 Rehabilitation project.   Therefore, under this amendment, 
CONSULTANT shall be providing engineering services solely related to construction 
administration and as needed resident inspection. 

The scope of services for this project includes the following: 

Task 1 – Project Management 

Project Management services shall include coordination of the project team, communications and 
meetings with CITY staff, and monitoring schedule and budget.  Services also include preparation 
of invoices and monthly progress reports. 

Task 2 – Construction Administration Services 

Construction Administration Services will include general consultation and advice regarding 
construction activities, attending a preconstruction conference, attending monthly construction 
progress meetings, and attending a final inspection for substantial completion. 
 
CONSULTANT will provide request for information (RFI) reviews, field change reviews, pay 
request review, and conducting final inspections for substantial completion as may be required of 
the CONSULTANT by the CITY.  At the conclusion of the project, development of as-built 
documents including the contractor’s redline information in the drawings to document changes 
that occurred in the field. 

Task 3 – As-Needed Resident Project Representative 

CONSULTANT will provide the services of a Resident Project Representative (RPR) on an as 
needed basis at the Site to assist the CONSULTANT and to provide more extensive observation of 
Contractor’s work.  Duties, responsibilities, and authority of the RPR are as set forth as follows. 
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Through RPR's observations of the Work, including field checks of materials and installed 
equipment, CONSULTANT shall endeavor to provide further protection for CITY against defects 
and deficiencies in the Work.  However, CONSULTANT shall not, as a result of such RPR 
observations of the Work, supervise, direct, or have control over the Work, nor shall 
CONSULTANT (including the RPR) have authority over or responsibility for the means, methods, 
techniques, sequences, or procedures of construction selected or used by any Constructor, for 
security or safety at the Site, for safety precautions and programs incident to the Work or any 
Constructor’s work in progress, for the coordination of the Constructors’ work or schedules, or for 
any failure of any Constructor to comply with Laws and Regulations applicable to the performing 
and furnishing of its work.  The CONSULTANT (including RPR) neither guarantees the 
performances of any Constructor nor assumes responsibility for any Constructor’s failure to furnish 
and perform the Work, or any portion of the Work, in accordance with the Construction Contract 
Documents.   

RPR shall report to CONSULTANT whenever RPR believes that any part of the Work is defective 
under the terms and standards set forth in the Construction Contract Documents and provide 
recommendations as to whether such Work should be corrected, removed and replaced, or 
accepted as provided in the Construction Contract Documents.   RPR will inform CONSULTANT 
of any Work that RPR believes is not defective under the terms and standards set forth in the 
Construction Contract Documents but is nonetheless not compatible with the design concept of the 
completed Project as a functioning whole and provide recommendations to CONSULTANT for 
addressing such Work.  RPR will also advise CONSULTANT of that part of the Work that RPR 
believes should be uncovered for observation, or requires special testing, inspection, or approval. 

Services Not Included 
Permitting Services are not part of CONSULTANT’s work and may be performed on an as needed 
basis with compensation being invoiced on a Cost-Plus basis. 
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ATTACHMENT B - COMPENSATION 
 
The CITY shall compensate the CONSULTANT for services, which have been authorized by the 
CITY under the terms of this Agreement. 
 
The CONSULTANT may submit to the CITY a monthly invoice, in a form acceptable to the CITY 
and accompanied by all support documentation requested by the CITY, for payment for the 
services, which were completed during the billing period.  The CITY shall review for approval said 
invoices.  The CITY shall have the right to reject payment of any invoice or part thereof if not 
properly supported, or if the costs requested or a part thereof, as determined solely by the CITY, 
are unreasonably in excess of the actual phase of completion of each phase.  The CITY shall pay 
each such invoice or portion thereof as approved, provided that the approval or payment of any 
such invoice shall not considered to be evidence of performance by the CONSULTANT to the point 
indicted by such invoice, or of receipt of acceptance by the CITY of the service covered by such 
invoice.  The CITY shall pay any undisputed items contained in such invoices. 
 
Each invoice shall be accompanied by a letter progress report describing the total work 
accomplished for each phase and any problems, which have been encountered, which may inhibit 
execution of the work.  The CONSULTANT shall also submit an accurate updated schedule, and 
an itemized description of the percentage of total work completed for each phase during the billing 
period. 
 
When the CITY authorizes the CONSULTANT to proceed with the work authorized in a Task 
Order, it agrees to pay the CONSULTANT for work completed, on a lump sum percent complete 
basis. 
 
Overtime may be performed at the discretion of the CONSULTANT, but the premium time portion 
of the overtime will not be billed to the CITY unless the CONSULTANT has requested acceleration 
of the scheduled work in writing. 
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Task 1 - Project Management Lump Sum $6,700
Task 2 - Construction Administration Services Lump Sum $25,700
Task 3 - As-Needed Resident Project Representative T&M $10,000
Other Direct Costs $2,000

TOTAL $44,400

Fee Schedule for Hicks WTP Filter 4 Rehabilitation

Project Phases Unit Unit Cost
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ATTACHMENT C – LISTING OF KEY PERSONNEL 
 
 
CONSULTANT shall provide qualified personnel to perform its work.   The list of key personnel 
below, including a designated Program Manager will not change or be reassigned without the 
written approval of the CITY.  Those personnel committed for this work are as follows: 
 

Jeff Duplantis, PE, Project Mgr   

Aaron Baird, PE, Design Mgr   

Joe Downey, PE, QA/QC   

Donald Phillips, PE, QA/QC   

Ian Schlosser, EIT, RPR   
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Finance Committee Meeting 

Meeting Date: 1/28/25  1:15pm 

Excess Workers’ Compensation Insurance Renewal 

Department: Finance – Risk Management Division 

Presenter: Timothy Schroer, Interim Finance Director 

Caption: 
Approve Excess Workers’ Compensation Insurance with Safety National 

Casualty with statutory limits and a $1,000,000 Self Insured 

Retention (SIR – otherwise known as the deductible) to cover 

all positions for a premium of $573,929. 

Background: Excess Workers’ Compensation coverage (a per occurrence policy) has been 

purchased in the past as a measure to cap any potential catastrophic loss 

against Augusta-Richmond County.  Augusta’s current SIR is $1,000,000.  

Stated simply, each workers’ compensation claim has the potential cost of 

$1,000,000 to the government before the excess coverage policy takes effect. 

Analysis: Past claim experience, current claim exposure, and potential future cost were 

considered.  It was determined that an SIR of $1,000,000 is appropriate for 

our level of risk.  CorVel, our Workers’ Compensation Third Party 

Administrator, was requested to obtain quotes from A or A+ companies. 

 

Through their broker, CorVel received the following quotes from the 

following companies: 

Safety National Casualty - $1M SIR for $573,929, 1.25M SIR for $490,067 

or $1.5M for $366,167 

Midwest Employers - $1.5M SIR for $424,987 

Arch – declined to provide a quote  

 

Financial Impact: Maintaining SIR of $1,000,000 offers the greatest value to Augusta-

Richmond County government 

Alternatives: 1)  Increase current level of coverage to 1,250,000 per claim at a cost of 

$490,067 or 

2) Drop coverage accepting full exposure/cost for any catastrophic job 

related injury. 

 

Recommendation: Approve coverage with Safety National Casualty with SIR of $1,000,000 for 

all positions with a Statutory Limit for a deposit premium of $573,929. 
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Funds are available in 

the following accounts: 

621 01 5233  55.21110  WC/Risk Management 

REVIEWED AND 

APPROVED BY: 

Finance 

Law 

Administrator 

Clerk of Commission 
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2025 Arthur J. Gallagher & Co.  

 
 

 

 

 

 

Augusta-Richmond 
County 

Excess Workers Compensation 
Executive Summary 

1.16.2025 

 

Presented by: 
Scott Thomason | Regional Director, Public Sector 
Matt Simmons | Senior Director, Public Sector 
John Beckett | Client Account Executive 
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2025 Arthur J. Gallagher & Co.  1 Insurance Renewal Summary 

Marketing Results 
 

1. Safety National - Quoted 
A. Provided multiple retention options of $1M (Expiring), $1.25M and $1.5M 

 
2. Midwest Employers - Quoted 

A. Provided retention option of $1.5M 

 

3. Arch - Declined 
A. Minimum retention would be at least $2M 

B. Pricing would not be competitive 
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2025 Arthur J. Gallagher & Co.  2 Insurance Renewal Summary 

Renewal Options 
 

 
 

  

Program Overview Expiring Recommended Option 2 Option 3 Option 4
Excess Workers Compensation
Carrier Safety National Safety National Safety National Safety National Midwest Emp
AM Best Rating A++, XV A++, XV A++, XV A++, XV A+, XV
Estimated Payroll $141,352,826 $145,593,411 $145,593,411 $145,593,411 $145,593,411
Minimum Premium 90% 90% 90% 90% 90%
Policy Term 1 Year 1 Year 1 Year 1 Year 1 Year

Exposure Change 3.0% 3.0% 3.0% 3.0%

Coverage Details
Excess Workers Comp
Workers Comp Limit Statutory Statutory Statutory Statutory Statutory
Employers Liability Limit $1,000,000 $1,000,000 $1,000,000 $1,000,000 $1,000,000
Self-Insured Retention (SIR) $1,000,000 $1,000,000 $1,250,000 $1,500,000 $1,500,000
Police/Fire SIRs $1,000,000 $1,000,000 $1,250,000 $1,500,000 $1,500,000
Aggregate Attachment
Aggregate Limit

Premium+ Details
Excess Workers Comp
Annual (Deposit) Premium $546,894 $573,929 $490,067 $366,167 $424,987
Payroll Basis Estimated Estimated Estimated Estimated Estimated
Buffer Layer
Annual (Deposit) Premium N/A N/A N/A N/A N/A
Payroll Basis
Risk Management Services
Risk Mgmt Fee N/A N/A N/A N/A N/A
Total Premium+ $546,894 $573,929 $490,067 $366,167 $424,987

Net Rate Change 1.94% -13.39% -36.05% -25.29%

Ground up Loss Projection $4,202,449 $4,987,181 $4,987,181 $4,987,181 $4,987,181
Projected Excess Losses -$303,118 -$266,200 -$210,000 -$109,008 -$109,008
Total Cost of Risk $4,446,225 $5,294,910 $5,267,248 $5,244,340 $5,303,160

Net TCOR Change 19.1% 18.5% 18.0% 19.3%
Cost per $100/Payroll $3.15 $3.64 $3.62 $3.60 $3.64

DISLCAIMER: Premium+ includes any surplus lines taxes and fees if  applicable.  Broker Compensation is included unless specif ied as a 
broker fee. This summary is an outline of certain terms and conditions of the insurance proposed and does not include all of the terms, 

coverages, exclusions, and conditions of the actual policy language.  We make no w arranties w ith respect to policy limits, deductibles, or 
coverage considerations of the carrier.
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2025 Arthur J. Gallagher & Co.  3 Insurance Renewal Summary 

Thank You for Your Business 
 

 

 

 
 

Legal Disclaimer 

Gallagher provides insurance and risk management advice that is tailored to our clients’ risk transfer needs. Our review can include evaluation of 
insurance premium, risk transfer options, finance agreements, insurance limits, indemnification obligations, and contracts to ascertain appropriate 
coverage. We do emphasize that any risk management advice, insurance analysis, and limited review of contract terms and conditions, is only 
provided from an insurance/risk management perspective and is NOT legal advice. We do not provide legal advice and always recommend that our 
clients seek advice from legal counsel to become fully apprised of all legal implications from their business transactions. 
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Finance Committee 

Meeting Date: January 28, 2025 

Amendment to Master Services Agreement with ADP 

Department: Finance Department 

Presenter: Timothy Schroer, Interim Finance Director 

Caption: Approve Amendment to the Master Services Agreement with ADP for 

Additional Payroll Services 

Background: On January 2, 2024, the Augusta Commission approved awarding RFP 23-

160 for an HRIS and Payroll System to ADP.  

Analysis: The original agreement entered into during 2024 was for ADP to implement 

an HRIS and Payroll system. This project has been ongoing since that 

approval date with an originally scheduled Go-Live of January 1, 2025. Due 

to the increasingly complex nature of payroll systems, the Finance 

Department is recommending that the Payroll Division be restructured and 

that the processing of Payroll be shifted to ADP through their 

Comprehensive Outsourcing Services. This will increase the government’s 

annual cost to ADP by approximately $270,000.00. However, the Payroll 

Department will be restructured, which will lead to expected savings of 

approximately $103,000.00 within the Finance Department’s budget.  The 

net increase to the government for this project would then be $167,000.00.   

Financial Impact: Additional annual costs to be funded from 101101110/6011110. Upfront 

implementation costs to be funded from 272015410/5424220. 

Alternatives: N/A 

Recommendation: Approve Amendment to the Master Services Agreement with ADP for 

Additional Payroll Services 

Funds are available in 

the following accounts: 

101101110/6011110 and 272015410/5424220 

REVIEWED AND 

APPROVED BY: 

N/A 
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PROPRIETARY AND CONFIDENTIAL TO ADP Page 1 of 114 
Augusta-Richmond County 

SECOND AMENDMENT 

TO 

GLOBAL MASTER SERVICES AGREEMENT 

BETWEEN 

ADP, INC. 

AND 

AUGUSTA, GEORGIA 

 

 This Second Amendment (the “Second Amendment”), made as of      *Date2SignerNumber2    ::             : (“Second Amendment 
Effective Date”) between ADP, Inc. (“ADP”) and Augusta, Georgia (“Client”) contains changes, modifications, 
revisions and additions to the terms and conditions of the Global Master Services Agreement dated January 8, 
2024, as amended (the “Agreement”), between ADP and Client. 

 Now, therefore, in consideration of the mutual covenants contained in the Agreement and herein, and for other 
good and valuable consideration, ADP and Client hereby agree as follows: 

1. ADP Comprehensive Outsourcing Services.  Client currently receives certain human capital management 
services, including payroll services, from ADP and now desires to modify the scope of services it receives from ADP 
to be provided under ADP’s Comprehensive Outsourcing Services (the “COS Services”) delivery model.  
Accordingly, as of the Second Amendment Effective Date, ADP will provide to Client, and Client will receive from 
ADP, the COS Services in accordance with the Pricing and Financial Terms (COS Services), Service Definitions, 
and Service Commitments, each attached hereto and incorporated herein and the Agreement.  For the purposes 
of the COS Services provided under this Second Amendment, all references in the Agreement to “Appendix 1” or 
the “Pricing and Financial Terms” or the “Pricing Appendix-1” shall be deemed to refer to the Pricing and Financial 
Terms (COS Services) attached hereto. 

2. Replacement of Enterprise Service Definition and Service Commitments Appendices. The Enterprise 
"Service Definition” and “Service Commitments" appendices attached to the First Amendment made as of May 24, 
2024 are deleted, each in its entirety, and replaced with the COS Service Definition and Service Commitments 
appendices attached hereto. 

3. Additional Services.  As of the First Amendment Effective Date, and in addition to the other Services 
provided by ADP under the Agreement, ADP will provide to Client, and Client will receive from ADP, Unemployment 
Claims Services, Wage Garnishment Services, MyLife Advisors Service Center, and ADP Document Cloud 
Services (the “Additional Services”) in accordance with the Pricing and Financial Terms (COS Services) and the 
Agreement.  For the purposes of the Additional Services provided under this Second Amendment, all references in 
the Agreement to “Appendix 1” or the “Pricing and Financial Terms” or the “Pricing Appendix-1” shall be deemed to 
refer to the Pricing and Financial Terms (COS Services).  

4. Cover Page, List of Services.  As of the Second Amendment Effective Date, the list of Services on the cover 
page of the Agreement is hereby deleted in its entirety and replaced by the following: 

• ADP HCM Services 

• ADP Payroll Services – delivered via Enterprise HR 
▪ ADP Employment Tax Services 
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PROPRIETARY AND CONFIDENTIAL TO ADP Page 2 of 114 
Augusta-Richmond County 

▪ Employment Verification Services 
▪ Print and Online Statement Services 
▪ ADP Unemployment Claims Services 
▪ ADP Wage Garnishment Services 
▪ ADP Wage Payment Services 

• Benefit Services – delivered via Health & Welfare Service Engine 
▪ ADP Benefits Administration Services 
▪ ADP Health Compliance Services 
▪ MyLife Advisors Service Center 

• ADP Compliance on Demand 

• ADP DataCloud 

• ADP Document Cloud 

• Federated Single Sign On 

• Human Resource Administration Services – delivered via Enterprise HR 

• ADP Marketplace 

• Mobile Solutions 

• MyLife Advisors Service Center Support 

• Talent Acquisition Solutions – delivered via ADP Recruiting Management 
▪ ADP Electronic I-9 Services 

• Talent Management Solutions – delivered via ADP Talent Management 
▪ ADP Compensation Management 
▪ ADP Learning Management 
▪ ADP Performance Management 
▪ ADP Succession Management 

• ADP Time & Attendance Services – delivered via ADP Workforce Manager 

5. GMTC, Section 1.1.1.  As of the Second Amendment Effective Date, Section 1.1.1 of the Global Master 
Terms and Conditions (“GMTC”) is hereby amended by adding the following to the end of such section: 

1.1.1.8. ADP Unemployment Claims Services.  Management of unemployment 
insurance claims, including claim administration, timely appeals, auditing of benefits charges, and hearing 
representation. 

1.1.1.9. ADP Wage Garnishment Services.  Administration of child support orders, 
creditor garnishments, tax levies, bankruptcies, and student loan liens; which includes garnishment data and order 
processing, response and notification services, payment processing and disbursement of payments to the 
appropriate payees, and inquiry management for employees, custodial parents, agencies, and other third parties. 

6. GMTC, Section 1.1.2.  As of the Second Amendment Effective Date, Section 1.1.2 of the GMTC is hereby 

amended by adding the following to the end of such section: 

1.1.2.3. MyLife Advisors Service Center.  Management of participant benefits-
related inquiries through ADP service center locations. 

7.  GMTC, Section 1.1.  As of the Second Amendment Effective Date, Section 1.1. of the GMTC is hereby 
amended by adding the following to the end of such section: 

1.1.11. ADP Document Cloud.  Integrated solution to support maintenance and retrieval of 
employee-specific documents via cloud-based technology. 

8. GMTC, Section 1.2.  As of the Second Amendment Effective Date, Section 1.2 of the GMTC is hereby 
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amended by adding the following to such section in the appropriate alphabetical order. 

“Agencies” has the meaning set forth in Section 14.16.1.2. 

“Court Filed Notification” has the meaning set forth in Section 14.16.2. 

“e-IWO Program” has the meaning set forth in Section 14.16.5. 

“Flash Signatures” has the meaning set forth in Section 14.16.3. 

9. GMTC, Section 12.4.  As of the Second Amendment Effective Date, Section 12.4 of the GMTC is hereby 
amended by adding the following to the end of such section: 

12.4.7. Additional Termination Provisions for ADP Unemployment Claims Services.  Either ADP or 
Client may terminate the ADP Unemployment Claims Services upon 90 days prior written notice to the other party.  
Notwithstanding any provision to the contrary, upon termination of the ADP Unemployment Claims Services, Client’s 
access to ADP websites containing Client’s data expires and Client is responsible for downloading all relevant data 
prior to expiration of any such access rights. 

12.4.8. Additional Suspension Provisions for ADP Wage Garnishment Services.  If ADP reasonably 
determines that it can no longer provide any or all of the ADP Wage Garnishments Services due to changes in 
applicable law or application of existing law, ADP may, upon notice to Client suspend the applicable portion of the 
ADP Wage Garnishment Services that it is no longer able to perform.  Upon suspension, Client will (i) be responsible 
for payment of Client's wage garnishment and voluntary deduction amounts associated with that portion of the ADP 
Wage Garnishment Services suspended and not otherwise collected from Client by ADP including, without 
limitation, any judgments, court costs, legal fees, and interest accruing after the date of such termination and (ii) be 
responsible for its garnishment answer and filing obligations.  In the event such suspension exceeds 30 days, such 
suspension shall become a termination. 

10. GMTC, Section 14.  As of the Second Amendment Effective Date, Section 14 of the GMTC is hereby 
amended by adding the following to the end of such section: 

14.15. ADP Unemployment Claims Services.  The following additional terms and conditions apply to the 
ADP Unemployment Claims Services: 

14.15.1. Provision and Transfer of Information.  Client will provide ADP with accurate, complete 
and timely information necessary for ADP to perform the ADP Unemployment Claims Services, including without 
limitations, the claimants’ names, relevant dates, wage and separation information, state-specific required 
information, and other documentation to support responses to unemployment compensation agencies.  Client will 
transfer this information via (i) on-line connection between ADP and Client’s computer system or (ii) inbound data 
transmissions from Client to ADP, using mutually acceptable communications protocols and delivery methods.  
Client will promptly notify ADP in writing if Client wishes to modify the communication protocol or delivery method. 

14.16. ADP Wage Garnishment Services.  The following additional terms and conditions apply to the ADP 
Wage Garnishment Services: 

14.16.1. Description of Services; Authorization. 

14.16.1.1. ADP will act solely as a third party service provider of garnishment data 
evaluation, data processing and payment processing.  ADP may from time to time provide Client reasonable 
instructions or best practice recommendations which Client may follow.  However, the ADP Wage Garnishments 
Services are not a substitute for the advice of an attorney.  Client agrees that ADP is not a law firm, does not provide 
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legal advice or representation and that no attorney-client relationship exists or will be formed between ADP and 
Client. 

14.16.1.2. Client authorizes ADP to (i) use Client’s data to populate document 
templates and create garnishment responses and other standard form documents, (ii) file documents on Client’s 
behalf and at its direction where permitted by the relevant court or agency, and (iii) prepare and serve written notices 
to third parties on Client’s behalf and at its direction.  ADP will perform the ADP Wage Garnishment Services in 
accordance with and subject to the documents and information provided to ADP by Client or agencies (including 
federal and state tax, credit and child support agencies, courts, levying officers and bankruptcy trustees (collectively, 
“Agencies”), or by any other third parties from whom Client has directed or authorized ADP and ADP has agreed 
to accept such documents and information.  In the event ADP has any questions relating to the application of same 
to a particular set of facts or if an employee of Client notifies ADP of his or her objection to ADP’s evaluation or 
application of the same, then ADP will notify Client of such questions or objections.  Client will be responsible for 
obtaining answers to any such questions or resolving such objections. 

14.16.1.3. Client will be solely responsible for cases or claims by third parties against 
ADP unless the case or claim directly results from an ADP error or omission. 

14.16.2. Court Filed Notifications.  To the extent Client appoints ADP to perform court filed 
notification services (e.g., creditor garnishments), Client will review a copy of each ADP standard form notification 
that ADP will use to produce, submit and/or file such garnishment notice with a court of law (each, a “Court Filed 
Notification”) as part of the ADP Wage Garnishment Services and hereby directs ADP to utilize such Court Filed 
Notifications on Client’s behalf.  ADP will be responsible for (i) monitoring changes in applicable rules that impact 
the format of each Court Filed Notification, (ii) implementing changes to the Court Filed Notification forms as deemed 
necessary, in ADP’s reasonable discretion, to address such changes in applicable rules, and (iii) notifying Client of 
any such changes by providing Client with a copy of any modified Court Filed Notification form.  Notwithstanding 
the foregoing, Client will be responsible for making its own determination as to the legal sufficiency of each standard 
form, as modified by ADP from time to time, and their continued use by ADP on Client’s behalf in each jurisdiction.  
Client will be responsible for providing a consenting party (including any required notarization) to execute each 
Court Filed Notification created by ADP on Client’s behalf.  Except for ADP’s obligations stated in this Section, ADP 
will not be liable hereunder to Client or any third party for the legal sufficiency of the format of any Court Filed 
Notification utilized by Client hereunder. 

14.16.3. Flash Signatures.  ADP may, in its discretion and in accordance with its client reference 
guides and set-up and approval process, offer Client digitized client signature and notary stamp and notary 
signature functionality (“Flash Signatures”) as an optional feature of the Wage Garnishment Services.  
Notwithstanding anything to the contrary in Section 3.2, ADP will not be responsible for the design or compliance 
of Flash Signatures and makes no representations, warranties or determinations regarding the compliance of the 
use of Flash Signatures on Court Filed Notifications.  To the extent Client elects to use Flash Signatures on its 
Court Filed Notifications, Client is responsible for ensuring that such signatures are, in Client’s view, consistent with 
Client’s compliance requirements. 

14.16.4.  Accuracy and Timeliness of Data.  Client is responsible for: (i) any errors or omissions 
caused by any of Client’s third-party service providers, and (ii) if Client does not receive ADP hosted payroll services, 
the way in which Client’s payroll system utilizes data provided by ADP to Client in connection with ADP’s provision 
of the ADP Wage Garnishment Services. 

14.16.5. Electronic Income Withholding Orders Program.  To the extent Agencies and/or 
jurisdictions offer electronic income withholding orders programs (“e-IWO Programs”), Client authorizes ADP as 
its third party service provider to receive, rely upon, and process electronic income-withholding orders/notices from 
such Agencies and jurisdictions.  Client understands there is a 30-day startup period for orders to convert from 
hard-copy documents mailed to Client to the electronic method.  For Agencies or jurisdictions that do not offer e-
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IWO Programs, Client agrees to continue to forward to ADP all income-withholding orders/notices or related 
documentation Client receives.  Client agrees to provide written notice to ADP at least 45 days in advance if it 
wishes to no longer participate in any e-IWO Programs.  Client also agrees that ADP may, in its reasonable 
discretion, suspend or discontinue participation in the e-IWO Program at any time such as but not limited to when 
reasonably needed to protect the security, privacy or integrity of information and systems or if requested by an 
Agency. 

11. General Provisions.  This Second Amendment may be executed in multiple original copies, identically 
worded, and each such executed copy constitutes an original.  Facsimile signatures, electronic signatures in 
connection with the electronic signature delivery system utilized by ADP and signatures transferred in .pdf or a 
similar format for scanned copies of documents are original signatures for all purposes of this Second Amendment 
and the Agreement.  All other terms and conditions of the Agreement shall remain in full force and effect.  In the 
event of any conflict between the terms and conditions of this Second Amendment and the terms and conditions of 
the Agreement, this Second Amendment shall prevail.  The terms defined in the Agreement and used in this Second 
Amendment shall have the same respective meanings as set forth in the Agreement, unless clearly otherwise 
defined in this Second Amendment. 

IN WITNESS WHEREOF, the parties hereto have caused this Second Amendment to be duly executed by 
its authorized representatives as of the date below, to be effective as of the Second Amendment Effective Date. 

 

ADP, Inc.  Augusta, Georgia  

By: 

*SignerNumber2 
 

By: 

*SignerNumber1 
 

Name: 

*NameSignerNumber2 
 

Name: 

*NameSignerNumber1 
 

Title: 

*TitleSignerNumber2 
 

Title: 

*TitleSignerNumber1 
 

Date: 

*DateSignerNumber2 
 

Date: 

*DateSignerNumber1 
 

 

 

 

 

 

*Date2SignerNumber1 
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Pricing and Financial 
Terms (COS Services) 
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I. Financial Detail 

The fees listed in the table(s) below are based on the Services and volumes in the assumptions in Section 

III (Assumptions). 

 

Description 
Region / 

Approved 
Countries 

Volume(s) 
Ongoing 

Fee(s) 
Frequency 

Implementation 
/ One-time 

Fees 

ADP Comprehensive Outsourcing 
Services, including:  

United States 2,800 $25.36  Per Employee 
Per Month 
("PEPM") 

$90,000  

Human Resource and Payroll 
Administration Services 

Participant Solution Center 
Support 

Talent Acquisition Solutions, 
including: 

ADP Recruiting Management 
Services 

ADP Electronic I-9 Services 

Talent Management Solutions, 
including: 

ADP Compensation 
Management 

ADP Performance 
Management 

ADP Succession Management 

ADP Unemployment Claims 
Services 

Employment Verification 
Services 

Benefit Services, including: 

ADP Benefits Administration 
Services 

ADP Health Compliance 
Services 

ADP Learning Management 
System 

United States 2,800 $1.04  Per User Per 
Month 

$0  
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Description 
Region / 

Approved 
Countries 

Volume(s) 
Ongoing 

Fee(s) 
Frequency 

Implementation 
/ One-time 

Fees 

ADP Workforce Manager United States 2,800 $7.50  Per User Per 
Month 

$0  

Hourly Timekeeping - Includes 
Compliance on Demand 

2,600 $5.85  

Salaried Timekeeping - Includes 
Compliance on Demand 

200 $5.85  

Absence Management 2,800 $1.65  

Analytics 2,800 $0.00  

ADP Time & Attendance Services 
Time Clocks, including 9 with a 
QuickPunch Plus module 

United States 67 $170.54  Per Time Clock 
Per Month 

Included 

W2s United States 3,360 $2.50  Per W2 Per Year $0  

Talent Management Solutions-
Non Managed Talent 

United States Included Included   Included 

 

• For billing purposes, employees are counted when in (1) active status, (2) LOA status, and/or (3) 

terminated status if a pay or adjustment transaction occurred within the past 30 days.   For purpose 

of clarification and the avoidance of doubt, a single employee could be counted more than once in 

a billing cycle if that employee is associated with more than one payroll company code. 

• Fees are subject to a 2,500-employee minimum per month. 
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II.  Additional Services 

Subject to Section IV.J (Fee Adjustments), the fees for certain additional services are listed in the table 

below. These fees will be charged at the applicable rates as they occur.  These fees are also charged if the 

volumes in Section III (Assumptions) are exceeded. 

Category Item Volume(s) 

Volume 
Included in 

Ongoing 
Services 

Fees Notes 

PAYROLL / HR ADMINISTRATION 

ADP Wage 
Garnishment 
Services 

Garnishment 
Event Processing 

672  0.24 
garnishment 
events per 

EE per year 

$15.00 per 
addl 

garnishment 
event 

Garnishment events may include new 
orders, amendments, releases, 
notifications for leave of absence and 
termination, not on file, reoccurring 
answers, and final answers 

ADP 
Employment 
Tax Services 

State & Local 
Tax Jurisdictions 
Filed Monthly 

3  3 jurisdictions 
per month 

$10.00 per 
addl 

jurisdiction 
filing per 
month 

Assumes 2 State and 0 Local tax 
jurisdiction filings for all FEINs; each 
additional state or local jurisdiction filing 
will be subject to the additional fee 

Tax Jurisdiction 
Filings in 
"Applied For" 
Status 

0  0 filings $150.00 per 
filing 

Client must provide ADP with employer 
identification numbers ("EIN") for each tax 
jurisdiction.  Tax filings made to 
jurisdictions without an EIN will be filed 
under an "Applied For" status and are 
subject to the additional fee 

Tax Jurisdiction 
Registration 
Service 

0  0 
transactions 

$150.00 per 
transaction 

Registration in new tax jurisdictions where 
ADP can file taxes on Client's behalf 
 
Per Tax ID applied for 

Amendments 0  0 
amendments 

per month 

$250.00 per 
amendment 

Amendment of a previously filed tax 
return; an additional $2.50 per W-2C will 
be invoiced if required as part of the 
amendment 

ADP Wage 
Payment 
Services 

Wisely Payroll 
Card Issuance 

0  0 payroll 
cards issued 

Included   

Early Distribution 
of ADPChecks 

0  0 checks $35.00 per 
ADPCheck 

cashed 
early 

ADPChecks that payees have accessed 
funds before pay date will incur the 
additional fee for each day prior to pay 
day the funds were accessed 

Direct Mail 
Services 

0  0 Items First Class 
Postage 

plus $0.15 

Per item mailed 

Pays / 
Distribution 

Payment 
Transactions 

72,800  26 payments 
per EE per 

year 

$3.65 per 
addl 

transaction 
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Category Item Volume(s) 

Volume 
Included in 

Ongoing 
Services 

Fees Notes 

Split Wraps 0  0 split wraps 
annually 

$7.25 per 
addl split 

wrap 

A split wrap is a separation of a single 
company code's payroll reports / checks / 
vouchers into more than one package.  
The cost to deliver the packages is not 
included in fees 

Manual Payment 
Transactions 
(Manual Checks) 

182  0.065 manual 
pymts per EE 

per year 

$30.00 per 
addl manual 

pymt 

Additional manual payment transactions 
whether by check, pay card or other 
payment means are subject to the 
additional fee 

Unscheduled Off-
Cycle Payroll 
Run 

0  0 runs 
annually 

$1,500.00 
per addl run 

  

Adjustment or 
Stock Processing 
Run 

0  0 runs 
annually 

$500.00 per 
addl run 

  

Employee 
Data 
Maintenance 

Data Entry 0  0 data entry 
transactions 
per EE per 

year 

$6.00 per 
transaction 

Manual data entry and/or time card 
processing will be accepted on an 
exception-only basis (e.g., W-4 changes 
via the PSC).  Data entry may be subject 
to additional fees 

Client 
Practitioners 

Client Named 
Contacts 

4  4 named 
contacts 

$0.18 
PEPM per 

addl named 
contact 

Number of Client named contacts who 
may contact the ADP Tier 2 Payroll 
Administration team 

Reporting 
Services 

Year-End 
Statements (W-
2s / 1099s) 

3,360  1.2 year-end 
stmts per EE 

per year 

$4.50 per 
addl Year-

End 
statement 

Additional W-2s/1099s are subject to the 
additional fee 

W-2 Corrections 168  0.06 W-2's 
re-issued per 
EE per year 

$34.50 per 
W-2 

reissued per 
EE per year 

When requested by a Client employee or 
former employee 

PARTICIPANT SOLUTION CENTER SUPPORT  

Knowledge 
Base & 
Inquiry 
Management 
Tools 

Client 
Practitioners with 
Access to View 
Knowledge Base 
Content, Submit 
Inquiries, and 
View Inquiry 
Status 

4  4 licenses $125.00  Licenses in excess of the included volume 
may be subject to the additional fee as 
specified in the “Fees” column.  For the 
avoidance of doubt, no additional fees will 
be payable by Client for any licenses 
required by ADP personnel for ADP’s 
performance of the Services.  

ADP TIME & ATTENDANCE SERVICES 

Employee 
Timecard 
Maintenance 

Timecard 
Historical Edits 

700  0.250 
historical 

edits per EE 
per year 

$15.00 per 
addl 

historical 
edit 
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Category Item Volume(s) 

Volume 
Included in 

Ongoing 
Services 

Fees Notes 

ADP UNEMPLOYMENT CLAIMS SERVICES 

Claims & 
Hearings 

Unemployment 
Claims 

280  0.1 claims 
per EE per 

year 

$40.00 per 
addl claim 

A claim is a notice generated by a state as 
a result of an individual filing for 
unemployment insurance benefits. These 
claim notices are generated for each state 
unemployment tax ID number under which 
an employee had worked and earned 
wages.  States often issue multiple claim 
notices per individual as identified by a 
Social Security Number during the benefit 
eligibility period upon receiving a request 
for unemployment benefits and all such 
claim notices require review and 
processing by ADP (e.g., including but not 
limited to, last employer claims, base 
period employer claims, periodic 
qualification claims, additional benefit 
claims, renewed claims and extended 
benefit claims).  The claim cap amount 
provided is based on all claim notices 
received and processed by ADP from the 
state(s) as a result of an individual filing 
for unemployment benefits.  ADP reports 
the number of claims for billing purposes 
as 'claims processed' through an on-line 
reporting tool which can be accessed by 
Client authorized users. 

Optional Third 
Party Hearing 
Representation 
in Attorney 
States 

0  0 hearings 
per EE per 

year 

$150.00 per 
hearing 

Attorney states are currently DE, MO, NC, 
SC, SD, and WV. 
Optional service available through non-
ADP affiliated attorneys.  Attorneys will be 
retained by ADP for limited purpose of 
representing Client at the hearing.  No 
referral fee applies.  No attorney-client 
relationship exists or will be formed 
between ADP and Client. 

ADP ELECTRONIC I-9 SERVICES 

Volumes Manual I-9 
Transactions 

0  0 forms $7.50 per 
form 

- Per manual or paper I-9 form reviewed 
(re-reviews of forms are counted as a new 
review) in connection with new hires 
outside of the electronic I-9 process as of 
the Effective Date 

Import of 
Electronic I-9 
Data and Images 

0  0 forms $5.50 per 
form 

  

Federal I-9 
Retro/Conversion 
Forms 
Processing 

0  0 forms $7.50 per 
form 

- Completed Section 1; Section 2 (scan, 
verify, report and store paper I-9s 
electronically (per employee)) 
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Category Item Volume(s) 

Volume 
Included in 

Ongoing 
Services 

Fees Notes 

I-9 and Federal 
Retro/Conversion 
Section 3 Forms 
Processing  

0  0 forms $1.00 per 
form 

- Name change, re-hire or updating 
expired documents 

I-9 and Federal 
Retro/Conversion 
Documentation 
Fee 

0  0 forms $1.00 per 
page 

 - Attachments over 2 charged at $1.00 
per page per page 

ADP RECRUITING MANAGEMENT SERVICES 

System 
Configuration 

Primary Discrete 
Applicant 
Workflows 

4  4 primary 
discrete 

applicant 
workflows 

$3,000.00 
per addl 
primary 
discrete 

applicant 
workflow 
per year 

Basic workflows included.  If various 
countries or complex workflows required, 
check with your service representative for 
project scoping. 
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III.  Assumptions 

The fees in this Appendix are based on the assumptions below and in Section IV (Financial Terms) of this 

Appendix.  If Client’s actual requirements vary from what is stated, the parties will negotiate in good faith to 

adjust the fees based on those variances.  Additional fees may apply to any customizations to any Service 

agreed to by the parties. 

Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

IMPLEMENTATION DATA CONVERSION 

Data Conversion Payroll/HR Data 
Conversion Sources 

1 source 1 source ADP will complete 
conversion of employee 
level indicative data and 
QTD and YTD 
accumulator balances 
provided by Client for 
each testing cycle and 
for final conversion.  
Client will be responsible 
for data integrity and will 
perform data cleansing 
prior to each conversion 

Wage Garnishments 
Data Conversion 

1 electronic file 
and hard copy 
documentation 

for actively 
deducting wage 
garnishments 

1 electronic file and 
hard copy 

documentation for 
actively deducting 

wage garnishments 

$3.75 per non actively 
deducting hard copy 
document. 
Client will provide an 
electronic file to ADP 
containing all actively 
deducting wage 
garnishment information 
with hard copies of the 
corresponding original 
garnishment orders; any 
hard copy documents for 
non-actively deducting 
wage garnishments will 
be charged at $3.75 per 
document 

Employment Verification 
Services History 
Conversion 

2 years 2 years   
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Recruiting Management 
Services– Data 
Migration (Open 
Requisitions and 
Candidate Records) 

Not Included Not Included $10,000 per conversion 
source 
> One-time load of open 
requisitions and 
candidate records stored 
in Client legacy system 
at time of go-live utilizing 
ADP standard file format 
> ADP does not support 
migration of filled or 
historical requisitions 
> In order for jobseekers 
to login and update 
profiles, each record 
must include jobseeker 
user name and password 
> Historical activity is not 
linked to requisitions or 
jobseekers; however, a 
notes field may be 
included as part of 
requisition/jobseeker 
record to capture 
historical activity 
> Migration of Word, 
PDF, or other non-text 
resumes is not supported 

ADP Benefits 
Administration Services 
Conversion Sources 

1 source 1 source $10,500 per addl 
conversion source 

IMPLEMENTATION TESTING 

Testing Conversion Files 2 files: 1 
indicative and 1 

payroll data 

2 files: 1 indicative 
and 1 payroll data 

ADP will perform 
conversion tests for unit 
testing and payroll 
volume testing before the 
final live data conversion. 
Client will cleanse data 
for each conversion, if 
required 

Data Entry during 
Maintenance Period 

0 transactions 0 transactions $6.00 per transaction 

REPORTING 

Reporting General Ledger Chart of 
Accounts 

1 GL chart of 
account 

1 GL chart of account   

EMPLOYMENT VERIFICATION SERVICES SYSTEM CONFIGURATION 

Employment 
Verification Services 
System Configuration 

Employee Job Title Not Included Not Included Employee job titles will 
be displayed as 
'Associate' to requestor 

Wage Detail Not Included Not Included Wages / earnings will 
include the total wages 
and pay date 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

ADP BENEFITS ADMINISTRATION SERVICES SYSTEM CONFIGURATION 

ADP Benefits 
Administration 
Services System 
Configuration 

Health Plan Options  10  10 plan options Health plans include 
medical, dental, vision, 
prescription and do not 
include welfare or flexible 
spending accounts 
In the event Client (or 
Client vendor) requires 
employees to sign an 
arbitration agreement in 
order to obtain benefits 
coverage, Client (or 
Client vendor) is 
responsible for such 
administration 

Unique Pay Schedules / 
Calendars 

4  4 schedules / 
calendars 

  

Annual Open Enrollment 
Periods 

1  1 OE period(s)   

Centralized 
Administration 

Included Included Client decision making 
and processing rules 
governed by single 
centralized group 

Additional Rate 
Structures per Benefit 
Option within an 
Eligibility Group 

0  0 addl rate structures 
per benefit option 
within an eligibility 

group 

  

Manage Haste 
Enrollments 

Included Included   

Supplemental Benefits 
powered by Corestream 

Not Included Not Included Service to access 
additional voluntary 
carriers 

Premium Payment 
Services 

Included Included   

Affordable Care Act 
(ACA) Output File 

Not Included- Not Included- files ADP will provide Client 
with an output file in 
standard ADP format for 
reporting of benefits data 
elements required for 
annual filing. 

ADP Private Exchange 
for Benefit Eligible 
Employees 

Not Included Not Included   

External Health 
Insurance Enrollment 
Service 

Not Included Not Included   
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Work / Life Events 33  33 work / life event 
types 

Available work / life event 
types are: 
• New hire 
• Newly eligible 
• Rehire with benefit 
reinstatement 
• Rehire without benefit 
reinstatement 
• Address change 
• Leave of absence 
• Return from leave of 
absence 
• Salary change 
• Termination 
• Retirement 
• Death of employee 
• Pay frequency change 
• Reduction of hours – no 
longer benefit eligible 
• Full time to part 
time/part time to full time 
• Newly benefits eligible 
(ACA) 
• Dependent age out 
• Annual enrollment 
• Turning 65 / newly 
Medicare eligible 
• Age banded events 
(i.e., life insurance 
crossing 5 year age 
band) 
• Marriage or civil union 
• Divorce or annulment 
• Birth or adoption of 
dependent 
• Add a domestic partner 
(DP) 
• Dissolution of domestic 
partnership 
• Death of spouse / DP 
• Death of child / DP’s 
child 
• Spouse becomes 
benefit eligible  
• Spouse becomes 
benefit ineligible 
• Dependent child 
becomes benefit eligible 
• Dependent child 
becomes benefit 
ineligible 
• Loss of coverage 
elsewhere, gain of 
coverage elsewhere 
• Spouse's open 
enrollment 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Dependents 4  4 dependent types Available dependent 
types are: 
• Spouse 
• Child 
• Domestic partner 
• Child of domestic 
partner 

Company Couple Rules Not Included Not Included Standard functionality for 
couples who both work 
for Client ensures 
dependents are not 
covered twice (e.g., an 
employee with 
supplemental life 
insurance cannot also be 
covered by the other 
employee electing 
spouse life insurance) 

Medicare Data 
Maintenance 

Not Included Not Included   

Voluntary Benefits 

Voluntary Benefits Not Included- Not Included- 
voluntary benefit files 

Standard ADP format; up 
to 3 benefit options from 
single data source 

Wellness Credits Not Included- Not Included- 
wellness credit files 

Standard ADP format; up 
to 3 benefit options from 
single data source 

Bi-directional Real-time 
Enrollment Link with 
UNUM 

Not Included Not Included   

Single Sign-on to 
Benefits Vendors 

Not Included Not Included   

Coverage Tiers 5  5 coverage tiers Coverage tiers are 
defined as EE only, EE + 
One, EE + Family, etc. 

ADP TALENT MANAGEMENT SOLUTIONS SYSTEM CONFIGURATION 

ADP Talent 
Management 
Solutions System 
Configuration 

Talent Management 
Module Initial 
Configuration 

N/A N/A  - Configuration of all in-
scope Talent modules 
must be completed as 
part of a single 
implementation project. 

Performance Plan 2  Included  - Performance 
Management will be 
configured to support up 
to 2 Performance Plans 

Compensation Plans 5  Included  - Compensation 
Management will be 
configured to support up 
to 5 Compensation Plans 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Compensation Awards 5  Included  - Compensation 
Management will be 
configured to support up 
to 5 Base Pay Awards 
per Compensation Plan 

Compensation Bonus 
Awards 

2  Included  - Compensation 
Management will be 
configured to support up 
to 2 Bonus Awards per 
Compensation Plan 

Compensation Stock 
Awards 

2  Included  - Compensation 
Management will be 
configured to support up 
to 2 Stock Awards per 
Compensation Plan 

Compensation Groups 25  Included  - Compensation 
Management will be 
configured to support up 
to 25 groups for each 
pay element within a 
Compensation Plan 

Succession Plans 1  Included  - Succession 
Management will be 
configured to support up 
to 1 Succession Plan 

Learning Management 
System 

1  Included  - Learning Management 
will be configured to 
support up to 1 Learning 
System 

ADP DATACLOUD 

Components Core Analytics Included Included Includes metrics 
dashboards, embedded 
metrics, mobile analytics 
and practitioner manager 
level access  

PAYROLL / HR ADMINISTRATION 

Populations Pay Frequencies 1  1  Provide payroll 
processing for 2,800 
Employees ("EEs") 

EEs Bi-Weekly 2,800  2,800    

Turnover 15% 0.15 PEPY   

Collective Bargaining 
Agreements ("CBAs") 

0  0 CBAs   

Company Codes / Pay 
Groups 

1  1 Co Codes   

ADP Wage 
Garnishment 
Services 

ADP Wage Garnishment 
Payments 
(Withholdings) 

7,280  2.6 payments per EE 
per year 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

ADP Employment 
Tax Services 

ADP Employment Tax 
Services 

1  1 FEIN   

ADP Wage Payment 
Services 

Wisely Payroll Card 
Issuance 

Included Included   

Pays / Distribution Scheduled Pay Cycles 26  26 pay cycles 
annually 

Client must submit all 
variable payroll data 
inputs by 9am ET four 
business days prior to 
pay date 

Reporting Services New Hire Reporting Included Included   

Reporting Service 100  100 hours annually Number of hours of 
assistance in developing 
and/or modifying ad hoc 
reports in ADP provided 
reporting tool. ADP 
support exceeding 100 
hours per calendar year 
(prorated for clients with 
a mid-year Go-live date) 
may be subject to 
Change Control 

Document 
Maintenance 

Enterprise HR 
Document Cloud 

Included Included   

PARTICIPANT SOLUTION CENTER SUPPORT  

Service Day Hours in a Service Day 12-hour service 
day 

12-hour service day Client may choose a 
window between 8:00 
AM and 8:00 PM Eastern 
Time excluding ADP 
Holidays (New Year’s 
Day, Memorial Day, 
Juneteenth, Fourth of 
July, Labor Day, 
Thanksgiving Day, and 
Christmas Day) 

Contacts Payroll/HR and Time 
and Attendance 
Contacts PEPY 

2.3 2.3 contacts per EE 
per year 

  

Benefit Services 
Contacts PEPY 

2.0 2 contacts per EE per 
year 

  

Recruiting Management 
Services Contacts 
PEPY 

0.2 0.2 contacts per EE 
per year 

  

Talent Management 
Services Contacts 
PEPY 

1.1 1.1 contacts per EE 
per year 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

ADP TIME & ATTENDANCE SERVICES 

Populations ADP Workforce 
Manager -  

      

Hourly Timekeeping 2,600  2,600 users per 
month 

Includes Compliance on 
Demand 

Salaried Timekeeping 200  200 users per month Includes Compliance on 
Demand 

Absence Management 2,800  2,800 users per 
month 

  

Analytics 2,800  2,800 users per 
month 

  

Timeclock Users 0  0 users per month   

ADP UNEMPLOYMENT CLAIMS SERVICES 

Claims & Hearings Protested 
Unemployment Claims 

118  0.0421 protested 
claims per EE per 

year 

  

EMPLOYMENT VERIFICATION SERVICES - COMPREHENSIVE 

Verifications Non-Public Sector 
Requests 

Included Included Non-Public Sector 
requests are paid for by 
the requestor; examples 
of non-public sector 
requestors include 
mortgage lenders, 
property managers, and 
pre-employment firms 

Public Sector Requests Included Included Employment and wage 
verifications by public 
sector requestors is 
included; examples of 
public sector requestors 
include Immigration 
Services, Workers 
Compensation, and 
Social Services 

RECRUITING MANAGEMENT SERVICES -  

Population Employees Supported 2,800  2,800 EEs   

System Configuration Mobile Text Service Included Included Text Messaging Included 

Third Party Hiring 
Process Integrations 

Included Included Background Screening, 
drug testing, 
fingerprinting, 
assessment integrations 
available via standard 
API at no charge.    

Client Practitioners Client Named Contacts 3  3 named contacts  - Includes up to 3 Client 
Named Contacts who 
may contact the ADP 
Support Team 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

ADP BENEFITS ADMINISTRATION SERVICES 

Populations Benefit Eligible 
Employees  

2,800  2,800 benefit eligible 
EEs 

 

Benefit Eligible Retirees 864 864 benefit eligible 
retirees  

 

Benefit Eligibility Groups 15  15 benefit eligibility 
groups 

4 of the benefit eligible 
groups are specific to 
retirees 

Turnover 15% 15%   

Data Exports Healthcare Vendor 
Exports in HIPAA 
Compliant 834/5010A 
Format 

8  8 HIPAA 834 exports   

Custom Exports 0  0 custom exports Files in mutually agreed 
format 
DSOREVIEW:  List 
vendor and benefit area 
for each custom export 

Data Imports Census/Indicative Data 
Load 

1  1 per week  - Demographic Census 
Data 

Communication Forms Stored in Library  50  50 forms Forms in the document 
library will be displayed 
based on the individual 
employee's eligibility 
group 

Ongoing Enrollment Kit Not Included Not Included   

Annual Enrollment 
Confirmation Kits 

Not Included Not Included   

Dependent Age Out 
Letter - Verification Kit 

Not Included Not Included   

Client Practitioners Client Named Contacts Unlimited Unlimited named 
contacts 

 - All reporting, including 
census errors, payroll 
deduction file reports, 
and additional standard 
reports are offered for a 
single location 
 - Additional sorting or 
reporting breakouts are a 
client responsibility 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Other Participant Services 
Center Overages 

Unlimited Unlimited named 
contacts 

 - Average eligible count 
to be recorded on first of 
each month and divided 
by total calls at end of 
year. 
 - Direct telecom fees to 
be billed based on ADP’s 
standard rates.  
 - Native Language 
Contact Center - 
available by third party 
vendor.  
 - Language Line support 
is billed as pass through 
expense. 

ADP HEALTH COMPLIANCE SERVICES 

Populations Benefit Eligible 
Employees 

2,800  100.0% of EEs   

Benefit Eligible Turnover 
Rate 

15% 15%   

Number of Variable or 
Part-Time Employees 

0  0% of EEs   

Number of Low Income 
Employees 

0  0% of EEs A "Low Income 
Employee" earns 250% 
of the Federal poverty 
level 

H&W 
Integration/Interface for 
ACA 

 Included  Included ADP will integrate data 
between the ADP Health 
and Welfare and ADP 
Health Compliance 
systems. 

ADP TALENT MANAGEMENT SOLUTIONS 

Populations Performance 
Management  

2,800  1 user per EE per 
month 

Performance 
Management includes 
the following:  
  - Performance 
Consultation and 
Administrator Training  
  - QA Support  
  - 1 Cycle of UAT 

Compensation 
Management 

2,800  1 user per EE per 
month 

Compensation 
Management includes 
the following:  
  - QA Support  
  - 1 Cycle of UAT 

Succession 
Management 

2,800  1 user per EE per 
month 

 - Assumes 2,800 
supported employees 

Partner Integration ADP Learning 
Management System 

2,800  2,800 users per 
month 

 - Assumes 2,800 
supported employees 
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Category Item 
Estimated 

Volume 
Volume for Ongoing 

Services Fees 
Notes 

Client Practitioners Client Named Contacts 5  Included  - Includes up to 5 Client 
Named Contacts who 
may contact the ADP 
Support Team 
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IV.  Financial Terms 

A. Initial Term:  The Initial Term will expire on the fifth anniversary of the Go-Live Date. 

B. Client Group and Approved Countries:  The Client Group includes the following entities: 

Client and its Affiliates (if any) in the United States, and any Affiliates (if applicable) as may be agreed 
to by the parties. 

C. Implementation:  The following fees (“Implementation Fees”) are due and payable by Client as 
follows: 

1) Implementation Fees are due and payable by Client in five equal monthly installments 

commencing the month in which the Implementation Services start.  The Implementation Fees 

assume a duration of up to eight consecutive months from the Implementation Services start 

date until the Go-Live Date. 

D. Invoicing:  

1) Except to the extent otherwise stated below, Client will pay all invoices via direct debit of funds 
within 45 days of the invoice date.   All amounts not paid when due are subject to a late payment 
charge of 1.5% per month or 18% per annum (not to exceed the maximum allowed by applicable 
law) of the past due amount from the due date until the date paid.   

2) The ongoing Services fees billed on a monthly basis shall commence effective on the first day 
of the month in which the Services are made available to Client.   

E. Currency:  All fees in this Appendix are shown in USD and Client shall make payments for the 
Services in USD.  

F. Taxes: Unless Client provides ADP a valid tax exemption or direct pay certificate, Client will pay 
directly, or will pay to ADP, an amount equal to all applicable taxes or similar fees levied or based on 
the Agreement or the Services, exclusive of taxes based on ADP's net income.   

G. Cost Reimbursement Fee:  In order for ADP to recoup certain costs associated with the Services 
provided under the Agreement in the event of an early termination by Client, if Client terminates 
Services or the Agreement in whole or in part for convenience pursuant to Section 12.2(ii) of the 
Global Master Terms and Conditions, Client will: 

• If termination occurs prior to the Go-Live Date for the applicable Services: 

− pay ADP for the Implementation Services performed prior to termination at ADP’s labor 

rates in this Appendix or, if the rates for a particular Service are not set forth in this 

Appendix, at ADP’s prevailing labor rates (and not at the set implementation price set 
forth in the “Financial Detail” table), and 

− reimburse ADP for any license fees or other costs incurred by ADP in connection with 
the Implementation Services 

• If termination occurs after the Go-Live Date for the applicable Services, reimburse ADP for its 
costs (including unamortized investments and any costs incurred that have not been recovered 
from fees charged) associated with the termination of the Services as set forth in the chart below, 
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which provides the unrecovered costs as a percentage of the estimated aggregate ongoing fees 
for Services determined as of the Effective Date during each “year” of the Agreement: 

  
Year 1 Year 2 Year 3 Year 4 Year 5 

Percentage of Initial 
Estimated Client Billing 
Fees as of the Effective 
Date  

40% 32% 24% 16% 8% 

 

In the event new Services are added, the Cost Reimbursement Fee is subject to change. 

 

H. Postage, Shipping, Travel and other Out-of-Pocket Expenses:  ADP will invoice Client for 
postage charges, delivery charges, other third party charges incurred on behalf of Client, and 
reasonable travel and out-of-pocket expenses.  
 

I. Funding Requirements and Disbursement Disclosure:   

 
a) For ADP Employment Tax Services, Client will provide: 

 

Tax Liability Impounding Schedule  

• What: All Federal, state and local withholding, Social Security/Medicare (FICA) 

employee withholding and employer contribution, and FUTA and SUI contributions 

• Method: Reverse wire to ADP 

• Timing: By 6:00 a.m. Pacific time on the Business Day immediately before the 

associated payroll check date   

 

b) For ADP Wage Payment Services, Client will provide: 

 

Net Pay Impounding Schedule 

A. What: All net pay funding (other than for Payroll Cards) 

• Method: Reverse wire to ADP  

• Timing: By 6:00 a.m. Pacific time on the date that is two Business Days prior to 

associated payroll check date 

 

B. What: Net pay funding for Payroll Cards  

• Method: Issuing Bank establishes method of delivery 

• Timing: Issuing Bank establishes the deadline 

 

c) For ADP Wage Garnishment Services and Fees, Client will provide:  

 

Funding 

• What: Wage garnishment information, deductions and liabilities 

• Method: Reverse wire to ADP 

• Timing: By 6:00 a.m. Pacific time on the date that is one Business Day prior to the associated 

payroll check date 

 

J. Fee Adjustments: 
 

1) The fees set forth in this Appendix will remain fixed for one year following the date of the first 

invoice issued for the ongoing Services provided in this Agreement.  During the remainder of 

the Initial Term, ADP will increase fees on an annual basis based on the Consumer Price Index 
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(CPI) as published by the United States Bureau of Labor Statistics plus 2%. After the Initial 

Term, ADP will modify the fees on an annual basis upon 30 days’ prior written notice to Client. 

 

K. Change Control: 
 

1) Change Control Policy. ADP will manage changes to the scope of Services (including 

Implementation Services) (each a “Change Control Item”) via its change control process.  The 

parties will agree to any Change Control Items and associated fees (if any); provided, however, 

ADP will make any Change Control Items required (i) by Applicable Law or (ii) to extend 

Implementation Services (each of (i) and (ii) a “Required Change Control Item”). However, 

Client and ADP must agree upon any fee for a Required Change Control Item, such agreement 

not to be unreasonably withheld.   

 

2) Change Control Procedures.  Before starting work on a Change Control Item, ADP will deliver 

to Client a notice (a “Change Control Notice”) providing: (i) the details of the Change Control 

Item, (ii) the impact of the Change Control Item may have on the Services, including any change 

to completion dates, (iii) estimates of the time, materials, and aggregate costs for the Change 

Control Item, and (iv) whether the Change Control Item is a Required Change Control Item.  If 

the change is a Required Change Control Item, ADP will promptly start work on the Required 

Change Control Item.  For any normal Change Control Items, Client must approve or reject the 

Change Control Item within five Business Days of receipt of the Change Control Notice, and a 

lack of response will be treated as a rejection.  If Client rejects a Change Control Item, ADP may 

continue performing the Services without implementing the Change Control Item or it may 

dispute the rejection. 

 

3) Change Control Dispute Resolution.  If either party disputes that an event, requirement, 

measure, or deliverable is subject to the change control procedures, ADP and Client will make 

a good faith effort to resolve the dispute within five Business Days of the occurrence of the 

dispute.  If the dispute still exists, ADP will summarize the dispute in writing and escalate it to 

an ADP senior executive and a Client senior executive, in each case, not directly involved in the 

project/or day to day service operation subject to the dispute.  The executives will make a good 

faith attempt to resolve the dispute within five Business Days of the escalation.  If the dispute 

still exists after the escalation, either party may elect to resolve the dispute via non-binding 

mediation as soon as practicable by a third-party mediator knowledgeable in the business 

process outsourcing services industry and reasonably acceptable to both ADP and Client.  The 

cost of the mediation will be shared equally by ADP and Client. 

 

4) The standard hourly rate for a Change Control Item is $200.00; provided, however, that ADP 

may increase that rate as follows:   

 
(a) By 50% for Change Control Items requested by Client after October 1st which ADP agrees 

to deliver by January 31st; 

 

(b) By 25% if, after receiving a Change Control Notice, the Client requests an expedited 

timeframe for completion of the Change Control Item.  

 

5) Maintenance Fees for System Modifications:  Client may request modifications to the ADP 

system and will pay all costs related to development of those system modifications, plus an 

annual system technology maintenance fee equal to 18% of the total one-time fee for a Change 

Control Item for system modifications made after implementation. 
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V.  Service Specific Financial Terms 

A. Interface Matrix 
 

ADP will create the custom interfaces and reports listed in the matrix below.  In addition to the custom reports in the matrix, ADP will also make 

available to Client any standard reports then available through the ADP Application Programs. 

 

No. 
Interface / Report 

Name 
Product 
Channel 

Type 
Source 
System 

Destination 
System 

Freq 

Specific 
Timing 

(if 
applicable) 

Assumptions 

1 Manual Check 
Positive Pay File 

PR/HR Outbound Enterprise 
HR 

Client Bank Daily   • Listing of manual checks to provide positive pay information to 
Client's bank 
• Design, programming, and testing for one bank is assumed 

2 401k Eligibility 
Outbound 

PR/HR Outbound Enterprise 
HR 

TBD TBD   • An outbound interface program will be provided to create a 
changes-only file containing employee demographic data 
• The program will select demographic and payroll data from 
effective dated tables as of the current system run date; future 
dated records will not be considered 

3 401k Elections 
Inbound 

PR/HR Inbound TBD Enterprise 
HR 

TBD   • An inbound interface program will be provided to accept a 
changes-only file (single file) to maintain employee 401k 
deductions; the inbound file will contain employee deferral (before-
tax, after-tax, catch-up) and loan election data (including starts, 
stops, and changes) 
• The inbound data will not require logic to determine 401k and 
loan eligibility or store multiple loan numbers 

4 401k Contributions 
Outbound 

PR/HR Outbound Enterprise 
HR 

TBD TBD   • An outbound interface program will be provided to create a 
changes-only file containing employee demographic data including 
personal, address, demographic, work information, status and 
year-to-date contributions 
• The program will select demographic and payroll data from 
effective dated tables as of the current system run date; future 
dated effective dates will not be considered 
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No. 
Interface / Report 

Name 
Product 
Channel 

Type 
Source 
System 

Destination 
System 

Freq 

Specific 
Timing 

(if 
applicable) 

Assumptions 

5 Miscellaneous 
Deduction Data 
Inbound 

PR/HR EPIP Client Enterprise 
HR 

EPR   • Inbound file will contain employee deduction data to execute 
payroll 
• Assumes 1 file submission 
• File will be in comma separated value (CSV) format in ADP 
specified layout 
• Client to deliver EPIP files to ADP's secure FTP site 

6 Miscellaneous Pay 
Data Inbound 

PR/HR EPIP Client Enterprise 
HR 

EPR   • Inbound file will contain employee pay data to execute payroll 
• Assumes 1 file submission 
• File will be in comma separated value (CSV) format in ADP 
specified layout 
• Client to deliver EPIP files to ADP's secure FTP site 

7 Miscellaneous 
Adjustment Pay 
Data Inbound 

PR/HR EPIP Client Enterprise 
HR 

EPR   • Inbound file will contain employee pay data to execute payroll 
• Assumes 1 file submission; each file submission can only contain 
one pay group 
• File will be in comma separated value (CSV) format in ADP 
specified layout 
• Client to deliver EPIP files to ADP's secure FTP site 

8 ADPR Report 
Pack (for 
development of 
Client-specific ad 
hoc reports during 
implementation) 

PR/HR Report Enterprise 
HR 

Client On 
Demand 

  • Allocation of 100 hours for ADP to create custom reports in 
ADPReporting ("ADPR") based on Client requirements 
• The complexity of report usually requires 5 or more tables, has 2 
or more custom joins, up to 60 fields, more than 5 derived fields, 
and more than 2 advanced derived fields or groupings 
• This is a full file; ADPR cannot identify data changes 
• Report will not perform more than one select or complex 
calculations; have fewer than 100 fields and fewer than 40,000 
records selected (to avoid performance issues) 
• Report output can be in HTML, Excel, comma delimited (CSV), 
PDF, plain text, or XML 
• Report can use client entered prompt values and can sort the 
data in a specific order, if desired 
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No. 
Interface / Report 

Name 
Product 
Channel 

Type 
Source 
System 

Destination 
System 

Freq 

Specific 
Timing 

(if 
applicable) 

Assumptions 

9 Active Directory 
Outbound 

PR/HR Outbound Enterprise 
HR 

Client Daily   • An outbound interface program will be provided to send a 
changes-only file (single-file) containing employee demographic 
data selected from up to 200 fields in the personal data, job, and 
employment tables in the ADP Enterprise system 
• The outbound file will be a fixed length or delimited format and 
will contain a header record, one or more detail records, and a 
trailer record 
• Change processing will be applied to a subset of no more than 
50 field of the up to 200 total fields selected 
• The output file will not include financial data (contributions or loan 
repayments) 
• The program will not require complex calculations to arrive at 
values for the outbound file 
• Data selected from effective dated tables will include the current 
row only; history rows will not be selected 
• The program will select data from effective dated tables as of the 
current system run date; future dated effective dates will not be 
considered 

10 Manual Payments 
via Direct Deposit 

PR/HR Outbound Enterprise 
HR 

Client Bank Daily   • An outbound file will be provided to send employee payments to 
Client's bank to facilitate manual payments via direct deposit 

11 COBRA Term 
Outbound 

PR/HR Outbound Enterprise 
HR 

TBD TBD   • An outbound file will be provided that contains basic employee 
demographic data and actual deductions taken 

12 Supplemental and 
Certification PDE 
(RCPSCPDE) 

PR/HR Process Enterprise 
HR 

Enterprise 
HR 

EPR   Augusta-Richmond County is requesting a custom interface 
(RCPSCPDE) that would process employees from the custom 
Filled/Unfilled table containing earnings and create Pay Data Entry 
Transaction to be included in the next payroll.   

13 Filled/Unfilled 
Report 
(RCRFLLUN) 

PR/HR Report Enterprise 
HR 

Enterprise 
HR 

On 
Demand 

  Augusta-Richmond County is requesting a custom interface 
(RCRFLLUN) to generate a report that will include filled and 
unfilled positions. The end user would have the ability to run the 
report for one payroll department or hr department or a range of 
departments 
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No. 
Interface / Report 

Name 
Product 
Channel 

Type 
Source 
System 

Destination 
System 

Freq 

Specific 
Timing 

(if 
applicable) 

Assumptions 

14 Salaries and 
Employer 
Contributions 
(RCRSALRY) 

PR/HR Report Enterprise 
HR 

Enterprise 
HR 

    Augusta-Richmond County is requesting a custom interface 
(RCRSALRY) to generate a report that will include salaries and 
employer contributions for the current year. The end user would 
have the ability to run the report for one payroll department or hr 
department or a range of departments. 
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This Service Definition documents the Services to be provided and each party’s responsibilities related to the delivery and receipt of the Services.  The responsibilities are identified as those of ADP, 

Client, or a third party acting on behalf of Client.  In regard to Client responsibilities, the Client retained team is primarily responsible for supporting ongoing processes, man aging Client third-party 

vendors, conducting strategic planning, developing and maintaining Client policies, and assisting ADP in resolving issues escalated by ADP service personnel, such as issues that require Client policy 

interpretation and/or previous Client history unknown to ADP.  Note that the term “practitioner” refers to administrative acc ess to ADP tools for use by ADP associates on behalf of Client, the Client 

retained team, and Client HR administrators.  “Practitioner” specifically does not refer to general access for Client employees or Client managers.  In addition, all Services will be provided in accordance 

with standard ADP processes and methodologies. 

Overview:  Comprehensive Outsourcing Services Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

A.1.  Overview     

A.1.1.  Provide systems and services to Client as further set forth in this Service Definition X    

A.1.2.  Retain a team and other needed resources to address Client’s strategic issues and other items specifically 

highlighted as Client responsibilities within this matrix, as well as any other items outside the scope of this 

matrix 

 X   

A.2.  Account Governance and Escalation     

A.2.1.  Establish and support team members with responsibilities defined in this Section to maintain ongoing 

working relationship between ADP and Client 

X X   

A.2.2.  ADP Governance Team     

A.2.2.1.  Manage ADP-Client overall relationship from ADP’s perspective and oversee delivery of Services, as 

follows: 

• Monitor compliance with service levels and other contractual commitments related to the Services  

• Identify and facilitate prompt resolution of service delivery issues 

• Act as primary point of contact for Client 

• Prepare and deliver quarterly executive performance report which includes a summary of ADP 

performance against its obligations  

• Make training recommendations to Client 

• Act as point of escalation for ADP service areas, as needed; escalate issues not otherwise resolved that 

will impact ADP-Client relationship or will prevent ADP from delivering services in accordance with 

mutually agreed escalation path 

• Work with Client to establish, manage, and meet commitments, requirements, and expectations of both 

Client and ADP 

• Work with Client executives to align delivery of ADP services with strategic needs of Client, including 

informing Client of new ADP capabilities and developments by and within ADP organization 

• Manage change control and ongoing issues logs and status reporting; facilitate regular meetings with 

Client to review status of these items 

X    
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A.2.3.  Client Governance     

A.2.3.1.  Manage ADP-Client relationship from Client’s perspective and oversee Client deliverables related to 

Services, as follows: 

• Monitor Client compliance with contractual commitments related to the Services  

• Provide day-to-day support to ADP, including identifying and facilitating prompt resolution of service 

delivery issues related to Client deliverables and assisting ADP in resolving other issues as necessary  

• Escalate issues not otherwise resolved that will impact ADP/Client relationship or will prevent ADP from 

delivering services in accordance with mutually agreed escalation path 

• Work with ADP to establish, manage, and meet commitments, requirements, and expectations of both 

Client and ADP  

• Work to align delivery of ADP services with strategic needs of Client, including informing ADP of Client 

corporate developments that may impact the Services  

• Respond and assist in resolution of items identified in ongoing issues log and status reporting 

 X   

A.3.  Tier 0:  Self Service     

A.3.1.  Host and maintain ADP Application Program; provide application access and functionality related to the 

Services 

X   NOTE:  ADP will enable Client 

employees and managers federated 

single sign-on access to ADP 

Application Program after logging on 

to Client’s portal 

A.3.2.  Communicate to Client employees and managers how to access and use ADP Application Program, 

including Knowledge Base and Inquiry Self Service, as primary point of service for self-administering 

and/or inquiries regarding the Services based on standard materials provided by ADP 

 X   

A.3.3.  Online Content Management     

A.3.3.1.  Provide Client ability to post Client Content where available to ADP Application Program X    

A.3.3.2.  Post Client Content to ADP Application Program C  X   
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A.3.4.  Knowledge Base Self Service     

A.3.4.1.  Provide access to Client Knowledge Base for employees and practitioners to search Client policy, 
procedure, and forms information specific to individual employee role and division/location within Client 

organization 

X   NOTES: 

• Employees will view only content 
relevant to their employee group 

which will be jointly determined by 

Client and ADP during Knowledge 
Base analysis using pre-defined, 

standard HRMS data elements 

• If Client third party administrator is 

involved, additional analysis will 
be required and additional 

charges may apply 

A.3.4.2.  Request corrections to Client Knowledge Base in the event an inaccuracy is noted  X  NOTE:  Client will provide a single 

point of contact for all Knowledge 

Base content review and approval, 

and that contact will manage Client 

internal review and approval 

process 

A.3.4.3.  Update Client Knowledge Base as requested per previous section; respond to Client employee and 

practitioner requests for assistance as defined in “Tier 1: Inquiry Management” section below 

X    

A.3.5.  Inquiry Self Service     

A.3.5.1.  Enable Client employees and practitioners to submit, view, modify, and track status of applicable inquiries X    

A.3.6.  Configuration Modifications     

A.3.6.1.  Make any ongoing changes to Client-configured content of self service application  X   

A.3.6.2.  Provide tool to enable Client to modify specific self service application configurations and functionality 

(e.g., instructional text, site branding, event workflow, business rules, approval paths, and workgroup 

maintenance) 

X    

A.3.6.3.  Maintain self service role-based profiles, content, and instructions regarding transactions; modify workflow 

definitions as needed, including e-mail notifications 
 X  NOTE:  Profiles are limited to 

components being utilized 
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A.4.  Mobile Solutions     

A.4.1.  Provide encrypted mobile self service access to HR and payroll-related data to enable Client employees 

to: 

• Login and establish secured, authenticated application sessions 

• View pay statements (up to rolling 3 years), including the ability to toggle between net pay and gross 

pay year-to-date 

• Access W-2 information 

• Access Garnishment information 

• Access Health Compliance information 

• Access Benefit information 

• View paycard balances and recent transactions, and locate surcharge-free ATMs within close proximity  

• Clock in, clock out, indicate a late arrival, and review timesheets 

• View time off balances, and submit and view time off requests  

• View existing and future benefit elections by benefit category, plan type and coverage level; and view 

detailed information on effective date, per pay period deductions, and covered individuals 

X   NOTE:  Client employees are able 

to access the mobile solutions app 

by either using a browser on their 

device or downloading the app to 

their mobile device 

A.5.  Tier 1:  Inquiry Management     

A.5.1.  Maintain Client-unique toll-free number to access MyLife Advisors Service Center Support; provide menu-
driven call router from Client toll-free number for Client inquiries regarding policies, administrative rules, 

processing mechanics (e.g., access to and use of self service and forms), and data accuracy 

X   • NOTES: 

• Call router is available 7 days per 

week; 24 hours per day except for 

scheduled maintenance and will 
also include routing of calls to 

third party numbers 

• Support provided in English only 

• Support for hearing impaired 

callers is handled via Video Relay 

Service 

A.5.2.  Respond to Client inquiries during the hours defined in this Service Definition; transfer callers to Client 

third parties as appropriate 
X    
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A.5.3.  Manage, track, and retain each Client employee, manager, and practitioner contact within ADP online 

inquiry management system; coordinate issue determination and resolution, including coordination with 

Client third-party vendors as needed 

X   NOTE:  The available hours of 

operation for Tier 1 support are 

Monday through Friday (excluding 

holidays*), 8:00 a.m. – 8:00 p.m. 

Eastern Time and Saturday 

(excluding holidays*), 8:00 a.m. – 

5:00 p.m. Eastern Time 

Client to select a 10 hour window 

within the available hours of 

support on Mondays through 

Fridays 

* U.S. holidays are New Year’s Day, 

Memorial Day, Juneteenth, July 

Fourth, Labor Day, Thanksgiving 

Day, and Christmas Day 

A.5.4.  Assist in resolving issues requiring Client-specific knowledge or escalation (e.g., Client policy 

interpretation, involving matters unknown to ADP) 

 X   

A.5.5.  Respond to Client personnel requests for assistance with log-on process, password resets, basic 

troubleshooting, and system navigation; respond to policy-related inquiries provided such policy is 
documented in Client Knowledge Base; refer to Client retained team any policy-related inquiries not 

documented in Client Knowledge Base and/or requiring secondary verification 

X    

A.5.6.  Provide updates to Knowledge Base content related to Client policy detail, documentation, and guidelines 
to enable ADP to support Client personnel inquiries; respond to any policy-related inquiries escalated by 

ADP 

 X  NOTE:  Client will provide a single 

point of contact for all Knowledge 

Base content review and approval, 

and that contact will manage Client 

internal review and approval 

process 

A.5.7.  Inquiry Response Quality Monitoring     

A.5.7.1.  Record, analyze, and report MyLife Advisors Service Center Support statistics to Client on a monthly 

basis (e.g., call volumes and duration, issue trends, abandon rate and wait times, first call resolution rate, 

and average issue resolution time) 

X   NOTE:  ADP also monitors and 

evaluates Employee Service 

Representative responses to Client 

inquiries 

A.5.8.  Document Maintenance and Retrieval     

A.5.8.1.  Enable Client to utilize tool within ADP Application Program (ADP Document Cloud) to upload, access, 

and export documents related to employee HR files 

X    

A.5.8.2.  Update security configuration for ADP Document Cloud as requested by Client X    
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A.5.8.3.  As desired by Client, utilize ADP Document Cloud to attach, maintain, and retrieve documents for 

employee HR files 

 X   

A.5.8.4.  Image and upload to ADP case management system paper forms and faxes sent to ADP by Client 

employees, managers, and practitioners related to actionable requests 
X    

A.5.8.5.  Retrieve document images requested by Client employees, managers, and practitioners that are not 

otherwise available to requestors via self service 

X   NOTE:  May be subject to Change 

Control 

A.6.  Tier 2:  Service Team     

A.6.1.  Coordinate delivery of Services on an ongoing basis, including managing team responsible for day-to-day 
processing activities, establishing and maintaining processing schedules, coordinating any non-standard 

processing events, and managing critical events during the year (e.g., year-end processing for payroll, 

benefits annual enrollment) 

X   NOTE:  Standard availability of ADP 

Tier 2 resources is outlined in Client 

Contact Matrix 

A.6.2.  Coordinate delivery of Services on an ongoing basis, establishing and maintaining processing schedules, 

coordinating any non-standard processing events, and managing critical events during the year (e.g., 

year-end processing for payroll) 

X   NOTE:  Standard availability of ADP 

Tier 2 resources is outlined in Client 

Contact Matrix 

A.7.  Tier 3:  Client Retained Team      

A.7.1.  Support ongoing processes, assist in resolving issues escalated by ADP, manage Client third-party 

vendors, conduct strategic planning, and develop Client policies 

 X   

A.8.  Continuous Process Improvement     

A.8.1.  Identify potential areas for process and service related improvement and periodically discuss such 

opportunities with Client 

X    

A.9.  Application Hosting     

A.9.1.  Install, configure, maintain, and support Hosted Environment (and applicable software to support the 

applicable Services); provide connectivity between ADP network sites and Client work facilities; manage 

and operate hardware needed to support ADP-provided applications 

X    

A.9.2.  Maintain connectivity between Client sites and ADP-provided applications via the Internet  X   

A.9.3.  Monitor and manage Hosted Environment security including physical security, logical security (firewalls, 

encryption, and password access control), and intrusion detection consistent with ADP’s security program 

X    

A.9.4.  Maintain two (2) non-production (i.e., for testing and ADP support activities) and one (1) production 

instance of Client database 

X    

A.9.5.  Host ADP Application Program with capacity to maintain online data access for current pay period year-to-

date information, current year plus three (3) years of check history, and all HR demographic data 

X   NOTE:  Labor to convert, load, and 

retrieve history is subject to Change 

Control 
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A.9.6.  Provide software support for interfaces identified in Pricing and Financial Terms; set-up, configure, and 

support corresponding transmissions to and from Client and/or Client third party vendors 

X    

A.9.7.  Run weekly process to automatically delete reports, output files, and input files not recently accessed by 

Client 

X    

A.9.8.  System Modification Bids     

A.9.8.1.  Notify ADP of desired system modification providing detailed specifications including desired outcome  X   

A.9.8.2.  Review requested modification to assess ADP work effort required to produce quote (quotes requiring 

more than 2 hours to prepare are subject to formal detailed analysis) 

X   • NOTES: 

• Quotes provided without detailed 

analysis are high level estimates 

only and are not binding 

• Preparation of a formal detailed 

analysis is subject to Change 

Control 

A.10.  ADP Marketplace Developer Tools and Support     

A.10.1.  Provide access to certain Client data stored in ADP systems via standard Application Programming 

Interfaces (APIs) 

X    

A.10.2.  Access certain Client data via ADP standard APIs; authorize Client third party access as desired  X X  

A.10.3.  Provide catalog of standard ADP APIs including user documentation, sample code, and testing “sandbox;” 

provide online forum to discuss standard ADP APIs; moderate and respond to questions 

X    

A.10.4.  Access and test standard ADP APIs; build and maintain new applications (apps)  X X  

A.10.5.  Track and respond to developer inquiries regarding ADP-developed APIs related to available/unavailable 

tables, fields, and data 

X   NOTE:  ADP does not troubleshoot 

issues related to Client-developed 

apps 

A.10.6.  Marketplace Apps     

A.10.6.1.  Provide online, on-demand store for Client to access APIs related to ADP products X    

A.10.6.2.  Access ADP Marketplace to purchase apps  X   
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A.11.  Interface Management     

A.11.1.  Maintain interfaces as listed in Pricing and Financial Terms; manage import and export of data into and 

out of ADP systems in accordance with mutually agreed processing schedule and format that supports 

ADP, Client, and/or third party vendor requirements; coordinate with Client and Client third party vendors 

to provide services, including validating, balancing, and auditing submitted data and control totals in 

accordance with ADP standards 

X    

A.11.2.  Provide data in accordance with ADP-Client mutually agreed processing schedule and format; ensure 

data supplied from all systems includes control totals; review any error notification(s) generated by ADP 

and adjust entries, as needed 

 X   

A.11.3.  Provide data in accordance with ADP-Client-third party vendor mutually agreed processing schedule and 

format; ensure data supplied from all systems includes control totals; review any error notification(s) 

generated by ADP and adjust entries, as needed 

  X  

A.11.4.  Manage relationship with Client third party vendors  X   

A.12.  Reporting     

A.12.1.  Provide access to ADP standard reports; provide access to additional Client-specific reports as listed in 

Pricing and Financial Terms 

X    

A.12.2.  Access ADP standard reports and additional Client-specific reports listed in Pricing and Financial Terms, 

as desired; run additional ad hoc reports using ADP ad hoc reporting tool to develop reports across all 

ADP reporting databases and integrating such data as desired 

 X  NOTE:  Ad hoc reporting tool is 

available to Client practitioners 24 

hours a day, seven (7) days a week; 

however, Client ability to view or 

modify data may be impacted during 

the Maintenance Windows for ADP 

Application Program as specified in 

Exhibit 1 

A.13.  Client Training     

A.13.1.  Provide training curriculum to Client for each applicable Client job role X   NOTE:  Training curriculum is 

developed and mutually agreed by 

Client and ADP during 

implementation 

A.13.2.  Develop and deliver ongoing employee, manager, and practitioner training utilizing curriculum by job role, 

as well as standard training courses and materials supplied by ADP 

 X   
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B.  Human Resource (HR) Administration Services     

B.1.1.  Use ADP Application Program to facilitate employee onboarding process and enter and manage Client 

employee transactions, such as new hires, rehires, transfers, job status changes, job and/or salary 

changes, off-cycle salary changes, leaves of absence, suspensions, and terminations 

 X   

B.1.2.  Enter/manage transactions defined in Client standard procedures for Client employees and managers 

who have no access to ADP Application Program 

X   NOTE:  Volume of such transactions in 

excess of volume defined in Appendix 1 - 

Pricing and Financial Terms may be 

subject to Change Control 

B.1.3.  Historical Data Corrections     

B.1.3.1.  Notify ADP of required historical data corrections  X   

B.1.3.2.  Update employee record as directed by Client X   NOTE:  Any single request for more than 

50 historical data corrections may be 

subject to Change Control 

B.2.  HR Compliance Reporting     

B.2.1.  Provide access to standard report templates to assist Client retained team in preparing compliance 

related reports associated with ADA, EEO, AAP and annual census filings requirements 

X    

B.2.2.  Legislative Changes     

B.2.2.1.  Monitor changes in laws that impact ADP services; provide general updates related to changes in law 

impacting ADP services 

X   NOTE:  ADP does not notify its clients of 

every change in law (e.g., changes in tax 

rates, etc.) 

B.3.  Manager Transactions     

B.3.1.  Enable Client retained team and managers to manage the following types of transactions (collectively 

referred to as “HR Transactions”): 

• New hires 

• Rehires 

• Transfers 

• Promotions / demotions 

• Job and/or salary changes 

• Suspensions 

• Terminations 

X    
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B.3.2.  Utilize ADP Application Program to enter and manage employee transactions  X  NOTE:  In event Client managers do not 

have access to ADP Application Program, 

data entry may be subject to Change 

Control 

B.3.3.  Process any payroll-related items during the next on-cycle payroll X    

B.4.  New Hire Processing / On-boarding     

B.4.1.  Conduct new hire on-boarding activities except as otherwise set forth in this Section  X   

B.4.2.  Onboarding     

B.4.2.1.  Facilitate Client onboarding process based on employee type, including: 

• Task management and paper completion – direct deposit instructions; emergency contact information; 

W-4 withholding; new hire checklists 

• New hire orientation support – company news; online maps of office location and points of interest; 

welcome video 

• New hire orientation support – company news; online maps of office location and points of interest; 

welcome video  

• Enculturation – Meet the Team; Client company videos; Onboarding Buddy; social profile setup 

• Ease of accessibility – available to employee prior to start date; mobile-enabled; device-responsive; 

multiple languages 

X    

B.4.2.2.  Provide instructions to Client new hires regarding access to and use of onboarding functionality  X   

B.4.2.3.  Make any ongoing changes to onboarding workflow configuration and Client-specific content  X   

B.4.3.  I-9 Processing for New Hires and Rehires     

B.4.3.1.  Provide Client managers access to standard training materials regarding use of Form I-9 and use of 

online I-9 service 

X    

B.4.3.2.  Maintain list of Client employees authorized to verify employee identity and employment eligibility 

documentation 

 X   

B.4.3.3.  Ensure Client employees complete online Form I-9 within first three (3) days of employment; ensure 

Client hiring managers verify authenticity of candidate identification and/or work authorization documents 

 X  NOTE:  If Client employee cannot or 

refuses to provide valid social security 

number, Client to instead mail completed, 

signed I-9 Forms to ADP 

B.4.3.4.  Cross-reference Form I-9 with Client payroll data and expiration date for work authorization documents, 

and provide ADP standard reports to Client 

X    
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B.4.3.5.  Use I-9 reports provided by ADP to follow-up on any incomplete, inaccurate, or missing documentation in 

order to ensure compliance with government requirements 

 X  NOTE:  For hard copy Form I-9s, ADP will 

enter as much data as is available / legible 

and notify Client of any missing, illegible or 

misplaced information 

B.4.3.6.  Maintain electronic images of completed Form I-9s and E-Verify case details (as applicable) in 

accordance with ADP record retention policy 

X    

B.4.3.7.  Access Form I-9 documentation for audit or other purposes as needed  X   

B.4.4.  E-Verify Authorization     

B.4.4.1.  Authorize ADP to serve as designated agent for E-Verify by signing and returning Memorandum of 

Understanding provided to Client by ADP 

 X  NOTE:  E-Verify is included in the service; 

if the government imposes fees in the 

future, ADP will pass such fees on to 

Client 

B.4.4.2.  Submit data collected on Form I-9 to DHS E-Verify to verify work authorization X    

B.4.4.3.  Review and follow-up on open DHS / E-Verify cases; resolve any issues identified by DHS directly with 

Client employee based on Client policy 

 X   

B.4.5.  Work Authorization Renewals     

B.4.5.1.  Notify Client of expiring work authorization documents via standard report X    

B.4.5.2.  Review report and manage renewals  X   

B.5.  Off-boarding     

B.5.1.  Submit employee termination data; initiate manual payment as applicable; enter worked hours for final 

pay period; prepare and file Form 5500 filings utilizing data provided by ADP 

 X   

B.5.2.  Manage data associated with voluntary and involuntary employee terminations, as follows: 

• Calculate and process final pay based on data provided by Client, including work completed and 

unused vacation as applicable and in accordance with Client business rules 

• Prepare final paycheck in accordance with state disbursement requirements 

• Continue pay during severance period, as indicated by Client 

• Notify vendors of Client-sponsored programs (e.g., 401(k) plan) of cancellation of coverage 

• Track severance status and earnings to support 5500 filings 

• Terminate employee access to ADP applications 

• Notify Client of termination to enable Client to complete additional de-provisioning activities 

X   NOTE:  ADP will calculate final pay only if 

ADP manages Client’s time & attendance 

and paid time off services; otherwise, 

Client must calculate final pay amount and 

provide that information to ADP 

B.5.3.  Validate final pay amounts and timing of payment prior to processing of such payments  X   
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B.5.4.  Mass Data Changes     

B.5.4.1.  Notify ADP of upcoming mass data changes and coordinate processing, including submission of data in 

required format 

 X  NOTE:  Mass data changes may be 

subject to Change Control 

B.5.4.2.  Process mass data changes as requested X    

B.6.  HR Transaction Processing     

B.6.1.  Define and notify ADP of changes to policies and business rules related to HR transactions  X   

B.6.2.  Provide tool to process Client HR Transactions in accordance with Client policies X    

B.6.3.  Manage HR Transactions in accordance with Client policies and/or business rules; notify Client employee 

of transaction (as applicable); initiate transaction via ADP Application Program; collect company property 

(as applicable); approve transactions via automated workflow 

 X   

B.6.4.  Process submitted HR Transactions in accordance with Client policies and/or business rules; notify 

applicable parties (e.g., requestor, third parties, and Client internal resources such as building security 

and systems security) of transaction via automated interface or workflow in ADP Application Program 

X    

B.6.5.  Employee Death     

B.6.5.1.  Notify ADP of employee death; initiate separation process in ADP Application Program; contact 

designated survivor for final pay instructions; track receipt of applicable forms including death certificate; 

coordinate return of employee personal property to family 

 X   

B.6.5.2.  Process employee death transaction as outlined in “Off-boarding” section above, including final payment 

as directed by Client 

X    

B.6.6.  Reduction in Force (RIF)     

B.6.6.1.  Coordinate RIF event (e.g., timeline, communications, documentation, service bridging, outplacement, 

and severance); notify ADP of affected employees and event parameters; notify affected employees; track 

receipt of termination forms 

 X   

B.6.6.2.  Process RIF transactions as directed by Client X   NOTE:  RIF transactions may be subject 

to Change Control 

B.7.  Employee Relations     

B.7.1.  Provide counseling, coaching, and guidance to Client managers related to employee performance and HR 

issue resolution 

 X   
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B.8.  Employment Verification Services     

B.8.1.  Provide authorization for income verification requests   X NOTE:  Client employees provide 

“consumer consent” for income 

verifications typically in the form of a 

signature on a loan, lease or other 

application or in some cases by providing 

a “salary key” for each income verification 

B.8.2.  Provide authorization for employment verification requests  X   

B.8.3.  Respond to authorized income and employment information requests for Client employees made by 

mortgage lenders, property managers, pre-employment firms and other public entity requestors 

(“Verifiers”) 

X    

B.8.4.  Respond to authorized income and employment information requests for Client employees made by 

social service, immigration, workers compensation, and other government agencies (“Verifiers”) 

X    

B.8.5.  Provide updated employment and income data to Employment Verification Services system following 

each payroll cycle 

X    

B.8.6.  Provide online and telephone access to enable Client employees to create or delete a salary key 

(electronic signature); obtain Verifier instructions; and change personal identification number (PIN) 

X   NOTE:  Email address changes can be 

made online only 

B.8.7.  Provide web access to The Work Number® and enable Verifiers to obtain employment and income 

verifications 

X    

B.8.8.  Utilize webManager to block or unblock employee records; change employee status from active to 

inactive; access monthly reports; set salary key expiration interval; create notes or disclaimers on 

verifications; generate promotional codes; submit verifier information; reset and/or confirm employee 

personal identification numbers (PINs); review employee verification data; download communication 

templates; and notify The Work Number® in the event data is disputed by an employee 

 X   
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C.  Payroll Data Administration     

C.1.1.  Provide payroll administration and processing services as follows: 

• Data maintenance 

• Payroll interface management, balancing, and reconciliation 

• Management of garnishments and wage attachments 

• Tax services 

• Quarter- and year-end processing 

X    

C.1.2.  Gather, validate, and submit payroll data files needed for each payroll processing cycle in accordance 

with mutually agreed payroll schedule 

 X  NOTE:  In the event Client fails to provide 

payroll data in agreed-upon format or 

meet deadline(s) in mutually agreed 

payroll schedule such that ADP must 

expedite payroll processing, such 

processing is subject to Change Control  

C.1.3.  System Table Configuration     

C.1.3.1.  Configure, apply, and maintain payroll schedules and applicable tax-related calculations throughout the 

year 

X     

C.1.3.2.  Provide required information related to data elements, review and approve system table configuration to 

enable ADP to maintain applicable tables 

 X   

C.1.3.3.  Update tax tables and processing calendars 

• Update tax tables as required based on federal, state and local legislative changes; communicate to 

Client any impact resulting from tax table update  

• Processing calendars are mutually established at the beginning of each year; any changes are 

communicated directly to ADP and calendars are updated accordingly 

X    
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C.1.4.  Employee Data Changes Related to Payroll     

C.1.4.1.  Submit updates to employee data and/or make requests via ADP Application Program portal for changes 

which may include: 

• Direct deposit status 

• Address/telephone information 

• Marital status 

• Emergency contact information 

• Voluntary deduction requests 

• W-2/1099 reprint requests  

• W-4 updates/changes 

• State tax withholding status 

• Local tax withholding status (see following section for further details)  

 X  NOTE:  Data to be provided to ADP via 

the method(s) determined during 

Implementation, and may be via 

automated interface, ADP Application 

Program, and/or standard template for 

manual data entry 

 

C.1.4.2.   Make applicable updates for Client employees, managers, and practitioners who have no internet access X    

C.1.5.  Tax Validation Service – Employee, State and Local Tax Data Changes     

C.1.5.1.  Determine appropriate local jurisdictions for new hires and employees who move; update employee 

record with proper local code based on Client set-up; if not set-up then notify Client  

X   NOTE:  Client employees required to work 

at multiple locations and also required to 

be taxed based on those multiple work 

locations are not supported by this local 

tax service 

C.1.5.2.  Monitor and notify Client of employees hired or moved into jurisdictions where Client is not registered X    

C.1.5.3.  Based on notification from ADP, determine new local jurisdictions to be added  X  NOTE:  See Agency Filing Section for 

details on registration process for new tax 

jurisdictions 

C.1.5.4.  Provide required documentation regarding any local taxes that employee requests ADP to withhold and 

file, including local taxation reciprocity 

 X   

C.1.5.5.  Notify Client each payroll run of all local taxes updated in ADP system X    

C.1.5.6.  Review and validate required local tax changes related to employee-level local tax set-up  X  NOTE:  Client is responsible for accuracy 

of employee-level local tax set-up  
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C.1.6.  New Hire Reporting     

C.1.6.1.  Provide standard new hire report to states every pay cycle  X   NOTE:  Any employees/contractors not 

paid via ADP Application Program are not 

listed on this report and must be filed 

separately by Client 

C.1.7.  Mass Data Changes     

C.1.7.1.  Notify ADP of upcoming mass data changes and coordinate processing, including submission of data in 

required format 

 X  NOTE:  Mass data changes may be 

subject to Change Control 

C.1.7.2.  Process mass data changes as requested X    

C.1.8.  Payroll Data Audits     

C.1.8.1.  Validate submitted payroll data in accordance with ADP best practices X    

C.1.8.2.  Assist ADP in resolving errors, as needed  X   

C.1.8.3.  Conduct regular quality assurance audits in accordance with ADP standards X    

C.2.  Earnings and Deduction Calculations     

C.2.1.  Define changes to earnings and deduction calculations, associated attributes, accumulators (i.e., quarter-

to-date (QTD) and year-to-date (YTD)), and memo code set-up 

 X   

C.2.2.  Set up and maintain all earnings, deductions and accumulators, with associated calculations, including 

configurable options, as directed by Client 

X    

C.3.  ADP Wage Garnishment Services     

C.3.1.  Send garnishment orders, wage attachments, and garnishment-related documents (e.g., orders of 

release, balance statements, and employee bankruptcy filings) to ADP; provide corrections/validations for 

proper processing of withholding orders and information needed for garnishment, termination, leave of 

absence, and “unable to withhold” notifications 

 X X NOTES: 

• ADP assumes garnishments provided 

to ADP are valid 

• Garnishment orders may be provided 

by Client or Client-authorized third 

party(ies)  

• Garnishment-related documents 
received from third parties will be 

processed by ADP as defined below 

C.3.2.  Process new and/or existing garnishment orders and wage attachments received; electronically store 

garnishment orders; enter garnishment order information into garnishment processing file and transmit to 

payroll system 

X    
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C.3.3.  Employee Communications     

C.3.3.1.  Notify Client employee of garnishment order and/or wage attachment requirements X    

C.3.4.  Non Court-Filed Communications     

C.3.4.1.  Complete and send notifications directly to applicable third party(ies)  X    

C.3.5.  Court-Filed Communications     

C.3.5.1.  Generate court-filed notifications (CFNs) using Client payroll data and Client-approved templates; apply 

(“flash”) Client signatures and notary stamps and signatures to CFNs generated by ADP as designated 

and authorized by Client; submit completed CFNs to applicable courts and agencies 

X   NOTES: 

• In order to utilize flash signature 

functionality, Client must approve CFN 
templates and authorize ADP to flash 

as part of implementation process or 

otherwise prior to ADP implementing 

such functionality 

• CFNs include the following types of 

correspondence for Writs of 

Garnishment, wage assignments, 
bankruptcy, Georgia state tax levies 

and other documentation required to be 

filed with a court: 

− Interrogatory (basic form type that do 
not require any legal interpretation) 

− Answer of continuing lien 

− Employee copy of continuing lien 

− Notice of unable to withhold 

− Notice of employee termination 

− Notice of employee not on file 

− Final answer 

C.3.5.2.  For jurisdictions/lien types that Client has not approved for flash signature and/or notarization, send CFN 

worksheets pre-populated with Client payroll data to Client via PDF image files, and for states that require 

payment accompany notifications, send to Client via U.S. mail  

X   

C.3.5.3.  Review/modify, sign, and notarize (where required) CFN worksheets sent by ADP to Client via PDF 

image file or U.S. mail, and submit completed CFNs to applicable courts and agencies; retain ownership 

of completion of any CFNs not signed, notarized (where required), or sent 

 X  

C.3.6.  Garnishment Disbursement and Funding     

C.3.6.1.  Process garnishment payments every payroll, or according to a defined frequency (e.g., end of each 

month) in accordance with requirements of garnishment order 

X    

C.3.6.2.  Fund garnishment payments as outlined in Pricing and Financial Terms  X   

C.4.  On-cycle Payroll Processing     

C.4.1.  Set up and maintain system for Client payroll processing as defined in “Payment Administration” section 

below 

X    
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C.4.2.  Execute any payroll production tasks required to be completed by Client in accordance with schedule; 

ensure all data is internally validated and provided electronically to ADP in accordance with schedule; 

notify ADP of any required changes 

 X   

C.4.3.  Payment Administration     

C.4.3.1.  Administer Client payroll processing by calculating and confirming gross earnings and deductions, as 

follows: 

• Perform and verify pay data updates 

• Schedule and receive pay data inputs from Client and third party vendors 

• Capture and validate required data inputs and updates from interfaces, automated transactions, and 

manual transactions 

• Audit pre- and post-payroll results 

• Calculate and confirm deductions 

• Finalize and submit payroll for processing, funding, and distribution, including gross-to-net processing 

with calculation for federal, state and local taxes (multiple jurisdictions if applicable) 

• Balance and reconcile payroll process components (e.g., reports, imports, accounts) 

• Post payroll data to secure, online reporting website 

• Manage distribution of files to Client and third party vendors 

X    

C.4.4.  Paid Time Off     

C.4.4.1.  Process paid time off in accordance with Client policy X    

C.4.5.  Payment of Wages for Employees on Paid Leave     

C.4.5.1.  Notify ADP of employees being granted a paid leave of absence (LOA); provide to ADP any data required 

to process wage payments 

 X   

C.4.5.2.  Process payment of regular wages for employees on leave based on data provided by Client as part of 

Client standard payroll processing schedule 

X    

C.4.5.3.  Process supplemental payments to employees based on State Disability Insurance (SDI) benefits based 

on data provided by Client as part of Client standard payroll processing schedule 

X    

C.5.  Off-cycle Payroll Processing     

C.5.1.  Provide ability to process off-cycle payrolls as defined in Pricing and Financial Terms and requested by 

Client, or as deemed necessary by ADP 

X   NOTE:  Off-cycle payrolls must be 

scheduled with ADP at least 45 days 

prior to processing date, and 

unscheduled off-cycle payrolls will be run 

as schedules and other processing 

activities permit 
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C.5.2.  Request off-cycle processing changes and coordinate processing, including submission of data in 

required format; fund appropriate account(s) as necessary in conjunction with payroll processing 

timeframe 

 X  NOTE:  Off-cycle processing may be 

subject to Change Control  

C.5.3.  Manual Payment Processing     

C.5.3.1.  Provide ability to process manual payments via paycard or hard copy check as requested by Client      X   NOTE:  A “manual payment” is an 

emergency payment that cannot be 

handled via on-cycle or scheduled off-

cycle processing  

C.5.3.2.  Request manual payment processing, provide required information in standard ADP format, fund 

separate account(s) designated for manual payment draws prior to manual payment processing, and 

perform any positive pay activity as may be required by Client bank 

 X   

C.5.3.3.  Provide data necessary to assist Client with positive pay activity X   NOTE:  May be subject to Change Control 

C.5.4.  Special and Other Off-cycle Payments     

C.5.4.1.  Notify ADP of upcoming special payments and provide direction for payment (i.e., gross-up amounts and 

imputed income) and other general items including taxation of such payments if different than standard 

taxation set up in ADP system; coordinate processing, including submission of data in required format 

according to applicable standard operating procedure  

 X  NOTE:  Special payments include 

payments related to relocation, stock 

option exercise, and incentive plan 

C.5.4.2.  Process special payments and update balances and accumulators, as needed X    

C.5.5.  Prior Period Adjustments     

C.5.5.1.  Update payroll records with any prior period adjustments as provided by Client in accordance with ADP 

standard process 

X   NOTE:  Prior period adjustments may be 

subject to Change Control 

C.5.6.  Retroactive Payments     

C.5.6.1.  Calculate and process retroactive payments for salaried employees, and for hourly employees effective at 

the beginning of a pay period, as requested by Client and in accordance with Client policy 

X   NOTE:  ADP will calculate retroactive 

payments utilizing data as of the Client 

services effective date and for a maximum 

of five (5) quarters in arrears 

C.5.6.2.  Calculate and provide data to ADP for any retroactive payments required for hourly or salaried employees 

outside the parameters described in previous section 

 X   

C.5.7.  Prorations     

C.5.7.1.  Provide data to ADP for any prorated payment required for hourly employees  X   

C.5.7.2.  Calculate and process prorated payments for salaried employees based on data entered by the 

employee; process prorated payments for hourly employees based on data provided by Client  

X    
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C.5.8.  Retroactive Benefit Deductions     

C.5.8.1.  Calculate retroactive benefit deduction adjustments X   NOTE:  There is not a pre- or post-tax 

determination in the calculation of 

deductions and timing/proration is at the 

discretion of the Client. 

C.5.8.2.  Process retroactive benefit deductions on-cycle and include adjustment amount on employee paycheck X    

C.5.9.  Payment and Direct Deposit Reversals     

C.5.9.1.  Notify ADP of any error that requires reversal of payment(s) or direct deposit, or check stop payments or 

voids 

 X   

C.5.9.2.  Notify Client of any error that requires reversal of payment(s) or direct deposit, or check stop payments or 

voids; process in accordance with applicable standard operating procedure 

X    

C.5.10.  Deceased Employee Payments     

C.5.10.1.  Notify ADP of employee death, provide estate contact information, designate payee for payments due, 

and provide information to allow ADP to calculate final pay 

 X  NOTE:  This includes, but is not limited to, 

researching the applicable regulations and 

providing ADP the necessary data 

elements to proceed with calculation of 

wages 

C.5.10.2.  Calculate wages to be reported on the decreased employee W-2 and any additional payments due to 

deceased and process such payments as may be requested by Client 

X    

C.5.10.3.  Calculate payments due to the deceased to be reported on a Form 1099 and process such payments  X   

C.5.11.  Overpayments     

C.5.11.1.  Notify ADP of error in data provided to ADP  X   

C.5.11.2.  Calculate overpayment amount; notify Client retained team of overpayment; send Client-approved 
notification to employee to communicate repayment options, including Client contact information for 

follow-up and resolution of overpayment 

X    

C.5.11.3.  Work with employees to resolve overpayments, including working with collection agency when applicable  X   

C.6.  Banking Transactions     

C.6.1.  Facilitate and monitor banking transactions associated with payment processing activities X    

C.6.2.  Transmit check amounts and transmit direct deposit credits and debits (impounds) X    

C.6.3.  Process direct deposit credits and impounds; send items belonging to other banks directly to ACH; update 

issue files to Teller Line and Positive Pay system 

  X NOTE:  Partner banks are responsible for 

this task 

200

Item 14.



 
Augusta-Richmond County 

Ongoing Services Roles & Responsibilities Matrix 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC Page 52 of 114 

ADP Payroll Services Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

C.6.4.  Transmit credit and debit amounts to Client employee banks; provide Client with funding amounts and 

timeframe requirements 

X    

C.6.5.  Fund account as required under Appendix 1 - Pricing and Financial Terms  X   

C.6.6.  Initiate reverse wire for funding following each payroll processing cycle; pay Client employees X    

C.6.7.  Uncashed Check Management     

C.6.7.1.  Every 30 days generate an Uncashed Items Report with a rolling list of employees from 90 - 180 days, 

post to SmartCompliance 

X    

C.6.7.2.  Retrieve the Uncashed Items Report via SmartCompliance and review  X   

C.6.7.3.  If applicable, issue stop payment(s), and reissue check(s) X X   

C.6.7.4.  Credit item(s) over 180 days old back to Client X    

C.6.7.5.  After receiving a credit from ADP operations for the uncashed checks, follow the escheatment guidelines 

set forth by company and state policy 

 X   

C.6.7.6.  Respond to employee questions related to uncashed item(s)  X   

C.6.8.  Paycards     

C.6.8.1.  Provide Client initial delivery of card stock to load on-cycle and/or manual payments; facilitate loading of 

net pay on such cards 

X   NOTE:  If Client chooses to implement 

and use paycards, additional fees will 
apply as defined in Appendix 1 - Pricing 

and Financial Terms 

C.7.  Print and Online Statements Services     

C.7.1.  Print, sort, and distribute paychecks and advices, including data fields as specified by Client  X    

C.7.2.  Online Pay Statements and W-2 Forms     

C.7.2.1.  Produce online pay statements and W-2 Forms including data fields as specified by Client; post pay 

statements and W-2 Forms  

X   NOTE:  ADP Application Program will 

contain current pay statements and W-2 

forms, and also historical pay statements 

and W-2 forms produced by ADP post Go-

live for up to three (3) years in arrears 

C.8.  General Ledger Reporting     

C.8.1.  Host and provide Client access to ADP GL for reporting purposes X    

C.8.2.  Push payroll data (i.e., earnings and deductions) to ADP GL for all processing cycles (scheduled and 

unscheduled) as outlined on payroll production schedule 

X    
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C.8.3.  Produce journal entry file, maintain chart of accounts along with associated mapping activities, and 

coordinate transmission of ADP GL extract to Client financial accounting system 

 X   

C.9.  ADP Employment Tax Services     

C.9.1.  File tax deposits and reports in mutually agreed jurisdictions for payrolls processed by ADP, based on 

data provided by Client  

X    

C.9.2.  Tax Depositing, Filing, and Compliance Services     

C.9.2.1.  Execute a Reporting Agent Authorization (Power of Attorney (POA)) form authorizing ADP to perform 

ADP Employment Tax Services within federal, state, and/or local jurisdictions 
 X   

C.9.2.2.  Calculate Client employee and employer payroll tax liabilities (including federal, state, local, Social 
Security, Medicare, FUTA, and SUI payroll taxes for mutually agreed jurisdictions and make deposits to 

applicable agencies, and in accordance with the Electronic Federal Tax Payment System, as applicable 

X    

C.9.2.3.  Prepare/submit all returns and reconciliation reports as required by federal, state, and local tax agencies 

for jurisdictions within which ADP files; prepare amended returns, as necessary (additional fees may 

apply) 

X    

C.9.3.  Agency Filing     

C.9.3.1.  Provide Client access to employer identification number application forms and instructions, and research 

deposit and filing requirements, as requested by Client 

X    

C.9.3.2.  Provide Client access to ADP Employment Tax Services (SmartCompliance) website in order to view 

notices, status, and volume metrics 

X    

C.9.3.3.  Notify Client of new jurisdiction set-ups that may be required due to jurisdiction not already set up in 

system 

X    

C.9.3.4.  Notify ADP of any additional new jurisdiction set-ups  X   

C.9.3.5.  Update tax processing system with employer-level changes submitted by Client X    

C.9.3.6.  Complete new tax jurisdiction registration application, as needed; submit completed application to 

applicable agency; follow-up with agency based on expected turnaround time; notify Client when 

registration process is complete, including providing account number 

X   NOTE:  ADP will engage Client as 

necessary for required input and/or 

signatures 

C.9.3.7.  Generate and submit Client corporate payroll tax filings to applicable agency(ies) as mutually agreed X    

C.9.4.  Agency Notice Management     

C.9.4.1.  Acknowledge receipt of agency notices via notice to Client; log, image, and research notices; respond to 

government tax inquiries regarding deposits and filings for which ADP was responsible; provide Client 

access (via SmartCompliance) to ADP’s response to agency upon completion of research; provide 

reasonable assistance to Client in the event of an agency audit 

X    
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C.9.5.  Tax Compliance     

C.9.5.1.  Maintain withholding rules, define employee eligibility, process W-4s, edit and verify federal and state tax 

elections, and update payroll system with federal and state tax changes submitted via ADP Application 

Program or paper forms 

X    

C.9.5.2.  Interact with federal/state/local tax agencies regarding tax deposits and filings completed by ADP, as 

required 

X    

C.10.  Quarter-end Processing     

C.10.1.  Manage quarter-end payroll processing, as follows: 

• Update and maintain payroll and holiday processing schedules 

• Create quarter-end checklist and schedule 

• Generate and send file to Client for submission to Social Security Administration to confirm accuracy of 

social security numbers; work with Client to make any necessary corrections based on feedback from 

Social Security Administration 

• Provide to Client information necessary for Multiple Worksite Reporting (MWR) 

• Balance and reconcile wage and tax data, including W-2 and Federal 941 reconciliations 

• Process quarter-end payroll data and provide data to Client 

• Capture all changes, voids, and adjustments for the quarter 

X   NOTE:  If a new Client entity not currently 

on ADP Employment Tax Services starts 

ADP Employment Tax Services in the 

middle of a quarter, Client is responsible 

for quarterly filings in the quarter of 

commencement of ADP production 

services 

C.10.2.  Support quarter-end payroll processing, including activities as follows: 

• Provide payroll and holiday processing schedule updates to ADP 

• Review and approve quarter-end checklist and schedule 

• Submit file provided by ADP to Social Security Administration to confirm accuracy of social security 
numbers; work with ADP to make any necessary corrections based on feedback from Social Security 

Administration 

• Complete MWR as required by Bureau of Labor Statistics 

• Balance and reconcile state and local 941 reporting  

• Provide quarter-end processing data to ADP 

• Review quarter-end output from ADP 

 X   

C.11.  Year-end Processing     

C.11.1.  Manage year-end payroll process as defined in this section X   NOTE:  Year-end planning will be 

coordinated as one project with a Client 

core “year-end planning team” designated 

to work with ADP 
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C.11.2.  Year-end Payroll     

C.11.2.1.  Manage year-end payroll processing as follows: 

• Create, update, and maintain payroll and holiday processing calendar 

• Create year-end checklist and schedule 

• Balance and reconcile wage and tax data 

• Process year-end payroll data and provide data to Client or Client third party, as applicable 

• Distribute W-2 Forms to Client employees 

• Distribute W-2 data to the Social Security Administration  

• Capture all manual changes, voids, and adjustments through the final quarter of the payroll year 

X   NOTE:  If a new Client entity not currently 

on ADP Employment Tax Services starts 

ADP Employment Tax Services in the 

middle of the year, Client is responsible 

for providing and certifying year-to-date 

filing information for the starting year in 

order for ADP to provide year-end 

services 

C.11.2.2.  Support year-end payroll processing, including activities such as: 

• Provide payroll and holiday processing calendar updates to ADP 

• Review and approve year-end checklist and schedule 

• Provide year-end processing data to ADP 

• Review and approve year-end output from ADP 

 X   

C.11.3.  Annual Tax Withholding W-4 Form Exemptions     

C.11.3.1.  Audit and provide annual report of Client employees in exempt status for state and local jurisdictions that 

require annual updating 

X    

C.11.3.2.  Generate and send form letter and blank W-4 Form to Client employees identified in previous Section, 

requesting a new W-4 Form by February 15 

X    

C.11.3.3.  Update employee record to “single” and “zero” if new W-4 Form is not received by February 15 as 

indicated to employee in form letter referenced in previous line 

X    

C.11.4.  Year-end Form Production and Distribution     

C.11.4.1.  Process W-2s, 1099Ms, and 1099Rs for those paid via ADP systems, and distribute Client-approved 

forms per pre-established method(s) of distribution 

X   NOTE:  Distribution methods could include 

via USPS to employee home addresses or 

shipment of all W-2 Forms to Client 

C.11.5.  W-2 Form Corrections     

C.11.5.1.  Determine need for W-2c Form requested by Client or Client employee, or identified by ADP; notify Client 

and/or Client employee of determination 

X    

C.11.5.2.  Print and send W-2c Forms based on Client instruction (e.g., via USPS, FedEx, etc.) X    

C.11.5.3.  Complete W-3C and 941X filings to reflect W-2c and corrected 941 activity; create file containing data 

elements required to produce needed W-2c Forms, and send completed file to Social Security 

Administration 

X    

204

Item 14.



 
Augusta-Richmond County 

Ongoing Services Roles & Responsibilities Matrix 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC Page 56 of 114 

ADP Payroll Services Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

C.11.5.4.  Respond to inquiries regarding W-2 and W-2c Forms X    

C.12.  ADP Unemployment Claims Services     

C.12.1.  Manage and/or support unemployment compensation activities as described in this section X    

C.12.2.  State Unemployment Insurance Documents     

C.12.2.1.  Forward unemployment insurance documents (e.g., claims, charges, tax rates) or other information 

received at Client location from state agencies to ADP in timely manner 

 X  NOTE:  Client must execute limited power 

of attorney for all states ADP will become 

addressee of record 

C.12.2.2.  Receive unemployment claims via State Information Data Exchange System (SIDES) in all states where 

available/applicable 

X    

C.12.3.  Personnel Consultation and Training     

C.12.3.1.  Provide pre-separation counseling and respond to unemployment compensation questions; upon Client 

request, discuss probability of disqualification for unemployment compensation in the event of a 

separation; offer standard education to Client-designated team members; provide periodic newsletters 

X   NOTE:  Training sessions held annually at 

several ADP locations, or ongoing training 

available via webinar at no additional 

charge 

C.12.4.  Claims Administration and Appeals     

C.12.4.1.  Provide access to automated claims processing system to enable Client to manage and view status of 

unemployment claims 

X    

C.12.4.2.  Complete and file unemployment claims, appeals, protests (as directed by Client), and related 

correspondence with state unemployment insurance agencies; notify Client when claims are filed or in the 

event additional information is required 

X    

C.12.4.3.  Discuss with ADP and provide final direction on whether or not to protest claims  X   

C.12.4.4.  Investigate and analyze unwarranted claims; respond to state inquiries for separation information; provide 

claim response with facts to support disqualification; appeal adverse claim determinations as appropriate, 

generating either decision reversal or administrative hearing; support Client on claimant appeals and 

unfavorable decisions 

X    

C.12.5.  Hearing Consultation and Representation     

C.12.5.1.  Notify Client of scheduled hearings; prepare Client witness(es) for testimony at hearing; provide 

consultant for in-person hearings and, for states that require employers to be represented by an attorney 

at hearings, provide optional third-party attorney representation for the hearing; review unfavorable 

hearing decisions and prepare remands or appeals to the Board of Review, as appropriate 

X    
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C.12.5.2.  Prepare Client witness(es) prior to unemployment insurance hearings; at hearings in non-attorney states, 

question Client witness(es), present associated documents, cross examine claimant and claimant 

witnesses, make necessary objections, and present closing argument 

X    

C.12.6.  Benefit Charge Audits     

C.12.6.1.  Audit charge statements received to ensure accuracy and protest any charges found to be in error by 

maintaining all unemployment insurance claim files beginning as of services effective date; retaining 

monetary entitlements and disposition records associated with individual claims, ensuring sufficient 

information is available to scrutinize all charges received; processing charges through exception filter to 

review charge compared to claims and decisions on file; and protesting and monitoring erroneous 

charges detected through review until appropriate credit received 

X    

C.12.7.  Benefit Wage Audits     

C.12.7.1.  Respond to most state Benefit and Wage Audit forms that State Unemployment Insurance (SUI) agencies 

send Client to assist agencies with detecting UI benefits paid in error or due to fraud 

X    

C.12.8.  State Unemployment Insurance Tax Rate Audit     

C.12.8.1.  Audit SUI tax rates by performing an annual review of rating calculations for all SUI tax rates assigned to 

Client and protest any discrepancies 

X    

C.12.8.2.  Evaluate voluntary SUI contribution options in each state where such option is available; determine 

profitability of contributing minimum amount required in exchange for reduced rate in each state where 

such option is available 

X    

C.12.9.  Management Reporting     

C.12.9.1.  Provide access to online management reports to assist Client in analyzing sources of unemployment 

activity and establish accountability by division and/or department for resulting costs of unemployment  

X    

ADP Time & Attendance Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

D.  ADP Time & Attendance Services     

D.1.1.  Host and maintain ADP Time & Attendance Application Program, calculate and process time and labor 

data entry 

X    

D.1.2.  Define business rules related to time & attendance setup and report distribution process within Client 

organization; enforce business rule compliance; update ADP timely regarding organizational changes with 

potential impact to ADP Time & Attendance Services 

 X   

206

Item 14.



 
Augusta-Richmond County 

Ongoing Services Roles & Responsibilities Matrix 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC Page 58 of 114 

ADP Payroll Services Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

D.1.3.  Labor Data Transaction Collection/Approval     

D.1.3.1.  Provide ongoing remote support of time clocks at Client locations, as applicable; process employee time 

entry in accordance with scheduled Client payrolls 

X    

D.1.3.2.  Enter time and labor data into ADP Time & Attendance; validate data accuracy, sign off and approve time 

files; review any error notification(s) and adjust entries, as needed; review and approve employee time 

cards; notify employees of any discrepancies; follow Client internal process to document any edits made 

 X   

D.1.4.  Table Maintenance     

D.1.4.1.  Perform employee level and holiday table maintenance  X   

D.1.4.2.  Assist Client with inquiries related to employee level and holiday table maintenance X    

D.1.5.  Rules Engine Maintenance     

D.1.5.1.  Notify ADP of changes to Client-defined work rules  X   

D.1.5.2.  Update application based on changes to Client-defined work rules, including rounding criteria, as well as 

paid break, shift differential, and pay cycle requirements 

X   NOTE:  Updates for changes to Client-

defined work rules are subject to Change 

Control 

D.1.6.  User Interface Maintenance     

D.1.6.1.  Inform ADP of any Client changes to organizational hierarchy at division, department, crew, or employee 

level that may impact data fields, edit modes, override options, and/or individual employee information 

 X   

D.1.6.2.  Maintain ADP Time & Attendance settings based on Client direction, and provide multiple views of 

employee time entry showing: 

• Web time entry/time maintenance 

• Accrual balances 

• Time card recap 

• Time card approval 

• Attendance exceptions 

• Schedule override by employee 

X    

D.1.7.  Check Punch Detail     

D.1.7.1.  Provide time detail to payroll for display on Client employee pay stubs X    

D.1.8.  Hardware Maintenance     

D.1.8.1.  Provide Hardware Maintenance, including remote technical support X   
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ADP Payroll Services Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

D.1.8.2.  Contact ADP to report inoperative hardware; provide ADP connectivity to access hardware (if needed); 

ensure hardware is prepared for maintenance by removing all features, parts, options, alterations, and 

attachments not covered under the Agreement; removing and controlling files prior to maintenance and 

replacing or reloading such files upon completion of maintenance; and informing ADP of changes in 

related hardware and software and configuration of such hardware and software 

 X  NOTE:  Hardware maintenance 

unavailable for hardware located outside 

the U.S., Canada, and Puerto Rico 

D.1.8.3.  Assess request; determine and communicate to Client whether issue is result of defective material or not; 

repair or replace any parts found to be defective and covered by hardware maintenance 

X   

D.2.  ADP Time & Attendance Services Administration     

D.2.1.  Administer ADP Time & Attendance as defined in this section X    

D.2.2.  Employee Inquiries     

D.2.2.1.  Respond to Client employees inquiries regarding basic system navigation X    

D.2.3.  Client Retained Team Support     

D.2.3.1.  Respond to Client retained team requests for timekeeping data based on data provided by Client and 

processed through ADP Time & Attendance 

X    

D.2.4.  Historical Time Edits     

D.2.4.1.  Notify ADP of any historical time data edits required related to hours and pay code adjustments  X  NOTE:  Only authorized Client personnel 

may contact ADP for assistance with 

historical edits 

D.2.4.2.  Update ADP Time & Attendance with historical edits related to hours and pay code adjustments as 

requested by Client 

X    
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ADP Workforce Manager Service 

ADP Workforce 

Manager System 

Description 

Workforce Manager is a multi-tenant, SAAS, cloud-deployed workforce management service. 

Assist managers and employees with collection and tracking their time and attendance.  Functionalities of ADP Workforce Manager include: 

• Ability to manage time and attendance:  

o collect times (clock in/clock out times or timesheet) 
▪ Hourly timekeeping – enables employees to record start and stop times for work using various methods with data collection devices or the web 

interface 
▪ Salaried timekeeping- is used for employees who enter duration of time per day, often against a set of projects or paycodes 

o calculate total hours based on times collected,  
o calculate premiums (night hours, working holidays, overtimes, etc.) 

o generate exceptions and alerts 

o create and maintain pay rules to calculate paycodes for all type of employees (full -timers /part-timers) 
o provide employee with the ability to request time off; provide manager with the ability to approve time off through approval workflow 

o provide managers with ability to delegate authority 

o perform historical corrections on previous periods 

• Schedule management:  
o create and maintain shift templates and shift patterns that can be assigned to employee 

o enter and track absence in the team schedule 

• Reporting: extract data and build reports on both absence and time data 

Audit:  Ability to maintain audit trail to keep track of edits  

ADP Workforce 

Manager Timekeeping 

Options 

Workforce Manager is offered in two variations which can be “mixed & matched” 

• Hourly timekeeping which totals all punches and durations primarily designed for hourly employees  

• Salaried timekeeping which totals durations primarily designed for salaried employees  

 

ADP Workforce Manager Service Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

E.  ADP Workforce Manager Service     

E.1.1.  General Maintenance     

E.1.1.1.  Perform employee level and holiday table maintenance  X   

E.1.1.2.  Assist Authorized Contacts with inquiries related to employee level and holiday table maintenance X   Maintenance requiring more than 2 hours 

of effort is subject to Change Control 

E.1.1.3.  Keep payroll sign off up to date  X   

E.1.2.  Rules Maintenance     

E.1.2.1.  Notify ADP of changes to Client-defined pay rules  X   

209

Item 14.



 
Augusta-Richmond County 

Ongoing Services Roles & Responsibilities Matrix 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC Page 61 of 114 

ADP Workforce Manager Service Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

E.1.2.2.  Update application based on changes to Client-defined pay rules X   Updates requiring more than 2 hours of 

effort are subject to Change Control 

E.1.3.  Organizational Maintenance     

E.1.3.1.  Notify ADP of any Client changes to organizational hierarchy that may impact configuration  X   

E.1.3.2.  Update application based on changes to Client-defined organizational hierarchy X   Updates requiring more than 2 hours of 

effort are subject to Change Control 

E.1.4.  Authorized Contact Support     

E.1.4.1.  Track and resolve online and phone inquiries from Authorized Contacts X    

E.1.4.2.  Provide toll free number, CRM, Service Connect application access X    

E.1.4.3.  Designate in writing up to 5 Authorized Contacts and provide contact details  X   

E.1.4.4.  Provide support for Authorized Contacts X    

E.1.5.  Interface Administration     

E.1.5.1.  Review and validate control totals and make any necessary corrections in the applicable ADP Application 

Program(s); manage relationship with Client third party vendors  

 X   

E.1.5.2.  Ensure data supplied from non-ADP systems/applications is provided in accordance with mutually agreed 

interface specifications 

 X   

E.1.5.3.  Manage import and export of data into and out of ADP Application Programs   X   

E.1.5.4.  Provide support to assist Client in addressing import and/or export corrections X    

E.1.5.5.  Review, approve, and initiate transmission of time, attendance and labor data to payroll system  X   

E.1.5.6.  Provide support to assist Client in addressing import and/or export corrections X    
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ADP Workforce Manager Service - Additional Modules and Services Responsibility 

The following additional modules and Services are available for purchase in approved countries.  Such additional modules and/or Services are in scope if explicitly set forth in the Pricing and Financial 

Terms Appendix. 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

F.  ADP Workforce Manager Service - Additional Modules and Services     

F.1.1.  Accruals + Leave + Attendance     

F.1.1.1.  Include Accruals and Leave features PLUS provide the ability to monitor and enforce any punitive and/or 

reward policies related to attendance failures and/or accomplishments.  For example, late in, early out, or 

absent for the day.  Note: Hours Based Leave support only 

X X   

F.1.2.  Analytics     

F.1.2.1.  Labor Reporting & Metrics that provide you with data when and where you need it to make better labor 

decisions 

X X   

F.1.3.  Hardware     

F.1.3.1.  Arrange shipment of time clocks to Client X    

F.1.3.2.  Ensure delivery of time clocks by managing country specific customs clearance procedures  X   

F.1.3.3.  Provide ongoing remote software support of time clocks at Client locations  X   Client involvement may be required. 

F.1.4.  Hardware - Maintenance     

F.1.4.1.  Contact ADP to report inoperative time clocks; provide ADP connectivity to access time clocks (if 

needed); ensure time clocks are prepared for maintenance 

 X  Maintenance is included in all Time clock 

Subscriptions.  Maintenance for 

Purchased Time clocks is subject to an 

annual fee as set forth in the Pricing and 

Financial Terms Appendix 

F.1.4.2.  Assess request, repair or replace any parts found to be defective and covered by time clock maintenance X   

F.1.4.3.  Return defective time clocks to ADP  X   
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

G.  ADP Benefits Administration Services     

G.1.1.  Define Client benefits strategy and policies; act as Plan Administrator; own all plan design and fiduciary 

responsibility; manage Client vendors 

 X   

G.1.2.  Process Client benefits in accordance with Client business rules as mutually agreed during 

implementation, as follows: 

• Determine eligibility for US-based active employees and employees on leave for benefits plans based 

on Client eligibility rules 

• Manage the annual benefits enrollment and annual benefits roll-over processes 

• Enable Client employees to manage benefits enrollment and changes  

• Calculate payroll deductions 

• Provide data to Client benefits plan carriers regarding initial enrollment and ongoing changes to 

enrollment 

X   

G.1.3.  Provide ongoing support to Client employees as follows: 

• Respond to enrollment and eligibility inquiries 

• Provide navigation and password assistance 

• Complete enrollment transaction on behalf of employee  

• Authenticate and verify enrollment 

X    

G.1.4.  Provide ongoing support to Client-designated contacts as follows: 

• Research and respond to benefits inquiries 

• Verify content and timing of carrier, HR, and payroll data transmissions 

• Respond to eligibility inquiries 

X    

G.1.5.  Maintain historic benefits election and transaction data for each Client employee beginning as of ongoing 

services commencement date 

X    

G.1.6.  Provide Client access to data management tools to enable reporting and analysis X    

G.1.7.  Respond to inquiries from ADP regarding benefits strategy and policy  X   

G.1.8.  Coordinate with Client carriers to maintain plan design, including eligible zip codes for each H&W plan 

option 

 X   

G.1.9.  Employee Benefits Self Service Functionality     

G.1.9.1.  Enable Client employees to: 

• Elect benefits based on eligibility 

• View current and historical elections 

• Access and utilize decision support tools 

X    
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

G.1.9.2.  Provide and update consumer-driven healthcare decision support tools, as follows: 

• Medical cost calculator to enable employees to compare out-of-pocket expenses associated with each 

medical plan for which they are eligible 

• Plan comparison tool to enable employees to select plan attributes and build side-by-side comparison 

of those attributes across available plan options 

X    

G.1.9.3.  Utilize ADP standard functionality to update consumer-driven healthcare decision support tools to reflect 

Client plan design changes 

 X   

G.1.10.  Client Practitioner Benefits Self Service Functionality     

G.1.10.1.  Enable Client practitioners to administer employee benefits as defined in this matrix; specific functionality 

includes ability to: 

• Enroll on behalf of employee 

• Perform administrative correction events 

• View current and historical data 

• Approve pended elections (EOI) 

• Deny pended elections 

• View and download management reports 

• Access ad hoc reporting tool 

X    

G.1.10.2.  Provide an audit trail documenting benefits transactions made by employees and/or Client practitioners  X    

G.1.11.  Enrollment Notifications     

G.1.11.1.  Send standard email Notification of Opportunity to Enroll to newly eligible Client employees and Client 

employees eligible for new plans; make printable Eligibility Summary available online 

X    

G.1.12.  Enrollment Acknowledgements     

G.1.12.1.  Send standard email Acknowledgement of Enrollment/Default Assignment to employees who make a 

change to their coverage, are defaulted to coverage, or experience a change in coverage due to a change 

in eligibility, including link to printable Election Confirmation 

X    

G.1.13.  Employment Status Changes and Family Status Changes     

G.1.13.1.  Process election changes due to changes in employment status (e.g., part-time to full-time, transfer, move 

out of current plan service area) or family status (e.g., marriage, birth of a child) that impact employee 

benefits eligibility in accordance with Client plan rules 

X    

G.1.13.2.  Notify employee if current plan election becomes unavailable due to employee change X    

G.1.13.3.  Send confirmation of employee-elected benefits as result of employment or family status change, or 

assign Client-designated default coverage in the event employee fails to enroll  

X    
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

G.1.13.4.  Send COBRA initial rights information to Client COBRA vendor in standard ADP format for newly elected 

employees and spouses 

X    

G.1.13.5.  Report dependent termination date to Client carriers in standard ADP file format as part of standard 

weekly carrier processing 

X    

G.1.13.6.  Send data to Client COBRA vendor in standard ADP file format for terminated dependents X    

G.1.14.  Dependent Age-out Process     

G.1.14.1.  Review ad hoc report to determine dependents who will age-out; notify Client employee that coverage will 

terminate for the dependent  

  X   

G.1.14.2.  Terminate coverage for ineligible dependents in ADP system  X   

G.1.14.3.  Dependents who reach the maximum age for eligibility will automatically be removed from coverage in 

accordance with the eligibility rules established by client 

X    

G.1.14.4.  Report dependent termination date to Client carriers in standard ADP file format as part of standard 

weekly carrier processing 

X    

G.1.14.5.  Send data to Client COBRA vendor in standard ADP file format for terminated dependents X    

G.1.15.  Domestic Partner Coverage     

G.1.15.1.  Process benefits elections for domestic partners of Client employees, as well as the children of such 

individuals in accordance with Client eligibility rules and imputed income calculation rules  

X    

G.1.16.  Pending Elections and Confirmation of Dependent Enrollment     

G.1.16.1.  Pend and/or verify eligibility of dependents in accordance with Client business rules, as desired  X  NOTE:  ADP will provide reports to 

support pending elections if pending 

feature is utilized by Client 

G.1.17.  Evidence of Insurability Processing     

G.1.17.1.  Pend life insurance elections in accordance with Client and/or Client carrier evidence of insurability (EOI) 

requirements; make EOI form(s) available via ADP Application Program 

X    

G.1.17.2.  Provide and/or confirm accuracy of information required to complete EOI form (e.g., Client employee 

annual salary) before employee submits completed form to carrier 

 X   

G.1.17.3.  Approve or deny coverage and update ADP Application Program accordingly; respond to inquiries related 

to EOI 

 X   

G.1.17.4.  Adjust benefits records, update benefit payroll deductions, and generate and distribute an email 

Acknowledgement of Enrollment based on ADP Application Program update completed by Client  

X   NOTE:  In the event Client employee fails 

to submit appropriate documentation, the 
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

election will expire as mutually agreed 

during implementation 

G.1.18.  Collection of Beneficiary Designations     

G.1.18.1.  Provide online tool to enable Client employees to designate beneficiaries X    

G.1.19.  Appeals     

G.1.19.1.  Review and resolve written appeals submitted by employee; notify ADP of decision regarding appeals   X   

G.1.19.2.  Notify employee of decision in writing  X   

G.1.19.3.  Update systems to reflect Client decision X    

G.1.20.  Haste Enrollments     

G.1.20.1.  Work directly with Client carriers, and Client as needed, to enroll Client employees and/or dependents 

who are eligible for and need immediate access to health care 

X   NOTE:  Employee and/or dependent(s) 

record must be available in ADP 

Application Program in order for that 

employee and/or dependent(s) to be haste 

enrolled 

G.1.21.  New Plan Year Updates and Annual Enrollment Set-up     

G.1.21.1.  Communicate potential plan design changes for upcoming plan year, and confirm key dates associated 

with any new plan year updates; confirm plan design changes, as well as accuracy of new plan year rates 

and zip codes in accordance with timeframes designated in this Service Definition 

 X  NOTE:  All annual enrollment periods are 

assumed passive; active annual 
enrollment may be subject to additional 

fees  

G.1.21.2.  Prepare Change Control Item for plan design changes (e.g., number of eligibility groups, benefits eligibility 

rules for each eligibility group, or EOI requirements) 

X   NOTE:  This Section and the following 

Section apply to Client plan years 

subsequent to year of initial 

implementation only 

G.1.21.3.  Approve or decline submitted Change Control Items, provided that Client understands no plan design 

changes will be implemented in the absence of an approved Change Control Item 

 X   

G.1.21.4.  Coordinate new plan year updates, as follows: 

• Update benefits enrollment system to reflect upcoming year rates, payroll calendars, and zip codes for 

current Client carriers 

• Modify benefits enrollment system to reflect approved Change Control Items for upcoming year plan 

design changes 

• Test all changes to verify compliance with submitted documentation (i.e., rate and zip code files, and 

approved Change Control Items) and readiness for Client testing 

X    
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

G.1.21.5.  Participate in Client testing and approve system set-up for new plan year; manage all communication to 

Client employees and managers related to annual enrollment and new plan year updates; manage Client 

carrier relationships 

 X   

G.1.22.  New Plan Year Updates and Annual Enrollment Processing     

G.1.22.1.  Send standard email Notification of Opportunity to Enroll to each eligible Client employee  X    

G.1.22.2.  Accept Client employee annual enrollment elections via ADP Application Program during single two (2) 

week annual enrollment period  

X    

G.1.22.3.  Send standard email Acknowledgement of Enrollment/Default Assignment with link to personalized 

Election Confirmation to each Client employee summarizing elected and/or default benefits coverage for 

upcoming plan year after close of annual enrollment period 

X    

G.1.22.4.  Prepare and transmit new plan year benefits election files with enrolled employee data to Client carriers 

after close of annual enrollment period 

X    

G.1.22.5.  Prepare and transmit new plan year payroll deduction file to payroll (end dates for current plan year not 

included unless coverage is changed or terminated) after close of annual enrollment period  

X    

G.1.22.6.  Coordinate with Client carriers to confirm processing dates and procedures for new plan year preview file; 

subject to completion of successful testing, transmit new plan year preview files to Client carriers; confirm 

receipt of each preview file with Client carriers 

X    

G.1.23.  Concurrent Year Processing     

G.1.23.1.  Support concurrent plan year processing on an ongoing basis for up to two (2) consecutive plan years X    

G.1.24.  Payroll Deduction Processing     

G.1.24.1.  Calculate per pay period benefit deductions for each Client employee, including imputed income for 

company-provided life insurance above $50,000 

X    

G.1.25.  Carrier Enrollment Files     

G.1.25.1.  Send to Client carrier FTP server or post enrollment files to secure ADP FTP server for each Client carrier 

in accordance with predefined schedule for frequency and posting dates 

X   NOTE:  Pricing includes up to 8 health 

care enrollment files provided in HIPAA 

compliant 834/5010A standard format 

G.1.25.2.  Acknowledge receipt of weekly enrollment files, and report any enrollment discrepancies to ADP   X  

G.1.25.3.  Coordinate with carriers to seek to resolve any load report errors; escalate errors resulting from Client 

data issues to Client for resolution 

X   NOTE:  Records in error are not 

processed 

G.1.25.4.  Correct data per escalated issues as noted in previous section  X   
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Benefit Services  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

G.1.26.  Premium Payment Disbursement     

G.1.26.1.  Submit funds request to Client for premium amounts due to each Client carrier X    

G.1.26.2.  Approve ADP funds request, and make funds available to ADP to pay premiums to Client carriers  X  NOTE:  Client carriers must agree to self 

bill; ADP will not pay based on carrier 

invoices 

G.1.26.3.  Report and disburse premiums to Client carriers and coordinate with carriers to seek to resolve any 

discrepancies related to premiums 

X    

G.1.26.4.  Provide monthly reports to Client showing current active enrollment for each Client carrier and any data 

added/changed/deleted since previous reporting period 

X    

G.1.26.5.  Calculate retroactive premiums up to maximum of sixty (60) days from billing month X    
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ADP Health Compliance Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

H.  Overview     

H.1.1.  Support Client compliance-related efforts associated with the Affordable Care Act (ACA) through the 

services defined in this Section 

X    

H.1.2.  Provide payroll, benefits, and other related and mutually agreed upon data, as applicable, to ADP in 
accordance with mutually agreed format and schedule to support services outlined in this section; respond 

to Client employee inquiries related to the ACA; manage relationship with Client third party vendors  

 X   

H.2.  Eligibility     

H.2.1.  Communicate to ADP changes in measurement periods, stability periods, administrative periods, employee 
categories (if applicable), and rules applicable to new hires and rehires 

 X   

H.2.2.  Provide additional information regarding hours of service (e.g., FMLA, jury duty, USERRA) not included in 

payroll data 

 X   

H.2.3.  Import payroll data on mutually agreed schedule X    

H.2.4.  Calculate average hours of service for Client-defined measurement period(s); indicate ACA benefit status 
(full-time or part-time) based on Client-provided business rules 

X    

H.2.5.  Review standard reports provided by ADP and confirm or modify ACA benefit status; provide approval 

and/or corrections to ADP within mutually agreed time frame 

 X   

H.2.6.  Update Client benefits system to reflect employee ACA benefit status as directed by Client X    

H.3.  Affordability “Safe Harbor” Testing     

H.3.1.  Notify ADP of “safe harbors” to be utilized for testing  X   

H.3.2.  Complete affordability safe harbor testing and provide results to Client based on safe harbors selected by 

Client 

X    

H.4.  Regulatory Management     

H.4.1.  Provide regulatory management services as outlined in this section X    

H.4.2.  New Hire Notice of Coverage     

H.4.2.1.  Provide Client-approved notice of coverage to newly hired Client employees to include information 
regarding: 

• Existence of marketplaces; 

• Availability of and potential eligibility for premium tax credit and/or cost sharing reduction; and 

• Impact to employee if employee elects marketplace plan, including loss of Client contributions 

X    

H.4.3.  Post-enrollment Verification of Information for Marketplaces     

H.4.3.1.  Respond to federal and state marketplace inquiries to verify information related to employee eligibility for 

financial assistance (e.g., employment, wages, Client business rules related to eligibility) 

X    
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ADP Health Compliance Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

H.4.4.  Exchange Notice Management     

H.4.4.1.  Forward any determination notices received from federally-facilitated or state marketplaces stating Client 

may be subject to penalty due to a Client employee enrolling in a marketplace plan and deemed eligible for 
receiving premium tax credits 

 X   

H.4.4.2.  Store determination notices received from Client; coordinate communication between the federal and state 

marketplaces, U.S. Department of Health and Human Services (HHS), and Client; submit appeal on behalf 
of Client including information to support such appeal that is available to ADP; reconcile final determination 

X   NOTE:  ADP support does not include 

representing Client or attending hearings 

H.4.5.  Annual Health Coverage Reporting     

H.4.5.1.  Provide data required to complete annual health care coverage report to ADP in mutually agreed format   X  NOTE:  If Client’s plan is self-insured, 

required data includes identification and 
taxpayer identification numbers for all 

covered persons 

H.4.5.2.  Compile data required to complete annual health care coverage reports required under Internal Revenue 
Code Sections 6055 and 6056 (IRS Forms 1094-C and 1095-C) 

X    

H.4.5.3.  Prepare and provide hard copy individual health care coverage reports (IRS Form 1095-C) to Client 

employees 

X   NOTE:  Client employees may also view 

IRS Form 1095-C if iPay is being used by 
Client for another service 

H.4.5.4.  Prepare and file annual health care coverage summary report to Internal Revenue Service (IRS Form 1094-

C) 

X    

H.4.6.  Penalty Management     

H.4.6.1.  Send IRS penalty notices to ADP within 24 hours of Client receipt of such notices  X   

H.4.6.2.  Receive and reconcile penalties assessed to Client by IRS for noncompliance with ACA shared 
responsibility requirements 

X    

H.4.6.3.  Appeal penalty assessments as applicable and as directed by Client X   NOTE:  ADP support does not include 

representing Client or attending hearings 

H.4.6.4.  Submit funds request to Client for penalty amounts due to IRS X    

H.4.6.5.  Approve ADP funds request, and make funds available to ADP to pay IRS penalties  X   

H.4.6.6.  Subject to completion of previous task/activity by Client, report and disburse penalties to IRS X    

H.5.  Client Support     

H.5.1.  • Provide ongoing support to one (1) Client-named contact (and back-up contact, as needed), including: 

• Researching and responding to inquiries regarding hours of service by employee and content and timing 

of payroll data transmissions used to calculate ACA benefit status 

• Overall solution and service support 

X    

H.5.2.  Provide access to standard reports X    

H.5.3.  Respond to agency inquiries related to exchange notices and penalties as described above X    
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Talent Acquisition Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

I.  ADP Recruiting Management Services     

I.1.1.  Provide recruiting management tool(s) to support Client recruiting, on-boarding, and lead generation and 

relationship building activities 

X    

I.1.2.  Recruiting Activities     

I.1.3.  Utilize recruiting management tool(s) to create and maintain internal and external career centers and 

talent communities 

 X   

I.1.4.  Maintain business relationship with job board and job board aggregator vendor(s); maintain separate 

contract and relationship with job board aggregator 

 X   

I.1.5.  • Perform ongoing processing and functional activities necessary to: 

• Create requisitions 

• Source, screen, interview, and process candidates 

• Prepare offer letters 

• Acknowledge accepted offers to trigger new hire data feed to HRIS system 

 X   

I.1.6.  On-boarding Activities     

I.1.6.1.  Provide tool to support Client on-boarding processes and navigation to documents associated with 

employee on-boarding process; provide employee online tool to Client to manage documents within 

system 

X    

I.1.6.2.  Utilize on-boarding tool to upload and maintain documents and create/maintain content on 

employee website 

 X   

I.1.6.3.  Perform ongoing processing and functional activities necessary to manage on-boarding of new hires  X   

I.1.6.4.  Lead Generation and Relationship Building     

I.1.6.5.  Provide candidate relationship management (CRM) technology and data base to enable Client to develop 

and manage relationships with passive and active candidates, including ability to:  

• Search for and store resumes 

• Design and conduct email campaigns 

• Track candidate notes 

• Collect candidate information 

• Calendar appointments 

• Configure user-defined fields 

• Search public profiles 

X    

I.1.6.6.  Utilize CRM technology to perform tasks defined in previous section  X   
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Talent Acquisition Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

I.1.6.7.  Provide integration to external database vendors to enable both individual searches and ability to conduct 

automated searches on frequency defined by Client; automatically load retrieved resumes into CRM 

database 

X    

I.1.6.8.  Maintain separate business contract(s) and relationship(s) with external resume database vendors  X   

I.1.6.9.  Enable recruiters to view key statistics (e.g., count by status, count by requisition health), and other 

information (e.g., calendar, notes) 

X    

I.1.6.10.  Provide tool to assist Client meeting certain requirements of the Office of Federal Contract Compliance 

Programs 

X   NOTE:  Any external resume database 

searches conducted outside of the ADP 

environment are not recorded for reporting 

purposes 

I.1.7.  Ongoing Inquiries     

I.1.7.1.  Respond to inquiries from Client employees and managers regarding recruiting management tool(s) 

related to: 

• Log-on process 

• Password resets 

• Basic navigation 

• Certain “how to” processes that are part of the on-boarding experience 

X   NOTES: 

• ADP does not provide support to non-

employee job applicants 

• Supported “employees” are new 
employees who have accepted Client 

job offers, but have not commenced 
/been activated in the HR system of 

record 

• For newly hired employees not yet 

activated in the HR system of record, 
ADP is unable to provide role-specific 

and employee-specific answers/ 
information dependent upon having an 

employee ID in the HR system.  
Similarly, ADP is unable to answer any 

question from a new hire that is 
otherwise security sensitive and 

requires validation of the employee ID 

I.1.7.2.  Respond to applicant, employee and manager questions related to: 

• Hiring process 

• Job responsibilities and position details 

• Qualifications 

• Decision criteria 

• Hiring status 

• Other details specific to a position or process 

 X   
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Talent Acquisition Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

I.1.7.3.  Provide up to three (3) Client contacts to escalate inquiries to ADP for assistance, as needed; use online 

technical support portal and/or 1-800 number to submit and manage support requests 

 X   

I.1.7.4.  Respond to Client-escalated inquiries for advanced technical, configuration, and super-user assistance 

from designated contacts regarding recruiting management tool(s) 

X    

I.1.8.  Ongoing Maintenance     

I.1.8.1.  Maintain ongoing functionality as follows:  

• Add and/or update user information 

• Assign user security profiles 

• Modify workflow, as needed 

• Create and maintain screening questions 

• Create and maintain offer letter templates 

• Manage system table data 

• Manage career center(s) and talent communities 

• Maintain uploaded documents used to support on-boarding activities 

 X   

I.1.8.2.  Schedule and manage platform upgrades to most current version X    

Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.  Ongoing Inquiries     

J.1.1.  Respond to Client employee and manager inquiries related to: 

• Basic navigation 

• Password resets 

X    

J.1.2.  Provide support to Client-named contacts as stated in Appendix 1 for inquiries related to Talent 

Management Solutions 
X    

J.1.3.  Respond to all other Client employee and manager inquiries related to Talent Management Solutions  X   

J.2.  Ongoing Management     

J.2.1.  Create export file for files approved by Client; export and load file to Client system of record  X   

J.2.2.  Run, schedule, and monitor standard reports in accordance with production schedule  X   
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Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.3.  ADP Learning Management     

J.3.1.  Manage learning within Client organization, including the following: 

• Develop, maintain and procure learning content and communicate new course content within Client 

organization 

• Manage instructional design methodology 

• Maintain course, course content and curriculum, including any prerequisites 

• Define learning objectives and evaluation criteria 

• Develop course assessment methodology 

• Establish policy and guidelines for course cancellations and notifications 

 X   

J.3.2.  Provide learning management system that enables Client retained team to: 

• Manage employee training and development plans including standard development factors 

• Create and manage development plan templates 

• Enroll employees in training courses 

• Track completion of employee training 

• Provide access to standard Skill Soft courses within learning management system 

X    

J.3.3.  Group Course Enrollment     

J.3.3.1.  Create and manage group enrollment in and/or auto-assignment of courses based on identified list of 

employees, defined roles/jobs, and or Client business units 

 X   

J.3.4.  Course Catalog Maintenance     

J.3.4.1.  Maintain online course catalog 

 

 X   

J.3.5.  Attendance Management     

J.3.5.1.  Provide Client manager and practitioner access to employee training records; provide access to 

compliance and attendance reporting 
X    

J.3.6.  Instructor Led Training     

J.3.6.1.  Administer instructor led training (ILT) and virtual instructor led training, including scheduling courses, 

closing courses and tracking completion 
 X   

J.3.6.2.  Administer internal and Client third party instructors, facilities and associated equipment, and resources 

needed to deliver Client training 
 X   

J.3.7.  Mandatory Training     

J.3.7.1.  Utilize system to set up required courses for specified Client groups defined by employees, roles/jobs, 

and/or business units 
 X   
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Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.3.8.  Training Materials     

J.3.8.1.  Develop and design desired training materials and distribute any hard copy materials as desired; attach 

online training materials to specific courses 
 X   

J.3.9.  Manager Self Service     

J.3.9.1.  Enable Client managers to run standard reports, assign training to individual employees, and view:  

• Employee profiles 

• Employee course completion status 

• Employee course assignment status 

X    

J.3.10.  Employee Self Service     

J.3.10.1.  Enable Client employees to: 

• Browse course catalog  

• Enroll in courses 

• View and print course completion history 

• View and print course completion certificates 

• View training assignment status 

X    

J.4.  ADP Compensation Management     

J.4.1.  Provide compensation management system that enables Client managers and practitioners to: 

• Coordinate compensation planning process in accordance with Client guidelines 

• Plan for salary changes, long-term incentives, and/or short-term incentive payments and targets in 

local currencies 

• Manage compensation planning process via analytical tools and reports 

X    

J.4.2.  Compensation Planning Cycles     

J.4.2.1.  Communicate potential plan design changes for upcoming compensation planning cycle, and confirm key 

dates associated with any plan design changes; confirm plan design changes in accordance with mutually 

agreed timeframe 

 X   

J.4.2.2.  Prepare requirements document for plan design changes and associated Change Control if required X   NOTE:  Change Control may be 

applicable to items such as changes to 

cycle frequency, changes to plan design 

to accommodate cycle changes, or 

addition of new pay elements 

J.4.2.3.  Approve submitted requirements document; approve or decline any required Change Controls, provided 

that Client understands no plan design changes will be implemented in the absence of approved 

requirements document and required Change Control(s) if applicable 

 X   
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Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.4.2.4.  Coordinate updates as provided by Client, as follows: 

• Modify and update compensation system to reflect Client-approved requirements  

• Test all changes to verify accuracy with submitted documentation and readiness for Client testing 

X    

J.4.2.5.  Participate in Client testing and approve system set-up for new compensation cycle; manage all 

communication to Client employees and managers related to compensation cycle activities 

 X   

J.4.3.  Compensation Cycle Administration     

J.4.3.1.  Coordinate compensation planning cycle activities; provide information to ADP to complete annual update 

to administrative module, including items as applicable such as: 

• Bottom up budgeting percentage or amount for each eligibility group by pay element 

• Top down budgeting dollar amount for applicable pay elements 

• Guideline matrix dimension value, percent, or amount for each eligibility group by pay element 

• Proration factor values for each eligibility group by pay element 

• Any changes to summing allocation rule current weights by pay element 

• Financial results to be used for allocation incentive awards; final global and group based scores for 

each eligibility group 

• Any changes to asset allocation needed for long-term incentive awards 

• Estimated strike price and asset effective date for long-term incentive 

 X   

J.4.3.2.  Complete annual updates provided by Client to compensation management system administrative module 

in preparation for compensation planning cycle as directed by Client 
X    

J.4.4.  Manager Self Service     

J.4.4.1.  • Provide technology to enable Client managers to support annual compensation planning, as follows:  

• Input annual salary changes 

• Input short-term incentive 

• Input long-term incentive 

• Print and distribute individual compensation statements as desired 

• Run standard reports 

X    

J.4.5.  Ongoing Administration     

J.4.5.1.  Process compensation data and ensure applicable payroll requirements are reflected via audit process 

(e.g., budget and guidelines, processing of bonuses in payroll) 
 X   

225

Item 14.



 
Augusta-Richmond County 

Ongoing Services Roles & Responsibilities Matrix 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC Page 77 of 114 

Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.5.  ADP Performance Management     

J.5.1.  Provide performance management system that enables Client employees to: 

• Complete self-assessments 

• Capture and maintain talent profiles 

X    

J.5.2.  Provide performance management system that enables Client managers and practitioners to:  

• Create performance plan templates and individual employee performance plans 

• Complete performance reviews 

• Access all employee performance data within reporting hierarchy 

• Maintain goal library and competencies 

X    

J.5.3.  Define employee goals; conduct assessments; create development plans; communicate performance 

management process to Client employees, managers, and practitioners; confirm completion of 

performance management process; review goal library and competencies on regular basis and provide 

updates to ADP 

 X   

J.5.4.  Annual Performance Management Cycle     

J.5.4.1.  Communicate plan design changes for upcoming plan year, and confirm key dates associated with any 

new plan year updates; confirm plan design changes in accordance with mutually agreed timeframe 

 X   

J.5.4.2.  Prepare requirements document for plan design changes and associated Change Control if required X    

J.5.4.3.  Approve submitted requirements document; approve or decline any required Change Controls, provided 

that Client understands no plan design changes will be implemented in the absence of an approved 

requirements document and required Change Control(s) 

 X   

J.5.4.4.  Coordinate new plan year updates, as follows: 

• Modify and update performance system to reflect approved requirement document  

• Test all changes to verify compliance with submitted documentation (i.e., performance evaluations, 

dates of performance plans) and readiness for Client testing 

X    

J.5.4.5.  Participate in Client testing and approve system set-up for new plan year; manage all communication to 

Client employees and managers related to annual performance evaluations and new plan year updates 

 X   

J.5.5.  Manager Self Service     

J.5.5.1.  Provide technology to enable Client managers to:  

• Update performance evaluations 

• Create and manage development plans 

• Update talent plans 

X    
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Talent Management Solutions Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

J.5.6.  Employee Self Service     

J.5.6.1.  Provide technology to enable Client employees to:  

• Update employee talent profiles 

• Set objectives 

• Create and edit individual development plans 

• Create and submit mid-year self-assessments 

• Create, submit, and accept end-of-year performance self-assessments 

X    

J.5.7.  Ongoing Administration     

J.5.7.1.  Create and assign performance program and plan  X   

J.6.  ADP Succession Management     

J.6.1.  Define and communicate expectations, process, and timing for completing succession plans  X   

J.6.2.  Provide succession planning system that enables Client managers and practitioners to: 

• Identify critical positions and manage succession planning processes 

• Organize succession planning by position and individual 

X    

The ADP Program Manager manages and coordinates the implementation program with Client Program Manager.  All ADP resources responsible for implementation deliverables report to the ADP 

Program Manager.  The Client Program Manager is responsible for assignment and management of Client resources and deliverables.  Appropriate resources from Client, as defined in ADP's resource 

model, will be available to support the implementation throughout the implementation life-cycle.  Client project resources will have executive support for the project and will be empowered to make 

decisions for all Client operating units in a timely manner.  Implementation of all services described in this Service Defini tion will occur as part of a single implementation program in a two stage approach. 

Our scope is predicated on a best solution and practice model with the intent to provide services in a shared model with a “one to many” approach.  The following assumptions are made with regard to 

standardization: 

• The timeframes, estimates, and scope of work defined are based upon the acceptance of ADP’s standard practices, processes (all policies, procedures and configuration requirements) and the 

implementation of such for all companies/divisions/locations of Client 

• Client will utilize the standard processing forms (e.g., direct deposit form, manual check form)  

• Standard best practice business processes, as documented by ADP and reviewed in the Business Analysis and Configuration phases of implementation, will form the baseline for future state 

functionality of the solution 

• Outside of moving to ADP best practices, Client will make no changes to pay policies during implementation 

As part of implementation of the Services, certain change management services are provided to support Client transition to the ADP outsourced service model, including assisting Client with its retained 

team definition and internal communication regarding standard business processes and forms.  Client is responsible for identifying its change management resource(s) and executive sponsor(s), and 
retains overall responsibility for organizational transition to the ADP Services, including identifying additional change team members who will support decisions regarding proper positioning and delivery 

methods, and will utilize such methods to develop and deliver key transition messages. 

ADP provides a change consultant and standard change management services as part of its core offering to guide Client retained team, manager, and employee transition to Client future state model.  

Client will utilize ADP’s standard adoption campaign as part of implementation of ADP services.  Custom services, including custom change management, custom communications development, and 

custom training development, are not included as part of core change management services or this program implementation.  
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Implementation Services Roles & Responsibilities Matrix, Overall Program Management Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

0.1.0 Overall Program Management     

0.1.0.1 Provide overall program management for all services implemented by ADP; provide overall program 

accountability and a single point of contact to Client throughout program implementation 

X    

0.1.0.2 Manage implementation program in accordance with ADP standard approach to implement the necessary 

components to deliver the systems and services and systems defined in this Service Definition 

X    

0.1.0.3 Assign Client Program Manager to coordinate Client resources required for program implementation; 

complete tasks in accordance with mutually agreed project plan, including but not limited to, testing tasks; 

assume responsibility for Client-based implementation activities; coordinate with ADP Program Manager 

 X   

0.1.0.4 Complete and return deliverables and all required approvals according to the agreed upon due dates in 

the Implementation Program Plan and in accordance with mutually agreed Client Approval process, 

including Designated Approvers 

 X   

0.1.0.5 Conduct quality gates at end of each program phase X    

0.1.0.6 Participate in quality gate meetings  X X NOTE:  Third parties to participate as 

needed 

0.1.0.7 Manage all vendor and third party relationships; ensure vendors and third parties complete deliverables 

and milestones identified in Implementation Program Plan 

 X   

0.1.1 Steering Committee     

0.1.1.1 Identify joint ADP/Client Steering Committee participants with authority to resolve escalated issues; 

provide required resources; and define vision for, engage in, stay informed of, and support change 

management activities 

X X   

0.1.1.2 Facilitate Client Steering Committee meetings biweekly or other mutually agreed frequency X    

0.1.1.3 Participate in Client Steering Committee meetings  X   

0.1.2 Program Team     

0.1.2.1 Provide Program Team that includes resources with product/functional knowledge to:  

• Complete ADP deliverables and milestones identified in Implementation Program Plan 

• Make timely decisions 

• Ensure effective communication 

• Respond to and/or resolve issues quickly  

• Complete tasks timely 

• Provide Client Program Team staffing model (requirements) 

X   NOTE:  ADP resources will travel as 

needed to facilitate the implementation of 

Client solution, and travel will be billed as 

outlined in the Pricing and Financial Terms 

0.1.2.2 Provide centrally-located Program Team that includes resources with functional knowledge to:  X  NOTE:  Client to identify and add subject 

matter experts to core Program Team as 
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Implementation Services Roles & Responsibilities Matrix, Overall Program Management Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

• Complete Client deliverables and milestones identified in Implementation Program Plan 

• Make timely decisions 

• Ensure effective communication 

• Respond to and/or resolve issues quickly  

• Complete tasks timely across all locations 

needed to facilitate redesign and/or 

standardization of Client business 

processes 

0.1.2.3 Provide on-site Client workspace for ADP Program Team prior to commencement of implementation  X  NOTE:  Workspace must accommodate up 

to four (4) ADP associates during Business 

Analysis phase and is preferably a single 

conference room or office, including 

telephone with long-distance capability, 

local printer, and internet access to allow 

remote access to ADP intranet 

0.1.3 Program Plan     

0.1.3.1 Provide and maintain Implementation Program Plan, including dependencies and concurrencies, in 

accordance with program scope; update program plan weekly; manage program plan including 

identification of both ADP and Client deliverables and milestones 

X    

0.1.3.2 Approve Implementation Program Plan; complete Client deliverables and milestones in accordance with 

Implementation Program Plan 

 X   

0.1.4 Team Communications     

0.1.4.1 Conduct initial meeting and weekly program status meetings with Client Program Team; prepare weekly 

program status reports including summary of progress relative to Program Plan, issue status, and program 

risks 

X    

0.1.4.2 Participate in initial meeting and weekly program status meetings  X   

0.1.5 Issue Management     

0.1.5.1 Raise issues in a timely manner  X  NOTE:  For details regarding escalation 

process during Implementation, refer to 

Communication Workbook 

0.1.5.2 Maintain Issues Log to record, track, and close issues including: 

• Date reported 

• Individual responsible for issue resolution 

• Criticality to program plan (e.g., impacts critical path, minor impact) 

• Date resolution required to avoid impact on Program Plan 

X    
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Implementation Services Roles & Responsibilities Matrix, Overall Program Management Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

0.1.5.3 Work with ADP to resolve issues identified as Client owned according to schedule in Issues Log  X  NOTE:  Client management must be 

available to assist in timely issue 

resolution, as needed 

0.1.6 Risk Management     

0.1.6.1 Assess and manage risk areas; create mitigation strategy for any identified risks; report status to Client 

Program Team via weekly status meetings and/or Client Steering Committee meetings 

X    

0.1.6.2 Maintain Risks Log to record, track, and close issues X    

0.1.6.3 Work with ADP to develop mitigation strategies to address identified risks  X  NOTE:  Client management must be 

available to assist in developing and 

approving risk mitigation strategies, as 

needed 

0.1.7 Scope Management     

0.1.7.1 Manage program scope in accordance with this Service Definition; coordinate any changes to program 

scope with Client in accordance with the Change Control Policy 

X    

0.1.7.2 Respond to Change Control requests prior to commencement of work and in accordance with the Change 

Control Policy 

 X  NOTE:  Client management must be 

available to make timely decisions 

regarding Change Control requests, as 

needed 

0.1.8 Technical Requirements & Support     

0.1.8.1 Ensure hardware specifications, operating system, and configuration requirements are met for all ADP 

applications 

 X   

0.1.8.2 Provide IT resources to ensure technical environment is in place, and required programming and data 

conversion responsibilities are met 

 X  NOTE:  ADP does not provide any 

supplemental technical support related to 

these responsibilities 

0.1.9 Client Change Management Communication Plan     

0.1.9.1 Assist Client in creating/building change management communication plan X    

0.1.9.2 Execute change management communication plan  X   

ADP’s program implementation process consists of eight (8) phases conducted over two stages, as follows: 

• Stage A:  Initial Migration to COS Managed Services (9 weeks): 

- Phase 1 – Program Start-up 

- Phase 2 – Business Analysis (mandatory system changes and SOP implementation) 
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- Phase 3 – Configuration (mandatory system changes) 

- Phase 4 – Validation (model office testing and parallel testing) 

- Phase 5 – Migration to COS Managed Service 

• Stage B:  Final Migration to COS Service Delivery and Systemic Standardization (14 weeks):  

- Phase 6 – System Analysis and Commence Implementation of other ADP Services (if applicable) 

- Phase 7 – Additional Configuration 

- Phase 8 – Final Migration and Program Close-Out 

Each phase is described in further detail below, including the objectives, work activities, deliverables, and quality gates for each phase.
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Stage A:  Phase 1 – Program Start-up 

Program Start-up includes ADP and Client preparation to begin the Business Analysis sessions.  To begin this phase, Client must approve the Implementation Services section of this Service Definition. 

Objectives 

• Complete preliminary analysis templates to facilitate Business Analysis phase of implementation  

• Assemble and introduce ADP and Client program teams 

Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 1 – Program Start-up Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

1.1.0 Preliminary Business Analysis     

1.1.0.1 Provide preliminary analysis templates pre-populated with ADP pre-defined standards to Client and 

support Client in completion of such tools and templates 

X    

1.1.0.2 Complete and return preliminary analysis templates; gather data needed for program (e.g., plan 

descriptions, business rules, events, schedules) and provide such data to ADP 

 X  NOTE:  All pre-analysis homework 

materials must be completed by Client 

prior to project kick-off 

1.1.0.3 Provide change management overview, including summary of activities and processes X    

1.1.0.4 Conduct Change Management Interviews to: 

• Understand climate for change within Client organization 

• Assess potential impact of change on key Client stakeholders, as well as on other Client projects and 

activities 

X    

1.1.0.5 Communicate roles and responsibilities to be fulfilled by Client to ensure successful transition to ADP 

shared service outsourcing environment as described in: 

• Project role descriptions 

• Retained Team role descriptions 

X    

1.1.1 ADP/Client Introduction     

1.1.1.1 Assemble ADP Program Team; conduct executive kick-off meeting to: 

• Introduce teams 

• Review Preliminary Analysis materials 

• Review implementation approach 

• Discuss Client site logistics requirements 

• Review quality gates 

X    

1.1.1.2 Assemble Client Program Team; participate in ADP/Client introduction conference call   X   
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Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 1 – Program Start-up Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

1.1.2 Business Analysis Calendar     

1.1.2.1 Complete Business Analysis Calendar identifying dates for Client business analysis sessions, as well as a 

description of each session, the facilitator for each session, and the required and recommended Client 

participants for each session 

X    

1.1.2.2 Assist in completing Business Analysis Calendar, including scheduling appropriate Client team members 

and subject matter experts to participate in business analysis sessions 

 X   

1.1.2.3 Manage to and maintain any changes to Business Analysis Calendar X    

1.1.3 Client Training     

1.1.3.1 Provide summary of any standard required training Client must complete prior to start of Business 

Analysis phase 

X    

1.1.3.2 Complete required training prior to start of Business Analysis in accordance with implementation Program 

Plan 

 X   

1.1.4 Program Staffing     

1.1.4.1 Provide baseline staffing plan to Client X    

1.1.4.2 Identify and provide resources in accordance with staffing plan prior to Program Kick-off Meeting  X   

1.1.5 Program Kick-off Meeting     

1.1.5.1 Schedule, organize and facilitate Client program kick-off meeting X    

1.1.5.2 Assist in scheduling and coordinating Client program kick-off meeting  X   

Deliverables 

• Client Preliminary Analysis Templates 

• Project Role Descriptions 

• Retained Team Role Descriptions 

• Business Analysis Calendar 

• Client Training Course Inventory 

• Client Program Staffing Plan 

• Client Approval Process, including Designated Approvers 

Quality Gates 

• Completed Client Preliminary Analysis Templates 

• Client and ADP Implementation Team Assigned
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Stage A:  Phase 2 – Business Analysis 

The Business Analysis phase begins with Client program kick-off meeting, continues with multiple discovery sessions to complete the analysis process, and ends when Client approves the future-state 

standard operating procedures. 

Objectives 

• Clarify and document Client future state model utilizing ADP’s delivered standard operating procedures (SOPs)  

• Conduct Business Analysis sessions to ensure both ADP and Client understand roles and responsibilities in future state model  

• Identify and train Client retained team 

• Provide standard baseline for, and begin implementation of, change management activities 

Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 2 – Business Analysis Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

2.1.0 Business Requirements     

2.1.0.1 Facilitate multiple discovery sessions with Client to analyze mandatory system changes and review ADP 

SOPs 

X    

2.1.0.2 Ensure appropriate Client resources participate in discovery sessions  X   

2.1.1 Client Future State Model     

2.1.1.1 Define and conduct review sessions to explain Client future state model, including detailed analysis of 

ADP standard processes 

X    

2.1.1.2 Ensure appropriate resources attend review sessions to define and understand roles and responsibilities 

in future state model, including use of standard ADP forms for processing and delivered standard 

operating procedures 

 X   

2.1.1.3 Document Client-owned future state business processes  X   

2.1.1.4 Define mandatory system changes for Client’s migration to COS managed service model; notify Client of 

mandatory system changes that will occur 

X    

2.1.2 Change Management Communications     

2.1.2.1 Develop change management communications  X   

2.1.2.2 Guide Client in developing change management communications; provide relevant collateral samples to 

assist Client in developing Client-specific communication and training deliverables 

X    

2.1.3 Change Impact Inventory     

2.1.3.1 Develop Change Impact Inventory to: 

• Capture key changes between Client current model and future state model 

• Identify impacted audiences and appropriate change approach 

• Incorporate Client-specific details related to the change 

X    
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Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 2 – Business Analysis Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

• Bundle results into groups to facilitate development of communication and training content  

2.1.3.2 Provide input and feedback in order to complete Change Impact Inventory  X   

2.1.4 Role Assignment Matrix     

2.1.4.1 Develop initial Role Assignment Matrix to: 

• Identify Client retained responsibilities 

• Categorize tasks by role, person, and function 

• Size work volume to support balanced work distribution 

X    

2.1.4.2 Provide input and feedback during development of Role Assignment Matrix  X   

2.1.4.3 Finalize Role Assignment Matrix for use within Client organization  X   

2.1.5 Implementation Testing Strategy     

2.1.5.1 Present Testing Strategy document to define and explain testing approach, preparation, and roles and 

responsibilities 

X    

2.1.6 Quality Gate     

2.1.6.1 Conduct Business Analysis & Configuration quality gate X   NOTE:  The quality gate for both Phase 2 

(Business Analysis) and Phase 3 

(Configuration) are completed the same 

time as defined in Sections 2.1.6 and 3.1.4 

2.1.6.2 Participate in Business Analysis & Configuration quality gate  X   

Deliverables 

• Client Program Kick-off Meeting 

• Client Future State Standard Operating Procedures (as modified and approved) 

• Final Testing Strategy 

Quality Gates 

• Completed Future State Standard Operating Procedures 

• Presented Testing Strategy
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Stage A:  Phase 3 – Configuration 

The Configuration phase runs in parallel with the Business Analysis phase, and ends when unit testing of the mandatory system charges are successfully completed.  The goal of this phase is to make any 

system changes that are necessary to migrate Client’s current systems to the COS service model.  

Objectives 

• Configure all mandatory system changes required to migrate Client’s current systems to the COS service model  

• Understand baseline scope of changes to be made in Stage B of Implementation  

• Finalize Change Management Deliverables (Training Plan, Communication Plan, Role Assignment Matrix, and Change Impact Invento ry) 

• Complete successful unit testing (ADP internal) of all system changes 

Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 3 – Configuration Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

3.1.0 System Configuration     

3.1.0.1 Configure mandatory system modifications as defined and approved during Business Analysis phase X    

3.1.1 Interface & Report Analysis     

3.1.1.1 Analyze interfaces and reports to identify changes for Stage B of Implementation X    

3.1.1.2 Participate in interface and report analysis, including coordinating with third party vendors as needed  X   

3.1.1.3 If required for unit testing, provide production representative test data in format required, as defined in 

approved specification 

X X X NOTE:  Production representative data is 

defined as HR indicative data 

3.1.2 Change Management Planning     

3.1.2.1 Guide Client in developing Change Management Plan, as follows: 

• Finalize Change Impact Inventory 

• Finalize Role Assignment Matrix 

• Finalize Communication Plan 

• Finalize Training Plan 

X    

3.1.2.2 Provide input and feedback to ADP to complete activities described in this Section; validate Change 

Management Plan details with Client executive sponsor(s); confirm Client executive sponsor(s) support of 

Change Management Plan, including participation in change management activities as required 

 X   

3.1.3 Unit Testing     

3.1.3.1 Conduct unit testing (ADP internal) on all mandatory system changes X    

3.1.4 Quality Gate     

3.1.4.1 Conduct Business Analysis & Configuration quality gate X   NOTE:  The quality gate for both Phase 3 

(Configuration) and Phase 2 (Business 
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Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 3 – Configuration Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

Analysis) are completed the same time as 

defined in Sections 2.1.6 and 3.1.4 

3.1.4.2 Participate in Business Analysis & Configuration quality gate  X X  

3.1.5 Client Testing Preparation     

3.1.5.1 Create Client Test Plan, Test Case Matrix, and Test Schedules defining model office and parallel testing 

approach and timeline 

X    

3.1.5.2 Provide standard test cases to Client, train Client on completing the test cases, and support Client in 

completion of test cases to be completed prior to Validation phase 

X    

3.1.5.3 Update Client standard model office and parallel test cases with test data and expected outcomes and 

provide to ADP for review 

 X   

3.1.6 Client Testing Training Preparation     

3.1.6.1 Provide application training as required and noted in Training Plan X    

3.1.6.2 Provide process training as noted in Training Plan X    

3.1.6.3 Execute internal knowledge transfer on Client specifics prior to start of Validation phase X    

3.1.6.4 Complete required application and process training prior to start of Validation in accordance with 

implementation Program Plan 

 X   
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Deliverables 

• Client Mandatory System Configuration 

• Change Impact Inventory 

• Role Assignment Matrix 

• Communication Plan 

• Training Plan 

• Unit Testing (ADP internal) of Mandatory System Changes 

• Model Office and Parallel Test Plan, Test Case Matrix, and Test Schedules 

• Test Cases 

Quality Gates 

• Configured Client System  

• Finalized Change Impact Inventory  

• Finalized Role Assignment Matrix 

• Finalized Communication Plan 

• Finalized Training Plan 

• Conducted Unit Testing 

• Completed Training on Client Future State Standard Operating Procedures 

• Finalized Model Office and Parallel Test Plan, Test Case Matrix, and Test Schedules 

• Finalized Test Cases
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Stage A:  Phase 4 – Validation 

Validation consists of conducting two test cycles to verify that systems function and future state standard operating procedures are in accordance with the COS service standards.  Validation is performed 

to confirm processes are acceptable to all users in terms of valid processing results.  Incidents identified during testing are prioritized and corrected on a timely basis.  

Validation is conducted as follows: 

• Model Office Testing 

• Parallel Acceptance Testing  

Objectives 

• Verify readiness to support Client solution in accordance with Testing Strategy document 

• Continue implementation of Change Management actions 

Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 4 – Validation  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

4.1.0 Test Management     

4.1.0.1 Conduct testing status meeting; submit and resolve Test Incident Reports (TIRs); maintain Test Plan, Test 

Schedule, and Test Case Matrix during all phases of testing 

X    

4.1.0.2 Participate in testing status meeting; submit and work to resolve Test Incident Reports (TIRs)  X   

4.1.1 Preliminary System Transfer for Testing     

4.1.1.1 Transfer Client’s current ADP system and data to COS service environment to facilitate model office and 

parallel testing 

X    

4.1.1.2 Authorize ADP to transfer current ADP system and data to COS service environment  X   

4.1.2 Model Office/Parallel Acceptance Testing     

4.1.2.1 Manage and execute Model Office and Parallel Acceptance Testing; provide testing status updates; 

manage test incident reporting process 

X    

4.1.2.2 Execute cases and validate case results of Model Office and Parallel Acceptance Testing; submit test 

incidents and assist in test incident resolution process; provide and review test files as needed 

 X   

4.1.2.3 Participate in interface and report validation, including coordinating with third party vendors as needed  X   

4.1.3 Continued Change Management Plan Implementation     

4.1.3.1 Prepare Draft Transition Plan deliverable; prepare sample Transition Scorecard  X    

4.1.3.2 Prepare and conduct internal pre-transition meeting; prepare and conduct Client pre-transition meeting  X    

4.1.3.3 Test PSC readiness including accuracy of Knowledge Base documentation X   NOTE:  This testing is performed within 

two (2) weeks prior to Go-live 
4.1.3.4 Assist in testing PSC readiness including accuracy of Knowledge Base documentation  X  
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Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 4 – Validation  Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

4.1.4 Client Production Training Preparation     

4.1.4.1 Provide summary of any required training Client must complete prior to start of Production phase X    

4.1.4.2 Complete required training prior to start of Production phase in accordance with implementation Program 

Plan 

 X   

4.1.5 Quality Gate     

4.1.5.1 Conduct Validation quality gate X    

4.1.5.2 Participate in Validation quality gate  X   

Deliverables 

• Model Office / Parallel Acceptance Testing 

• Transition Plan 

Quality Gates 

• Completed Model Office / Parallel Acceptance Testing 

• Executed Transition Plan
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Stage A:  Phase 5 – Migration to COS Managed Services 

Migration to COS Managed Services is the final step in Stage A of implementation which consists of a series of tasks to move Client systems and services into a COS production environment.  Client 

begins utilizing future-state configuration and SOPs.  During this time, Client is supported by both the ADP implementation and ongoing service teams to ensure high quality results. 

Objectives 

• Successful processing in production environment  

• Continue implementation of Change Management actions 

Implementation Services Roles & Responsibilities Matrix, Stage A: Phase 5 – Migration to COS Managed 

Services 
Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

5.1.0 Program Launch     

5.1.0.1 Update Client Program Launch Checklist as tasks leading up to program launch are completed X    

5.1.0.2 Assist ADP in completing tasks on Program Launch Checklist, as needed  X   

5.1.0.3 Launch Client program X    

5.1.1 Change Management Initial Production Migration Activities     

5.1.1.1 Prepare and conduct internal and Client go-live meetings X    

5.1.1.2 Conduct weekly Client Transition Scorecard meetings post go-live X    

5.1.1.3 Conduct Client “Open Mic” meetings post go-live  X   

5.1.2 Migration to COS Managed Services Process     

5.1.2.1 Complete Migration to COS Managed Services Systems Checklist as tasks are completed X    

5.1.2.2 Assist ADP in completing tasks on Migration to COS Managed Services Systems, as needed  X   

5.1.2.3 Complete Production Readiness Checklist X    

5.1.2.4 Migrate Client systems to production including final data transfer to the COS service environment X    

5.1.3 Quality Gate     

5.1.3.1 Conduct Production quality gate X    

5.1.3.2 Participate in Production quality gate  X   
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Deliverables 

• Client Program Launch Checklist 

• Program Launch 

• Migration to Production Checklist 

• Production Readiness Checklist 

• Client Transition Scorecard 

Quality Gates 

• Completed Client Program Launch Checklist 

• Received Client Approval for Program Launch 

• Completed Migration to Production Checklist 

• Completed Production Readiness Checklist 

• Delivered Client Transition Scorecard 

• Received Client Approval for Migration to Production  
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Stage B:  Phase 6 – System Analysis and Commence Implementation of other ADP Services, if applicable 

The System Analysis and Commence Implementation of other ADP Services phase begins after Client’s initial go-live in the COS managed services environment.  Additional analysis sessions, if required, 

will be conducted and scheduled for testing and migration to the production COS managed services environment.  In parallel, ADP and Client will begin the implementation of any other ADP services. 

Objectives 

• Conduct analysis sessions to ensure additional system configuration requirements are defined 

• Kick-off the implementation of other ADP services and finalize project plan(s)  

Implementation Services Roles & Responsibilities Matrix, Stage B: Phase 6 – System Analysis and Commence 

Implementation of other ADP Services, if applicable 
Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

6.1.0 Additional Business Requirements     

6.1.0.1 Facilitate additional discovery sessions with Client to analyze non-mandatory system changes and other 

modifications required per this Service Definition 

X    

6.1.0.2 Ensure appropriate Client resources participate in additional discovery sessions  X   

6.1.0.3 Define additional configuration requirements that result from discovery sessions X    

6.1.1 Commence Implementation of Other ADP Services     

6.1.1.1 Commence implementation of other ADP services, if required, by conducting appropriate kick-off 

meetings, discovery sessions, configuration, conversion, validation, and migration activities based on the 

project plan for each new ADP service 

X    

6.1.1.2 Ensure appropriate Client resources participate in the implementation of other ADP services, if required, 

including kick-off meetings, discovery sessions, configuration, conversion, validation, and migration 

activities based on the project plan for each new ADP service 

 X   

6.1.1.3 Continue implementation of other ADP services through completion based on the project plan for each 

new ADP service 

X X   

6.1.2 Quality Gate     

6.1.2.1 Conduct System Analysis quality gate X    

6.1.2.2 Participate in System Analysis quality gate  X   

Deliverables 

• Client Future State System Design Documents and/or Interface Specifications 

• Scope Definition and Project Plan(s) for Implementation of Additional ADP Services, if required 

Quality Gates 

• Completed Future State System Modification Design Document
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Stage B:  Phase 7 – Additional Configuration 

The Additional Configuration phase will complete the non-mandatory system modifications, including configuration, unit testing, regression testing, and promotion of the modifications to the production 

environment.  The goal of this phase is to ensure the automation of manual processes (e.g., interface file delivery and loading) and complete other modifications required per this Service Definition (e.g., 

modification to Client’s existing interfaces as stated in Pricing and Financial Terms).  

Objectives 

• Configure all non-mandatory system changes to meet COS service environment standards  

• Configure any Client specific modifications required per this Service Definition 

• Complete successful testing and promote to production 

Implementation Services Roles & Responsibilities Matrix, Stage B: Phase 7 – Additional Configuration Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

7.1.0 Additional System Configuration     

7.1.0.1 Configure system changes required for automation and other Client required modifications per this Service 

Definition 

X    

7.1.1 Interface & Report Modification     

7.1.1.1 If required, participate in interface and report modification, including coordinating with third party vendors 

as needed 

 X   

7.1.1.2 Modify any interfaces to the approved specifications developed in previous required for data to Phases for 

the future-state environment 
 X X  

7.1.1.3 If required, provide production representative test data in format required for unit testing, as defined in 

approved specification 

X X X NOTE:  Production representative data is 

defined as HR indicative data 

7.1.2 Interface & Report Development     

7.1.2.1 Develop interfaces and reports defined during System Analysis phase and in accordance with this Service 

Definition 

X    

7.1.2.2 Participate in interface and report development, including coordinating with third party vendors as needed  X   

7.1.2.3 Develop any interfaces to the specifications agreed upon by Client and ADP for data to be sent to ADP or 

other Client systems 

 X   

7.1.2.4 Develop any interfaces to be sent or received by Client vendors or Client vendor systems   X  

7.1.2.5 Provide production representative test data in format required for unit testing, as defined in approved 

specification 

X X X NOTE:  Production representative data is 

defined as HR indicative data 

7.1.3 Validation     

7.1.3.1 Perform unit and regression testing on system configuration changes, modified interfaces and reports, and 

, if applicable, newly developed interfaces and reports 

X    
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Implementation Services Roles & Responsibilities Matrix, Stage B: Phase 7 – Additional Configuration Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

7.1.3.2 As needed, participate in unit and regression testing of system configuration changes, modified interfaces 

and reports, and, if applicable, newly developed interfaces and reports 

 X X  

7.1.4 Quality Gate     

7.1.4.1 Conduct Additional Configuration quality gate X    

7.1.4.2 Participate in Additional Configuration quality gate  X X  

7.1.5 Promote Configuration to Production     

7.1.5.1 Migrate system changes, modified interfaces and reports, and, if applicable, newly developed interfaces 

and reports to Client’s production COS system 

X    

Deliverables 

• Client Final System Configuration 

• Unit and Regression Testing 

• Promotion of Modifications to Production 

Quality Gates 

• Configured Client System  

• Conducted Unit and Regression Testing
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Stage B:  Phase 8 – Final Migration and Program Close-Out 

Final Migration and Program Close-Out is the final phase of implementation which consists of a series of tasks transition Client to COS Service Delivery and, for other new ADP services, move the 

systems into production.  ADP formally transitions Client to COS Service Delivery for ongoing support.  For new ADP services, Client phases out current applications and begins utilizing new ADP 

applications and procedures.  The final step in this phase is distribution of an Implementation Lessons Learned Survey to Client and a Lessons Learned Meeting facilitated by the ADP Program Manager 

and the Client Program Manager. 

Objectives 

• Transition of Client to COS Service Delivery 

• For other new ADP services, successful processing in production environment  

• Completion of Lessons Learned Survey and Meeting 

Implementation Services Roles & Responsibilities Matrix, Stage B: Phase 8 – Final Migration and Program 

Close-Out 
Responsibility 

ID Task/Activity ADP Client 
Third 

Party 
Notes 

8.1.0 Transition to COS Service Delivery     

8.1.0.1 Conduct final Transition to Service meeting and formally transition Client to Service Delivery team X    

8.1.0.2 Participate in final Transition to Service meeting  X   

8.1.1 Transition Other New ADP Services to Production     

8.1.1.1 Validate that other new ADP services are delivered per this Service Definition X    

8.1.1.2 Conduct transition to service meeting(s) and transition Client to service team(s) X    

8.1.1.3 Participate in final transition to service meeting(s)  X   

8.1.2 Implementation Lessons Learned Survey     

8.1.2.1 Distribute Implementation Lessons Learned Survey to Client for completion; analyze survey results once 

received from Client 

X    

8.1.2.2 Respond to Implementation Lessons Learned Survey in accordance with requested timeline  X   

8.1.2.3 Conduct Lessons Learned meeting to capture lessons learned and successes from the implementation 

program to apply toward future programs 

X X  NOTE:  Meeting is co-facilitated by ADP 

and Client program leads 

Deliverables 

• Formal Transition to COS Service Delivery 

• Lessons Learned Process 

Quality Gates 

• Completed Formal Transition to COS Service Delivery 

• Conducted and Communicated Results of Client Lessons Learned Survey 
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The maintenance windows are during the hours specified below and during ADP Holidays as described in the Notes section below:  

System Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

COS Payroll Hosting – ADP 

Enterprise HR * 

10:00 pm Mon. – 

6:00 am Tues. 

10:00 pm Tues. – 

6:00 am Weds. 

10:00 pm Weds. 

– 6:00 am Thurs. 

10:00 pm Thurs. 

– 6:00 am Fri. 

10:00 pm Fri. – 

6:00 am Sat. 

10:00 pm Sat. – 

12:00 am Sun. 

12:00 am Sun. – 

6:00 am Mon. 

ADP Electronic I-9 Services 10:00 pm Mon. – 

4:00 am Tues. 

10:00 pm Tues. – 

4:00 am Weds. 

10:00 pm Weds. 

– 4:00 am Thurs. 

10:00 pm Thurs. 

– 4:00 am Fri. 

10:00 pm Fri. – 

4:00 am Sat. 

10:00 pm Sat. – 

4:00 am Sun. 

10:00 pm Sun. – 

4:00 am Mon. 

ADP Enterprise eTIME ** 1:00 am Mon. – 

3:00 am Mon. 

1:00 am Tues. – 

3:00 am Tues. 

1:00 am Weds. – 

3:00 am Weds. 

1:00 am Thurs. – 

3:00 am Thurs. 

1:00 am Fri. – 

3:00 am Fri. 

1:00 am Sat. – 

3:00 am Sat. 

1:00 am Sun. – 

4:00 am Sun. 

ADP Health & Welfare 

Service Engine 

1:30 am Mon. – 

5:30 am Mon. 

1:30 am Tues. – 

5:30 am Tues. 

1:30 am Weds. – 

5:30 am Weds. 

1:30 am Thurs. – 

5:30 am Thurs. 

1:30 am Fri. – 

5:30 am Fri. 

1:30 am Sat. – 

5:30 am Sat. 

1:30 am Sun. – 

5:30 am Sun. 

ADP Recruiting 

Management 

NA NA NA NA NA 12:00 am Sat. – 

6:00 am Sat. 

NA 

ADP Talent Management NA NA NA 12:00 am Thurs. 

– 2:00 am Thurs. 

10:00 pm Fri. – 

12:00 am Sat. 

12:00 am Sat. – 

12:00 pm Sat. 

2:00 am Sun.–

8:00amSun. 

 * Maintenance Window includes ADP Self Service and ADPReporter 

 ** Except the 2nd and 4th Wednesday of each month when the time & labor management system may have expanded maintenance during the hours of 11:00 p.m. Tuesday – 5:00 a.m. 

Wednesday. 

NOTES: 

• All times reflect U.S. Eastern Standard Time Zone. 

• In addition to the above Maintenance Windows, ADP reserves the right to perform Hosted Environment maintenance on ADP Holidays between 12:00 a.m. the morning of the ADP 

Holiday through 12:00 a.m. the morning of the day following the ADP Holiday or the standard end time for that day of the week as noted in the table above, whichever is later.  For 
purposes of Maintenance Windows, ADP Holidays are defined as:  New Year’s Day, Memorial Day, Juneteenth, Independence Day, Labor Day, Thanksgiving Day, Christmas Day, 

and any other general corporate holidays that ADP may adopt from time to time. 

• The hours stated above are subject to change as deemed necessary by ADP. 
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ADP Compliance on Demand is a comprehensive resource that is focused on assisting ADP clients with wage and hour compliance.  
Ideal for organizations with distributed HR teams of varying expertise across the U.S., plans to expand into new states, or questions 
about the latest changes, it is the one source the whole organization can reference for timely and consistent information on federal, 
state and local regulatory compliance content (articles and more).  This unique service also includes an online compliance 
community and access to ADP compliance consultants. 

ADP Compliance on Demand helps clients with compliance challenges by providing the education and job aids they need, monitori ng 
the landscape for changes, alerting clients to these changes and sharing compliance best practices, all with the goal of supporting 
wage and hour compliance across their organization.  The three-part service includes: 

Content is the source of information pertaining to current wage and hour legislative and regulatory information.  With easy on-line 
access, users will be able to: 

• Access current compliance articles, webinars, podcasts, updates, sample policies and more  

•See important upcoming legislative milestones, organized by date, in a compliance calendar and save important items to 
your personal work calendar. Click to see more details about each event and filter to only see federal events and/or events 
for the states that pertain to your business 

• Search topical areas and geographies that are of most interest to you, from the breadth of ADP’s and Littler’s compliance 
research, all in one place  

•Access to innovative tools that help you understand overtime exemptions along with minimum wage and paid sick leave 
requirements 

Community The wage and hour Compliance Community is a secure online community, hosted by ADP, where you can engage in 
discussions with peers that are using ADP solutions and facing similar compliance challenges  

• Instantly find answers to questions that have already been asked 

• Pose new questions to one or multiple peers 

• Cultivate a reliable peer network for future discussions 

Consult if content materials and peer conversations are not enough, the Consult option allows users to engage with ADP’s 
compliance team one-on-one.  Through an online portal, users will be able to: 

• Submit your question or request via e-mail or call the helpdesk 

• Receive assistance from an ADP, SHRM-certified, helpdesk associate 

• Schedule a time for you and your legal counsel to speak with an ADP compliance expert or a legal advisor from an ADP 
employment law partner 

This matrix generally defines the responsibilities of ADP in delivering services to Client and highlights certain responsibil ities of 

Client in receiving those services.  All services are provided in accordance with standard ADP processes and methodologies . 

Overview Responsibility 

Area Task/Activity ADP Client 
Third 

Party 
Notes 

Overview Provide systems and services to Client as defined in Client 

Service Definition 

X    

Retain a team and other needed resources to address Client’s 

strategic issues and other items specifically highlighted as 
Client responsibilities within this matrix, as well as any other 

items outside the scope of this matrix 

 X   

Service Teams Deliver the services defined in Client Service Definition through 

ADP service teams 

X    

Application 

Hosting Support 

Install, configure, maintain, and support the Hosted 

Environment 

X   NOTE:  The Hosted 

Environment is defined as the 
hardware, system software, 

hosting support software, 

network connectivity, and facility 
used by ADP to support Client’s 

use of the Application Programs.  
Client may or may not be 

informed of ADP making 
corrections, modifications, and 

improvements to the Hosted 

Environment 

Provide connectivity from Client systems to ADP via internet 
connection; ensure availability and reliability of such 

communication line(s) 

 X  

Provide disaster aversion and standard disaster recovery in 
accordance with ADP’s Disaster Recovery Plan; monitor and 

manage the Hosted Environment security, which includes 

physical security, logical security (including firewalls, encryption 
and password access control), and intrusion detection; provide, 

monitor, and manage ADP’s network used to access the 

X   
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Overview Responsibility 

Area Task/Activity ADP Client 
Third 

Party 
Notes 

Hosted Environment; perform database refreshes and file 

restores upon Client request; provide connectivity 

troubleshooting up to Client’s demarcation point 

System Updates Manage and correct errors or deficiencies in core Application 

Programs so Application Programs conform in all material 
respects to core functional specifications determined during 

initial implementation 

X    

Security 

Administration 

Provide security administration for ADP delivered and/or 
managed applications, as applicable; update ADP regarding 

changes to security requirements 

 X   

 

ADP Compliance on Demand Responsibility 

Area Task/Activity ADP Client 
Third 

Party 
Notes 

Overview Provide a comprehensive one stop solution designed to help 

client Practitioners to – (1) quickly and easily research, 

understand and stay abreast of wage and hour related 

compliance developments that apply to their business along with 

(2) access to compliance professionals available to support and 

assist clients with their wage and hour administration 

requirements, and (3) an online community to collaborate with 

other clients 

X    

Generate relevant ADP Thought Capital to be posted to the 

Compliance on Demand site in the form of Updates, Articles, 

Webinars, Podcasts, Toolkits  

X    

Practitioner 

Self Service 

Provide self-service tool to enable Client Practitioners to: 

• Research wage and hour related Compliance Content and 

Regulatory changes 

• Browse through the Digital Library of –  

o Regulatory Updates 

o ADP Best Practice Articles 
o Webinars 

o Videos 
o Toolkits 

o Posters 
o Forms 

o Policies 
o Other key resources 

• Customize/Update preferences for email notification of 

Compliance updates from ADP 

X    

Community 

Interaction 

Provide a community portal to enable Client Practitioners to: 

• Engage with peers / community members anonymously to 

discuss wage and hour compliance topics – post, questions. 

Discussions in a community moderated by ADP 

X X  Practitioners have to agree to the 

‘Compliance on Demand’ 

Community rules by digital 

acknowledgement upon first sign-

in to the community 

Consult Service Provide a dedicated phone line for Client Practitioners to: 

• Initiate Consult call and speak to a ADP helpdesk associates 

for real-time assistance on wage and hour related 

compliance matters 

X    
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1. Definitions.  Unless defined herein, the defined terms used shall have the same meaning ascribed such 
terms in the Agreement. 

“Allocation Percentage” means the weighting factor, expressed as a percentage between 0% - 50%, assigned to 
each Service Level as specified in Attachment A hereto. 

“At Risk Amount” means five percent (5%) of the fees for the applicable Service performed during the applicable 
Measurement Period. 

“Go-Live Date” shall have the meaning set forth in the Global Master Terms and Conditions. 

“Measurement Period” means the frequency by which a Service Commitment is measured.  The Measurement 
Period for each Service Commitment is specified in Attachment A hereto. 

1.1 “Service Commitments” means Service Levels. 

“Service Level” means an objective level of quality, reliability, timeliness or other performance standard for an aspect 
of the Services, as described in Exhibit 2 to Attachment A hereto, to which a Service Level Credit applies. 

1.2 “Service Level Commencement Date” means the first day of the month that immediately follows the 
expiration of the ninety (90) day period commencing on the Go-Live Date for the applicable Service. 

“Service Level Failure” means, with respect to a given Service Level, ADP’s failure to perform the Services at a 
level that meets that Service Level. 

2. General.  Subject to the terms of this document, ADP will perform the Service in a manner consistent with 
the applicable Service Commitments. 

3. Reporting.  Within thirty (30) days after the end of each month during the Term, ADP will provide Client 
with a report detailing ADP’s performance of the Services during the preceding month and the two (2) months prior to such 
month.  For example, no later than April 30th, ADP will provide Client a report for the months of January, February, and 
March. 

4. Excused Performance.  ADP will not be responsible for any Service Level Failure due to: (i) failures by 
Client, its Affiliates or their respective representatives, vendors, subcontractors or agents to provide ADP at least thirty (30) 
days prior written notification of changes in Client’s administrative policies and/or procedures, to the extent such policies or 
procedures impact the Services, (ii) inaccurate Client data, (iii) Client’s failure to perform its obligations under the 
Agreement, including, but not limited to, its failure to meet agreed upon processing or funding deadlines, and/or (iv) force 
majeure events (as defined in Section 15.7 of the Agreement). 

5. Service Level Failure 

5.1 Service Level Credits.  Subject to Section 4 (Excused Performance), in the event of a Service Level Failure, 
Client will be entitled to a credit.  The amount of such credit will be calculated quarterly, starting on the Service Level 
Commencement Date, in accordance with Sections 5.2 – 5.4 (each such credit, a “Service Level Credit”). 

5.2 Calculation.  Each Service Level Credit will be computed as follows: 

Service Level Credit = A x B Where: 

A = the Allocation Percentage for the applicable 

Service Level Credit 

 B = the applicable At Risk Amount 
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Sample Calculation.  Assume that:  (i) ADP has failed to meet the Service Level for ADP Application Program 

Availability during a given calendar month, (ii) the Allocation Percentage for the ADP Application Program Availability 
Service Level is twenty percent (20%), (iii) the fee for the applicable Service is $500,000 for such month, and (iv) the At-
Risk Amount is two percent (2%).  The applicable Service Level Credit would be computed as follows: 

Service Level Credit = A x B Where: 

A = the Allocation Percentage 

 = 20% (or 0.2) 

B = the At-Risk Amount 

 = (2% x $500,000) = $10,000 

 = 0.2 x $10,000 

Service Level Credit $2,000 

5.3 Multiple Service Level Failures.  If a single incident results in multiple Service Level Failures, Client will be 
entitled to receive only the highest Service Level Credit (i.e., only one credit) resulting from such incident. 

5.4 Maximum Credit.  Notwithstanding anything in this document to the contrary, the maximum amount of 
Service Level Credits during a single calendar month will be limited, in the aggregate, to the At Risk Amount. 
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Attachment A to Service Commitments 

Exhibit 1 Allocation Percentage Tables 

1. Comprehensive Outsourcing Services (COS) 

Service Level Allocation Percentage 

 ADP Application Program Availability 30% 

Payroll Services 

 Payment Accuracy 20% 

 Payment Timeliness 15% 

 Post-Payroll Output Timeliness 5% 

MyLife Advisors Service Center Support 

 Average Speed of Answer 5% 

 Call Abandon Rate 5% 

 First Call Resolution 5% 

 Resolution Timeliness  5% 

Other HCM Services 

 Carrier Enrollment Processing 10% 

Total 100% 

At Risk Amount 5% 
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Exhibit 2 Detailed Service Level Descriptions 

1. ADP Application Program Availability 

Description 
Measurement 

Period 
Service Level Applicable ADP Application Programs 

Measures the percentage of time each ADP Application Program is 

available during the Measurement Period 

Monthly 99.5% • ADP Enterprise HR 

• ADP Health & Welfare Service 

Engine 

• ADP Recruiting Management 

• ADP Talent Management 

• ADP Workforce Manager 

Calculation: 

ADP Application Program Availability = ((Total Uptime + Excused Downtime) / Total Minutes) x 100 

(Note:  Availability for each applicable ADP Application Program is measured separately and any resulting credit is calculated and applied proportionally) 

Total Uptime – the number of minutes in the Measurement Period that the applicable ADP Application Program is available 

Excused Downtime – the number of minutes in the Measurement Period that the applicable ADP Application Program is unavailable due to (i) scheduled 

maintenance, (ii) Client’s equipment, software or network (e.g., Client’s inability to access the Internet) failure, and/or (iii) a force majeure event 

Total Minutes – the total number of minutes in the Measurement Period 

Example: 

ADP Application Program #1 

Assume Total Uptime = 42,900 minutes; Excused Downtime = 180 minutes; Total Minutes = 43,200 minutes 
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Description 
Measurement 

Period 
Service Level Applicable ADP Application Programs 

ADP Application Program Availability  = ((42,900 + 180)/43,200) x 100 

     = 99.7% → Above Service Level Commitment 

ADP Application Program #2 

Assume Total Uptime = 42,900 minutes; Excused Downtime = 0 minutes; Total Minutes = 43,200 minutes 

ADP Application Program Availability  = ((42,900 + 100)/43,200) x 100 

     = 99.3% → Below Service Level Commitment** 

**(Note: a proportional credit would be issued for this missed service level commitment only) 

 

256

Item 14.



 

PROPRIETARY AND CONFIDENTIAL TO ADP, INC.     Page 7 of 114 

2. Payroll Services 

A. Payment Accuracy 

Description 
Measurement 

Period 
Service Level Applicable Services* 

Measures the accuracy of calculations performed by ADP to determine 

Client employee payment amounts during the Measurement Period 

Monthly 99.5% Payroll Services 

Calculation: 

Payment Accuracy = ((A – B)/A) x 100 

Where: 

A = the total number of Client employee payment calculations during the Measurement Period  

B = the number of incorrect Client employee payment calculations during the Measurement Period as a result of ADP-caused errors 

Example: 

Assume 2,000 Client employee payment calculations; 10 incorrect Client employee payment calculations 

Payment Accuracy = ((2,000 – 10)/2,000) x 100 

   = 99.5% 
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B. Payment Timeliness 

Description 
Measurement 

Period 
Service Level Applicable Services* 

Measures the extent to which ADP delivers Client employee payments 
and/or Client employee payment instructions (as applicable) in accordance 

with the agreed-upon schedule during the Measurement Period 

Monthly 99.5% Payroll Services 

Calculation: 

Payment Timeliness = ((A – B)/A) x 100 

Where: 

A = the total number of Client employee payments and/or Client employee payment instructions (as applicable) delivered or made available by ADP to Client, 

the applicable courier or bank, or other agreed destination during the Measurement Period 

B = the number of Client employee payments and/or Client employee payment instructions (as applicable) not delivered or made available by ADP to Client, the 

applicable courier or bank, or other agreed destination, in accordance with the agreed-upon schedule during the Measurement Period 

Example: 

Assume 2,000 Client employee payments and/or payment instructions delivered or made available; 10 late payments and/or payment instructions 

Payment Timeliness = ((2,000 – 10)/2,000) x 100 

   = 99.5% 
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C. Post-Payroll Output Timeliness 

Description 
Measurement 

Period 
Service Level Applicable Services* 

Measures the timeliness of delivery of applicable post- payroll reports, 
outbound files and outbound interfaces (collectively, “Post-Payroll 

Outputs”) by ADP in accordance with the agreed-upon schedule during the 

Measurement Period 

Monthly 99.5% Payroll Services 

Calculation: 

Post-Payroll Output Timeliness = ((A – B)/A) x 100 

Where: 

A = the total number of Post-Payroll Outputs delivered or made available to the designated destination by ADP during the Measurement Period 

B = the number of Post-Payroll Outputs not delivered or made available by ADP to the designated destination in accordance with the agreed-upon schedule 

during the Measurement Period 

Example: 

Assume 2,000 Post-Payroll Outputs; 10 late Post-Payroll Outputs 

Post-Payroll Output Timeliness = ((2,000 – 10)/2,000) x 100 

  = 99.5% 
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3. MyLife Advisors Service Center Support 

A. Average Speed of Answer 

Description 
Measurement 

Period 
Service Level Applicable Services 

Measures the average time elapsed between employee calls exiting ADP’s 

IVR system and being answered by designated MyLife Advisors Service 

Center Support personnel 

Monthly 45 seconds MyLife Advisors Service Center Support 

Calculation: 

Average Speed of Answer = (A /B) x 100 

Where: 

A = the number of employee calls to the MyLife Advisors Service Center Support answered by designated MyLife Advisors Service Center Support personnel 

within 45 seconds of the call exiting the IVR system during the Measurement Period 

B = the total number of calls answered in MyLife Advisors Service Center Support during the Measurement Period 

Example: 

Assume 300 calls to the MyLife Advisors Service Center Support in a given month; 285 calls answered within 45 seconds 

Average Speed of Answer  = (285/300) x 100 

    = 95.0% 
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B. Call Abandon Rate 

Description 
Measurement 

Period 
Service Level Applicable Services 

 Monthly ≤ 6.0% within 60 
seconds 

MyLife Advisors Service Center Support 

Calculation: 

Call Abandon Rate = (A/B) x 100 

Where: 

A = the total number of calls to the MyLife Advisors Service Center Support ended due to the call not being answered by designated MyLife Advisors Service 

Center Support personnel within 60 seconds of exiting the IVR system during the Measurement Period 

B = the total number of calls to the MyLife Advisors Service Center Support during the Measurement Period  

Example: 

Assume 300 calls to the MyLife Advisors Service Center Support in a given month; 12 calls abandoned by the caller after 60 seconds 

Call Abandon Rate  = (12/300) x 100 

   = 4.0% 
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C. First Call Resolution 

Description 
Measurement 

Period 
Service Level Applicable Services 

Measures the percentage of calls resolved (i.e., cases closed) on the first 
contact to the designated MyLife Advisors Service Center Support 

personnel 

Monthly 80.0% MyLife Advisors Service Center Support 

Calculation: 

First Call Resolution = (A /B) x 100 

Where: 

A = the number of calls resolved on the employee’s first call to the MyLife Advisors Service Center Support during the Measurement Period 

B = the total number of employee calls to the MyLife Advisors Service Center Support during the Measurement Period 

Example: 

Assume 300 calls to the MyLife Advisors Service Center Support in a given month; 250 calls resolved during first call 

First Call Resolution = (250/300) x 100 

   = 83.0% 

D. Resolution Timeliness 

Description 
Measurement 

Period 
Service Level Applicable Services 

Measures the percentage of Client employee service requests that are 

closed within five (5) Business Days of initiation 

Monthly ≥ 80.0% within 5 

Business Days 

MyLife Advisors Service Center Support 

Calculation: 

Resolution Timeliness = (A /B) x 100 

Where: 

A = the number of service requests that are closed within five (5) Business Days after a Client employee’s initial contact with the MyLife Advisors Service 

Center Support during the Measurement Period 

B = the total number of service requests closed with the MyLife Advisors Service Center Support during the Measurement Period 

Example: 

Assume 300 service requests closed with MyLife Advisors Service Center Support in a given month; 250 service requests closed within five (5) Business Days 

Resolution Timeliness  = (250/300) x 100 

    = 83.0% 
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4. Benefit Services 

A. Carrier Enrollment Processing  

Description 
Measurement 

Period 
Service Level Applicable Services 

Measures the percentage of benefit enrollment files (active employees 

only) provided to Client’s insurance carrier(s) within 3 Business Days of 

ADP’s completion of processing such file 

Monthly 98.0% Benefit Services 

• ADP Benefits Administration 

Services 

Calculation: 

Carrier Enrollment Processing = (A/B) x 100 

Where: 

A = the number of benefit enrollment files (active employees only) provided to Client’s insurance carrier(s) by ADP within 3 Business Days of ADP’s 

completion of processing such file during the Measurement Period 

B = the total number of benefit enrollment files provided to Client’s insurance carrier(s) by ADP during the Measurement Period  

Example: 

Assume 500 benefit enrollment files filed by ADP in a given month; 498 such files filed within 3 Business Days 

Carrier Enrollment Processing = (498/500) x 100 

    = 99.6% 
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Commission Meeting 

February 4, 2025 

Minutes 

Department: N/A 

Presenter: N/A 

Caption: Motion to approve the minutes of the January 7, 2025 Commission Meeting. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Public Services Committee Meeting 

January 28, 2025 

Alcohol License 

Department: Planning & Development  

Presenter: Cecilia Woodruff, Planning Services Branch Manager 

Caption: A.N. 25-06 – New Location: Consumption on Premises Liquor, Beer and 

Dance, Alfonzo Dagget applicant for Eclipse Restaurant and Lounge, 

LLC, located at 3036 Deans Bridge Road. District 5, Super District 9 

Background: New Location, Eclipse Restaurant and Lounge  

Analysis: Applicant meets the requirements of the City of Augusta’s Alcohol 

Ordinance. 

Financial Impact: Applicant to pay a fee of $3,895.00 

Alternatives: N/A 

Recommendation: Planning & Development Department approved the application subject to 

additional information not contradicting the applicant’s statements. 

Sheriff’s Office approved the application subject to additional information 

not contradicting applicants’ statements. 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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PLANNING & DEVELOPMENT DEPARTMENT 
STAFF REPORT 

 
Case Number:  A.N. 25-06 
 
Application Type: Consumption on Premises Liquor, Beer, and Dance - New Location 
 
Business Name: Eclipse Restaurant and Lounge 
 
Hearing Date:  January 28, 2025 
 
Prepared By: Cecilia Woodruff, Planning Services Branch Manager, Planning and 

Development Department  
 

 
Applicant:  Alfonzo Dagget 
 
Property Owner: Curry’s Corner, LLC 
 
Address of Property: 3036 Deans Bridge Road 
 
Tax Parcel #:  097-1-118-00-0 
 
Commission Districts: District 5, Super District 9 
____________________________________________________________________________________
_________________ 
 
ANALYSIS:  
Location Restrictions: 

 

 Zoning: General Business, B-2 
 

 Distance Requirements: The proposed location for retail package Beer & Wine meets the 
minimum distance  to churches, schools, libraries, and public recreational areas. 

 
ADDITIONAL CONSIDERATIONS: 
 

 Reputation, Character – The applicant’s reputation, character, trade and business associations 
or past business ventures, mental and physical capacity to conduct business. 

 Previous Violations of Liquor Laws – If the applicant is a previous holder of a license to sell 
alcoholic liquors, whether they have violated any laws, regulations, or ordinances relating to such 
business. 

 Manner of Conducting Prior Liquor Business – If the applicant is a previous holder of a 
license to sell alcoholic liquors, the manner in which they conducted the business thereunder 
especially as to the necessity for unusual police observation and inspection to prevent the 
violation of any law, regulation, or ordinance relating to such business. 

 Location -  The location for which the license is sought, as to traffic congestion, general 
character of neighborhood, and the effect such an establishment would have on the adjacent 
surrounding property values. 

 Number of Licenses in a Trading Area – The number of licenses already granted for a similar 
business in the trading area of place for which the license is sought. 
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 Dancing – If dancing is to be permitted upon the premise for which the license is sought and the 
applicant has previously permitted dancing upon the premises controlled of supervised by them, 
the manner with which they controlled or supervised such dancing to prevent any violation of any 
law, regulation, or ordinance. 

 Previous Revocation of License – If the applicant is a person whose license issue dunder the 
police powers of any governing authority has been previously suspended, or revoked, or who has 
previously had an alcoholic beverages license suspended or revoked.  

 Payment of Taxes - If the applicant and business are not delinquent in the payment of any local 
taxes. 

 Congregation of Minors – Any circumstances which may cause minors to congregate in the 
vicinity of the proposed location, even if the location meets the distance requirements under 
Section 6-2-64(b) herein. 

 Prior Incidents -  Evidence that a substantial number of incidents requiring police intervention 
have occurred within a square city block of the proposed location during the twelve (12) months 
immediately preceding the date of application. 

 Previous Denial or Revocation – The denial of an application or revocation of a license, 
occurring within the preceding twelve (12) months, which was based on the qualifications of the 
proposed location. 

 
FINANCIAL IMPACT: The applicant will pay a fee of $ 3,895.00 
 
RECOMMENDATION: 
 

Planning and Development Department recommends approval of the application subject to additional 
information not contradicting the applicant’s statements. 
 
Sherrif’s Office recommends approval of the application subject to additional information not contradicting 
the applicant’s statements. 
 
 
NOTE: The staff report includes information available approximately two (2) weeks prior to the Public Services 

Committee meeting. It represents an evaluation of the facts presented by the applicant; research done by staff, and 
consideration of the relevant factors in the Comprehensive Zoning Ordinance and the Alcohol Ordinance of Augusta, 
Georgia. New facts may emerge, and staff reserve the right to make an oral recommendation at the hearing based on 
all information available at that time. 
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Public Services Committee Meeting 

January 13, 2025 

Alcohol License 

Department: Planning & Development  

Presenter: Cecilia Woodruff, Planning Services Branch Manager 

Caption: A.N. 25-05 – Existing Location, New Ownership: Retail Package Beer 

and Wine, Karthik Allati applicant for Shree Laxmi Narayan 

Supermarket, Inc. D/B/A/ Green Street Super Market, located at 2 

Greene Steet. District 1, Super District 9 

Background: Existing Location – Green Street Super Market 

Analysis: Applicant meets the requirements of the City of Augusta’s Alcohol 

Ordinance. 

Financial Impact: Applicant to pay a fee of $1,330.00 

Alternatives: N/A 

Recommendation: Planning & Development Department approved the application subject to 

additional information not contradicting the applicant’s statements. 

Sheriff’s Office approved the application subject to additional information 

not contradicting applicants’ statements. 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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PLANNING & DEVELOPMENT DEPARTMENT 
STAFF REPORT 

 
Case Number:  A.N. 25-05 
 
Application Type: Retail Package Beer, and Wine – Existing Location – New Ownership 
 
Business Name: Green Street Super Market 
 
Hearing Date:  January 13, 2025 
 
Prepared By: Cecilia Woodruff, Planning Services Branch Manager, Planning and 

Development Department  
 

 
Applicant:  Shree Laxmi Narayan 
 
Property Owner: Mainak and Geeta Patel 
 
Address of Property: 2 Green Street 
 
Tax Parcel #:  048-3-044-00-0 
 
Commission Districts: District 1, Super District 9 
____________________________________________________________________________________
_________________ 
 
ANALYSIS:  
Location Restrictions: 

 

 Zoning: Neighborhood Business, B-1  
 

 Distance Requirements: The proposed location for retail package Beer & Wine meets the 
minimum distance  to churches, schools, libraries, and public recreational areas. 

 
ADDITIONAL CONSIDERATIONS: 
 

 Reputation, Character – The applicant’s reputation, character, trade and business associations 
or past business ventures, mental and physical capacity to conduct business. 

 Previous Violations of Liquor Laws – If the applicant is a previous holder of a license to sell 
alcoholic liquors, whether they have violated any laws, regulations, or ordinances relating to such 
business. 

 Manner of Conducting Prior Liquor Business – If the applicant is a previous holder of a 
license to sell alcoholic liquors, the manner with which they conducted the business thereunder 
especially as to the necessity for unusual police observation and inspection to prevent the 
violation of any law, regulation, or ordinance relating to such business. 

 Location -  The location for which the license is sought, as to traffic congestion, general 
character of neighborhood, and the effect such an establishment would have on the adjacent 
surrounding property values. 

 Number of Licenses in a Trading Area – The number of licenses already granted for a similar 
business in the trading area of place for which the license is sought. 
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 Dancing – If dancing is to be permitted upon the premise for which the license is sought and the 
applicant has previously permitted dancing upon the premises controlled of supervised by them, 
the manner with which they controlled or supervised such dancing to prevent any violation of any 
law, regulation, or ordinance. 

 Previous Revocation of License – If the applicant is a person whose license issue dunder the 
police powers of any governing authority has been previously suspended, or revoked, or who has 
previously had an alcoholic beverages license suspended or revoked.  

 Payment of Taxes - If the applicant and business are not delinquent in the payment of any local 
taxes. 

 Congregation of Minors – Any circumstances which may cause minors to congregate in the 
vicinity of the proposed location, even if the location meets the distance requirements under 
Section 6-2-64(b) herein. 

 Prior Incidents -  Evidence that a substantial number of incidents requiring police intervention 
have occurred within a square city block of the proposed location during the twelve (12) months 
immediately preceding the date of application. 

 Previous Denial or Revocation – The denial of an application or revocation of a license, 
occurring within the preceding twelve (12) months, which was based on the qualifications of the 
proposed location. 

 
FINANCIAL IMPACT: The applicant will pay a fee of $1,330.00 
 
RECOMMENDATION: 
 

Planning and Development Department recommends approval of the application subject to additional 
information not contradicting the applicant’s statements. 
 
Sherrif’s Office recommends approval of the application subject to additional information not contradicting 
the applicant’s statements. 
 
 
NOTE: The staff report includes information available approximately two (2) weeks prior to the Public Services 

Committee meeting. It represents an evaluation of the facts presented by the applicant; research done by staff, and 
consideration of the relevant factors in the Comprehensive Zoning Ordinance and the Alcohol Ordinance of Augusta, 
Georgia. New facts may emerge, and staff reserve the right to make an oral recommendation at the hearing based on 
all information available at that time. 
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Commission Meeting 

Meeting Date: February 4, 2025 

AO Holland and Knight Contract 

Department: Administrator’s Office 

Presenter: Tameka Allen, Administrator 

Caption: Motion to approve contract with Holland & Knight LLP for State Lobbying 

and Legislative Representation Services. 

Background: On January 7, 2025, the Augusta Commission approved award of RFP #25-

300 for State Lobbying Services to Holland & Knight LLP, pending contract 

negotiations. 

Analysis: After negotiations, Holland & Knight agreed to a one-year contract term with 

two optional one-year extensions. Stipulations were also added to the 

contract regarding Holland & Knight's engagement with the Mayor and 

Commission and other Augusta leadership. 

Financial Impact: Holland & Knight LLP’s fee is $96,000.00 per year. This is a slight cost 

savings over the 2022-2024 contract amount of $102,000.00 per year. Funds 

are budgeted in the Administrator’s Office budget. 

Alternatives: Cancel RFP #25-300 and proceed without a State lobbyist for the 2025 

session.  

Recommendation: Approve contract with Holland & Knight LLP for State Lobbying and 

Legislative Representation Services. 

Funds are available in 

the following accounts: 

101013210-5211120 

REVIEWED AND 

APPROVED BY: 

N/A 
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1 
 

AGREEMENT FOR PROFESSIONAL SERVICES 
AUGUSTA, GEORGIA CONSOLIDATED 

GOVERNMENT 
 

THIS AGREEMENT made  as  of  this          day  of                                      ,  20        ,  
(hereinafter  called  the “execution date”) by and between AUGUSTA, GEORGIA 
CONSOLIDATED GOVERNMENT, a political subdivision of the State of Georgia  (hereinafter  
referred  to  as  the  “City”),  and Holland & Knight, a Limited Liabil i ty Partnership 
(LLP)organized and existing under the laws of the State of Georgia , with offices in  Atlanta, 
GA (hereinafter referred to as “Contractor”), shall constitute the terms and conditions under 
which the Contractor shall provide State Lobbying and Legislative Representation Services in 
Augusta, Georgia. 

WITNESSETH: That for and in consideration of the mutual  covenants  and  agreements 
herein set forth, the City and the Contractor hereby agree as follows: 

ARTICLE I. CONTRACT TERM 
 

The Contractor shall commence the Work under this Contract within ten (10) days from 
the acknowledgement of receipt of the Notice to Proceed. The term of this Agreement shall begin 
on the date written above and be in effect for one (1) year with the option to renew for up to two (2) 
additional periods of one (1) year each by mutual consent.  

ARTICLE II. PAYMENT 
As full payment for the faithful performance of this Contract, the City shall pay the 

Contractor, the Contract Price, which is an amount not to exceed Ninety-Six Thousand Dollars 
($96,000.00) per year unless changed by written Change Order in accordance with the terms of 
this Contract. The term “Change Order” includes the term “amendment” and shall mean a written 
order authorizing a change in the Work, and an adjustment in Contract Price to Contractor or the 
Contract Term, as adopted and approved by the Contractor and the Augusta. Georgia Governing 
Authority, or the City Administrator, if exempted from Governing Authority adoption and 
approval in accordance with the express terms of this Contract. The City Administrator or his/her 
designee shall have the authority to approve and execute a Change Order lowering the Contract 
Price or increasing the Contract Price up to twenty percent (20%) of the original Contract 
Price, provided that the total amount of the increase authorized by such Change Order is less 
than $25,000.00. If the original Contract or Purchase Order Price does not exceed $25,000.00, 
but the Change Order will make the total Contract Price exceed $25,000.00, then the Change 
Order will require approval by official action of the Governing Authority. Any other increase 
of the Contract Price shall be by Change Order adopted and approved by the Augusta, Georgia 
Governing Authority and the Contractor in accordance with the terms of this Contract. Amounts 
paid to the Contractor shall comply with and not exceed Attachment A, the Contractor’s Cost 
Proposal, consisting of one page(s) attached hereto and incorporated herein by reference. Payment 
is to be made no later than thirty (30) days after submittal of undisputed invoice. 
Original invoice(s) must be submitted to: 
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     Finance Department 
535 Telfair St Suite 801 
Augusta, Georgia 30901  

                           Attention:       A/P 
 
With copies to: 
  City Administrator 
  535 Telfair St Suite 910 
  Augusta, Georgia 30901 

 

 

ARTICLE III. SCOPE OF WORK 
 

The Contractor agrees to provide all scope of services in accordance with the City’s Request for 
Proposals (RFP) No. 25-300 for State L o b b y i n g  a n d  Legislative Representation Services, 
attached hereto as Appendix I and incorporated herein by reference; the Contractor’s response 
thereto, attached hereto as Appendix II and incorporated herein by reference; and the Contractor’s 
Terms of Engagement, attached hereto as Appendix III and incorporated herein by reference. 
In addition, the Contractor agrees to provide the following specific services to Augusta: 
1. Prior to the start of each legislative session, the Contractor will speak with the Mayor and each 

member of the Augusta Commission individually or in small groups to discuss their legislative 
priorities and concerns. 

2. Prior to the start of each session, the Contractor will speak with the Administrator, Augusta 
department directors, and other Augusta leadership as requested by the Administrator to discuss 
their legislative requests and concerns. 

3. Prior to the start of each session, the Contractor will appear before the Augusta Commission at 
a Commission meeting or workshop to discuss Augusta’s overall legislative goals for the 
upcoming session. 

4. During each session, the Contractor will provide regular written updates to Augusta on 
legislative activity, particularly highlighting items with potential relevance to Augusta. 

5. Following the conclusion of each session, the Contractor will appear before the Augusta 
Commission to provide a report on any successful legislation with relevance for Augusta and 
the Contractor’s efforts on behalf of Augusta. 

The Contractor’s services shall include all  things,  personnel,  and  materials  necessary  to 
accomplish specific projects authorized by the City. Specific Work Authorizations will have 
precedence over any interpretation within the Contract. 
 

ARTICLE IV. GENERAL CONDITIONS 

A. Accuracy of Work The Contractor shall be responsible for the accuracy of the Work 
and any error and/or omission made by the Contractor in any phase of the Work under this 
Agreement. 

B. Additional Work The City shall in no way be held liable for any work performed under 
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this section which has not first been approved in writing by the City in the manner required by 
applicable law and/or the terms of this Contract. The City may at any time order changes within 
the scope of the Work without invalidating the Contract upon seven (7) days written notice to 
the Contractor. The Contractor shall proceed with the performance of any changes in the 
Work so ordered by the City unless such change entitles the Contractor to a change in 
Contract Price, and/or Contract Term, in which event the Contractor shall give the City written 
notice thereof within fifteen (15) days after the receipt of the ordered change, and the Contractor 
shall not execute such changes until it receives an executed Change Order from the City. No 
extra cost or extension of time shall be allowed unless approved by the City and authorized by 
execution of a Change Order. The parties’ execution of any Change Order constitutes a final 
settlement of all matters relating to the change in the Work which is the subject of the Change 
Order. The City shall not be liable for payment for any work performed under this section 
which has not first been approved in writing by the City in the manner required by applicable 
law and/or the terms of this Contract. 

C. Ownership of Documents All documents, including drawings, estimates, specifications, 
and data are and remain the property of the City. The Contractor agrees that the City may 
reuse any and all plans, specifications, drawings, estimates, or any other data or documents 
described herein in its sole discretion without first obtaining permission of the Contractor and 
without any payment of any monies to the Contractor therefore. However, any reuse of the 
documents by the City on a different site shall be at its risk and the Contractor shall have no 
liability where such documents are reused. 

D. Right to Audit The City shall have the right to audit all books and records, including 
electronic records, relating or pertaining to this contract or agreement, including but not limited to 
all financial and performance related records, property, and equipment purchased in whole or 
in part with City funds and any documents or materials which support those records, kept 
under the control of the Contractor, including but not limited to those kept by the Contractor’s 
employees, agents, assigns, successors and subcontractors. The City also has the right to 
communicate with Contractor’s employees related to the audited records. 

The Contractor shall maintain such books and records, together with such supporting or 
underlying documents and materials, for the duration of this contract and for seven (7) years 
after termination or expiration, including any and all renewals thereof. The books and records, 
together with supporting documents and materials shall be made available, upon request to the 
City or its designee, during normal business hours at the Contractor’s office or place of business. 
In the event that no such location is available, then the books, records, and supporting documents 
shall be made available for audit at a time and location which is convenient for the City. 

E. Successors and Assigns The Contractor agrees it shall not sublet, assign, transfer, 
pledge, convey, sell, or otherwise dispose of the whole or any part of this Contract or his 
right, title, or interest therein to any person, firm, or corporation without the previous written 
consent of the City. If the City consents to any such assignment or transfer, then the Contractor 
binds itself, its partners, successors and assigns to all covenants of this Contract. Nothing 
contained in this Contract shall create, nor be interpreted to create privity, or any other 
relationship whatsoever, between the City and any person, or entity or than Contractor. 
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F. Reviews and Acceptance Work performed by the Contractor shall be subject to review 
and acceptance in stages as required by the City. Acceptance shall not relieve the Contractor 
of its professional obligation to correct, at his own expense, any errors in the Work. 

G. Termination of Agreement  The Contractor understands and agrees that the date of 
the beginning of Work, rate of progress, and time for completion of the Work are essential 
conditions of this Contract. The City may, for its own convenience and at its sole option, 
without cause and without prejudice to any other right or remedy of City, elect to terminate the 
Contract by delivering to the Contractor, at the address listed in the Notices article of this 
Contract, a written notice of termination specifying the effective date of termination. Such notice 
shall be delivered to Contractor at least thirty (30) days prior to the effective date of termination. 
If Contractor’s services are terminated by the City, the termination will not affect any rights or 
remedies of the City then existing or which may thereafter accrue against Contractor or its surety. 
In case of termination of this Contract before completion of the Work, Contractor will be paid 
only for the portion of the Work satisfactorily performed through the effective date of termination 
as determined by the City. Neither party shall be entitled to recover lost profits, special, 
consequential or punitive damages, attorney’s fees or costs from the other party to this Contract 
for any reason whatsoever. This Contract shall not be deemed to provide any third-party with 
any remedy, claim, right of action, or other right. The parties’ obligations pursuant to this 
Section shall survive any acceptance of Work, or termination or expiration of this Contract.  

The Contractor may, for its own convenience and at its sole option, without cause and without 
prejudice to any other right or remedy of Contractor, elect to terminate the Contract by delivering 
to the City, at the address listed in the Notices article of this Contract, a written notice of 
termination specifying the effective date of termination.  Such notice shall be delivered to City at 
least sixty (60) days prior to the effective date of termination. 

Failure to Perform/ Breach of Contract: In the event non-performance or unsatisfactory 
performance by the Contractor of any obligation of this contract or the Contractor is in substantial 
non-compliance with any of its terms to include but not limited to multiple acts of a similar nature, 
Augusta may terminate this contract under the TERMINATION FOR CAUSE clause. PROVIDED, 
that Augusta shall provide written notice to the Contractor of said non-performance or unsatisfactory 
performance or substantial non-compliance. PROVIDED FURTHER, the Contractor shall have five 
(5) days after such notice to cure said failure or non-compliance.    

In the event of breach of contract by the City, Contractor may terminate this contract under the 
Termination for Cause clause.  Provided, that Contractor shall provide written notice to the City 
of said breach and City shall have five (5) days after such notice to cure said breach.  

H. Indemnification Agreement The Contractor shall be responsible from the execution date 
or from the time of the beginning of the Work, whichever shall be the earlier, for all injury or 
damage of any kind resulting from the negl igent  Work, to persons or property, including 
employees and property of the City. The Contractor shall exonerate, indemnify, and save harmless 
the City, its elected officials, officers, employees, agents and servants, hereinafter collectively 
referred to in this Section as “the City Indemnitees,” from and against all liabilities claims or 
actions based upon or arising out of any damage or injury (including without limitation any 
injury or death to persons and any damage to property) to the extent caused by or sustained in 
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connection with the negligent performance of this Contract or by conditions created thereby or 
arising out of or any way connected with negligent Work performed under this Contract, the 
defense of any and all claims, litigation, and actions suffered through any negligent act or 
omission of the Contractor, or any Subcontractor, or anyone directly or indirectly employed by 
or under the supervision of any of them. Notwithstanding any language or provision in this 
Contract, Contractor shall not be required to indemnify any City Indemnitee against claims, 
actions, or expenses based upon or arising out of the City Indemnitee’s sole negligence. As 
between the City Indemnitees and the Contractor as the other party, the Contractor shall assume 
responsibility and liability for any damage, loss, or injury, including death, of any kind or nature 
whatever to person or property, resulting from any kind of claim made by Contractor’s 
employees, agents, vendors, Suppliers or Subcontractors caused by or resulting from the 
negl igent  performance of Work under this Contract, or caused by or resulting from any error, 
omission, or the negligent or intentional act  of  the  Contractor, vendors, Suppliers, or 
Subcontractors, or any of their officers, agents, servants, or employees. The Contractor shall 
defend, indemnify, and hold harmless the City Indemnitees from and against any and all loss, 
damage, charge, or expense to which they or any of them may be put or subjected by reason of 
any such damage, loss, or injury. The Contractor expressly agrees to provide a full and complete 
defense against any claims brought or actions filed against the City Indemnitees, where such 
claim or action involves, in whole or in part, the subject of the indemnity contained in this 
Contract, whether such claims or actions are rightfully or wrongfully brought or filed. The City 
has the sole discretion to choose the counsel who will provide the defense. No provision of this 
Contract and nothing herein shall be construed as creating any individual or personal liability on 
the part of any elected official, officer, employee, agent or servant of the City, nor shall the 
Contract be construed as giving any rights or benefits hereunder to anyone other than the parties 
to this Contract. The parties’ obligations pursuant to this Section shall survive any acceptance of 
Work, or termination or expiration of this Contract.  This indemnification agreement shall not apply 
to injury, damage, loss, charge, or expense for which payment is available under the Contractor’s 
professional liability insurance policies.   

I. Insurance Prior to commencing work, Contractor shall, at its sole expense, procure and 
maintain insurance of the types and in the amounts described below from insurer(s) authorized to 
transact business in the state where the work or operations will be performed by Contractor. 
Such insurance shall be placed with admitted insurers that maintain an A.M. Best's rating of not 
less than “A” (Excellent) with a Financial Size Category of VII or better with coverage forms 
acceptable to Contractor. The insurance described below shall be maintained uninterrupted for 
the duration of the project, including any warranty periods, and shall protect Contractor, and 
others as required by contract, for liabilities in connection with work performed by or on behalf 
of Contractor, its agents, representatives, employees or Contractors. 

1. Certificates of Insurance in companies doing business in Georgia and acceptable 
to the City covering: 
(a) Statutory Workers’ Compensation Insurance, or proof that Contractor is 

not required to provide such coverage under State law; 
(1) Employer’s liability insurance by accident, each accident $1,000,000 
(2) Employer’s liability insurance by disease, policy limit $1,000,000 
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(3) Employer’s liability insurance by disease, each employee $1,000,000 
(b) Professional   Liability   Insurance   on   the   Contractor’s   services   in   

this Agreement with limit of $1,000,000; 
(c) Commercial   General   Liability   Insurance   covering   all   operations   

with combined single limit of $1,000,000; 
(d) Comprehensive Automobile Liability Insurance with form coverage for 

all owned,  non-owned  and  hired  vehicles  with  combined  single  
limit  of $1,000,000. 

(e) Umbrella or Excess Insurance. Umbrella or excess insurance is to be 
provided with General Liability, Auto Liability and Employers Liability 
scheduled as underlying policies with limits not less than the following: 
$5,000,000 per occurrence 
$5,000,000 aggregate 

2. Additional Insured Requirement: 
 

(a) The City, its elected officials, officers, employees and agents, hereinafter 
referred to in this article and in the article entitled “Certificates of 
Insurance” as “the City and its officers” are to be named as additional 
insured on all policies of insurance except worker’s compensation 
insurance and professional liability insurance with no cross suits 
exclusion (except for professional liability insurance). The City and its 
officers shall be included as additional insureds under commercial 
general liability and commercial umbrella insurance, for liabilities 
arising out of both the ongoing and completed operations of Contractor. 
Such additional insured coverage shall be endorsed to Contractor’s policy 
by attachment of ISO Additional Insured Endorsement forms CG 20 
10 10 01 (ongoing operations) and CG 20 37 10 01 (products-
completed operations), or form(s) providing equivalent coverage. 

 
(b) All coverages required of the Contractor will be primary over any 

insurance or self-insurance program carried by the City. 
(c) If the Contractor is a joint venture involving two (2) or more entities, 

then each independent entity will satisfy the limits and coverages 
specified here or the joint venture will be a named insured under each 
respective policy specified. 

 
Certificates  of  Insurance  must  be  executed  in  accordance  with  the  
following provisions: 

 
(a)  Certificates to contain policy number, policy limits, and policy 

expiration date of all policies issued in accordance with this Agreement; 
(b) Certificates to contain the location and operations to which the insurance 

applies; 
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(c)  Certificates to contain Contractor’s protective coverage for any 
subcontractor’s operations; 

(d)   Certificates to contain Contractor’s contractual liability insurance coverage; 
(e)    Certificates are to be issued to :  

Darrell White, Interim Director 
  Procurement Department 

535 Telfair Street - Room 605 
Augusta, Georgia  30901 

 

3.  The Contractor shall be wholly responsible for securing certificates of insurance 
coverage  as set forth above from all subcontractors who are engaged in this work. 

4. The Contractor agrees to carry statutory Workers’ Compensation Insurance and to 
have all subcontractors likewise carry statutory Workers’ Compensation Insurance.  
Contractor agrees to waive all rights of subrogation and other rights of recovery 
against the City and its officers and shall cause each Subcontractor to waive all rights 
of subrogation for all coverage, excluding Professional E&O. 

5.  Failure of the City to demand such certificate or other evidence of full compliance 
with these insurance requirements or failure of the City to identify a deficiency 
from evidence provided will not be construed as a waiver of the  Contractor’s 
obligation  to maintain such coverage. Contractor understands and agrees that the 
purchase of insurance in no way limits the liability of the Contractor. 

6.  The non-professional liability insurance Certificates shall state that the policy or 
policies shall not expire, be cancelled or altered without at least thirty (30) days 
prior written notice to the City (except ten (10) days for non-payment of premium). 
Policies and Certificates of Insurance listing the City and its officers as additional 
insureds (except for workers’ compensation insurance and professional liability 
insurance) shall conform to all terms and conditions (including coverage of the 
indemnification and hold harmless agreement) contained in this Contract. 

 

J. Georgia Laws Govern The laws of the State of Georgia shall govern the construction of 
this Contract without regard for conflicts of laws. Should any provision of this Contract require 
judicial interpretation, it is agreed that the court interpreting or construing the same shall not 
apply a presumption that the terms hereof shall be more strictly construed against one party, by 
reason of the rule of construction, that a document is to be construed more strictly against the 
party who itself or through its agent prepared same; it being agreed that the agents of all parties 
have participated in the preparation hereof, and all parties have had an adequate opportunity to 
consult with legal counsel. In interpreting this Contract in its entirety, the printed provisions of 
this Contract, and any additions written or typed hereon, shall be given equal weight, and there 
shall be no inference by operation of law or otherwise; that any provision of this Contract shall be 
construed against either party hereto. 

K. Venue This Agreement shall be deemed to have been made and performed in 
Augusta, Georgia. For the purposes of venue, all suits or causes of action arising out of 
this Agreement shall be brought in the courts of Augusta, Georgia. 
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L. Contractor and Subcontractor Evidence of Compliance; Federal Work 
Authorization Pursuant to O.C.G.A. §13-10-91, the City cannot enter into a contract for the 
physical performance of services unless the Contractor, its Subcontractor(s) and sub-
subcontractor(s), as that term is defined by state law, register and participate in the Federal 
Work Authorization Program to verify specific information on all new employees hired in the 
state of Georgia or hired to perform services on this Contract. Contractor certifies that it has 
complied and will continue to comply throughout the Contract Term with O.C.G.A. §13-10-
91 and any related and applicable Georgia Department of Labor Rule. Contractor agrees to 
sign an affidavit evidencing its compliance with O.C.G.A. §13-10-91. The signed affidavit is 
attached to this Contract as Attachment B. Contractor agrees that in the event it employs or 
contracts with any Subcontractor(s) in connection with this Contract, Contractor will secure 
from each Subcontractor an affidavit that certifies the Subcontractor’s current and continuing 
compliance with O.C.G.A. §13-10-91 throughout the Contract Term. Any signed Subcontractor 
affidavit(s) obtained in connection with this Contract shall be attached hereto as Attachment C. 
Each Subcontractor agrees that in the event it employs or contracts with any sub-subcontractor(s), 
each Subcontractor will secure from each sub-subcontractor an affidavit that certifies the sub-
subcontractor’s current and continuing compliance with  O.C.G.A. §13-10-91 throughout the 
Contract Term. Any signed sub-subcontractor affidavit(s) obtained in connection with this 
Contract shall be attached hereto as Attachment D. 

M. City Representative  The City may designate a representative through whom the Contractor 
will contact the City. In the event of such designation, said representative shall be consulted 
and his written recommendation obtained before any request for extra work is presented to the 
City. Payments to the Contractor shall be made only upon itemized bill submitted to and 
approved by said representative. 

N. Contractor’s Status  The Contractor will supervise and direct the Work, including the 
Work of all Subcontractors. Only persons skilled in the type of work which they are to perform 
shall be employed. The Contractor shall, at all times, maintain discipline and good order among 
his employees, and shall not employ any unfit person or persons or anyone unskilled in the 
work assigned him. The relationship between the City and the Contractor shall be that of owner 
and independent contractor. Other than the consideration set forth herein, the Contractor, its 
officers, agents, servants, employees, and any Subcontractors shall not be entitled to any City 
employee benefits including, but not limited to social security, insurance, paid annual leave, 
sick leave, worker's compensation, free parking or retirement benefits. All services provided by 
Contractor shall be by employees of Contractor or its Subcontractors and subject to supervision 
by Contractor. No officer or employee of Contractor or any Subcontractor shall be deemed an 
officer or employee of the City. Personnel policies, tax responsibilities, social security payments, 
health insurance, employee benefits and other administrative policies, procedures or 
requirements applicable to the Work or services rendered under this Contract shall be those of the 
Contractor, not the City. 

O. Georgia Open Records Act Contractor shall comply with the applicable provisions of the 
Georgia Open Records Act, O.C.G.A. §50-18-70 et seq. 

P. Business License Contractor shall submit a copy of its current, valid business license 
with this Contract. If the Contractor is a Georgia corporation, Contractor shall submit a valid 
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City or city business license. If Contractor is a joint venture, Contractor shall submit valid 
business licenses for each member of the joint venture. If the Contractor is not a Georgia 
corporation, Contractor shall submit a certificate of authority to transact business in the state of 
Georgia and a copy of its current, valid business license issued by its home jurisdiction. If 
Contractor holds a professional license, then Contractor shall submit a copy of the valid 
professional license. Failure to provide the business license, certificate of authority, or 
professional license required by this section, may result in the Contract being terminated. 
Contractor shall ensure that any insurance, license, permit or certificate submitted in response 
to the City’s RFP or as part of the Contract shall be current and valid when submitted, and shall 
remain valid, current and maintained in good standing for the Contract Term. 

Q. Sole Agreement This Contract constitutes the sole contract between the City and the 
Contractor. The terms, conditions, and requirements of this Contract may not be modified, except 
by Change Order. No verbal agreement or conversation with any officer, agent, or employee 
of the City, either before or after the execution of the Contract, shall affect or modify any of the 
terms or obligations herein contained.   No representations, oral or written, shall be binding on 
the parties unless expressly incorporated herein. No Change Order shall be enforceable unless 
approved by official action of the City as provided by law or in this Contract. 

R. Attachments  and  Appendices  This  Contract  includes  the  following  Attachments    
and Appendices all  of which are incorporated herein by reference:  

Attachment A Cost Proposal 
Attachment B Augusta’s Attachment “B” and S.A.V.E. (Pages 7-9) 
Attachment C Certificate Of Corporate Resolution 
Attachment D Lobbyist State Registration 
Appendix I City’s RFP 

 Appendix II Contractor’s Response 
 

 
Appendix III Contractor’s Terms of Engagement 

S. Severability If any provision of this Contract or the application thereof to any person 
or circumstance shall to any extent be held invalid, then the remainder of this Contract or the 
application of such provision to persons or circumstances, other than those as to which it is 
held invalid, shall not be affected thereby, and each provision of this Contract shall be valid and 
enforced to the fullest extent permitted by law. 

T. Notices  Any notice or consent required to be given by or on behalf of any party hereto 
to any other party hereto shall be in writing and shall be sent to the City Administrator, Executive 
Officer and the Executive Assistant or to the Contractor or his authorized representative on the 
work site by (a) registered or certified United States mail, return receipt requested, postage 
prepaid, (b) personal delivery, or (c) overnight courier service. All notices sent to the addresses 
listed below shall be binding unless said address is changed in writing no less than fourteen 
days before such notice is sent.  Future changes in address shall be effective upon written notice 
being given by the Contractor to the City’s Executive Assistant or by the City to the Contractor’s 
authorized representative via certified first class U.S. mail, return receipt requested.  

Such notices will be addressed as follows: 
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If to the City: 

City Administrator  
535 Telfair Street Suite 910 
Augusta, Georgia 30901 
 
and 

 
With a copy to:                                    Procurement Director 
                                                               Department of Procurement 

535 Telfair Street Suite 605 
Augusta, Georgia 30901 

If to the Contractor:  __________________________    
     ________________________________ 

     __________________________ 
  

 

U. Counterparts This Contract may be executed in several counterparts, each of which shall 
be deemed an original, and all such counterparts together shall constitute one and the same Contract. 

V. Controlling Provisions The Contract for this Project shall govern the Work. If any 
portion of the Contract shall be in conflict with any other portion, the various documents 
comprising the Contract shall govern in the following order of precedence: Contract, Change 
Orders or modifications issued after execution of the Contract; the provisions of the City’s 
RFP; and the Contractor’s Response thereto. 

 

[SIGNATURES CONTINUE ON NEXT PAGE] 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be 
executed in three counterparts, each to be considered as an original by their authorized 
representative. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 
 
 
 
 
  

CONSULTANT    
 
By: _____________________________________ 
       Signature 
 
________________________________________ 
Name (Typed or Printed) 
 
________________________________________ 
Title 
 
__________________________________________ 
Date  

 

ATTEST: 

_________________________________________ 

Signature 
 
  
Name (Typed or Printed) 
 
___________________________________________ 
Title 

 AUGUSTA, GEORGIA (CITY) 
 
By:_______________________________ 
 
Printed Name:  Garnett L. Johnson, Mayor 
 
____________________________________ 
Date 
 
 
 
ATTEST: 
 
________________________ 
 
LENA BONNER, CCC 
Clerk of the Board of Commissioners of   
Augusta, Georgia 
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ATTACHMENT A 
 

COST PROPOSAL 
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ATTACHMENT B 
 

CONTRACTOR AFFIDAVIT AND AGREEMENT:   
AUGUSTA’S ATTACHMENT “B” AND S.A.V.E. PROGRAM (PAGES 7-9) 
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ATTACHMENT C 

CERTIFICATE OF CORPORATE RESOLUTION 
 
 
I, , certify the following: 

That I am the duly elected and authorized Secretary of (hereinafter referred to as 

the “ ”), an organized and incorporated to do business under the laws of the 

State of 

  ; 

That said corporation has, through lawful resolution of the Board of Directors of the 

corporation, d u l y  authorized   and   directed ,   in   his   official   capacity   

as 

  of the corporation, to enter into and execute the following 

described agreement with Augusta, Georgia Consolidated Government, a political subdivision of 

the State of Georgia: 

  ; 

That the foregoing Resolution of the Board of Directors has not been rescinded, modified, amended, 

or otherwise changed in any way since the adoption thereof, and is in full force and effect on 

the date hereof. 

IN WITNESS WHEREOF, I have set my hand and corporate seal; This the 

  day of , 20        . 
 
 

(CORPORATE 
  SEAL) 
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ATTACHMENT  D 
 

LOBBYIST STATE REGISTRATION 
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1180 West Peachtree Street NW, Suite 1800 | Atlanta, GA 30309 | T 404.817.8500 | F 404.881.0470 
Holland & Knight LLP | www.hklaw.com 

Robert S. Highsmith Jr. 
+1 404-898-8012 
robert.highsmith@hklaw.com 
 

 

Atlanta | Austin | Birmingham | Boston | Century City | Charlotte | Chattanooga | Chicago | Dallas | Denver | Fort Lauderdale  
Houston | Jacksonville | Los Angeles | Miami | Nashville | Newport Beach | New York | Orlando | Philadelphia 
Portland | Richmond | San Francisco | Stamford | Tallahassee | Tampa | Tysons | Washington, D.C. | West Palm Beach 
 

December 30, 2024 

Via E-mail (procbidandcontract@augustaga.gov) 

Nancy Williams 
Contract Compliance Administrator 
Augusta Procurement Department 
535 Telfair Street, Suite 605 
Augusta, Georgia 30901 

Re: Engagement with Holland & Knight LLP 

Dear Ms. Williams: 

Holland & Knight LLP is grateful for the opportunity to represent Augusta, Georgia in Georgia 
state lobbying and legislative representation in response to your office’s solicitation.  Our 
engagement would begin January 1, 2025.  We look forward to serving your needs in this matter 
and to establishing a mutually satisfactory relationship. 

Holland & Knight proposes a fixed fee of $8,000 per month for a total of $96,000 per year for this 
engagement.  

Attached to this letter are our firm's standard terms of engagement. Please review these and let me 
know if you have any questions concerning our policies. If the terms described above and in the 
attached terms of engagement are satisfactory, please so indicate by signing and returning the 
enclosed copy of this letter. 

We look forward to working with you for a successful 2025 and beyond. 

Sincerely yours, 

HOLLAND & KNIGHT LLP 

 
Robert S. Highsmith Jr. 
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Nancy Williams 
December 30, 2024 
Page 2 
 
 

#515040448_v1 

 
Approved this _____ day of ___________, 2024. 
 
AUGUSTA, GEORGIA 
 
By: __________________________ 
  

Its: ___________________________ 
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HOLLAND & KNIGHT LLP 

TERMS OF ENGAGEMENT 

We appreciate your decision to retain Holland & Knight LLP as your legal counsel.   

This document explains how we work, our obligations to you, your obligations to us, what we will do on your 
behalf, and how our charges will be determined and billed.  Experience has shown that an understanding of these 
matters will contribute to a better relationship between us, and that in turn makes our efforts more productive.  

Our engagement and the services that we will provide to you are limited to the matter identified in the 
accompanying letter.  Any changes in the scope of our representation as described in the letter must be approved 
in writing.  We will provide services of a strictly legal nature related to the matters described in that letter.  You 
will provide us with the factual information and materials we require to perform the services identified in the 
letter, and you will make such business or technical decisions and determinations as are appropriate.  You will not 
rely on us for business, investment, or accounting decisions, or expect us to investigate the character or credit of 
persons or entities with whom you may be dealing, unless otherwise specified in the letter. 

We cannot guarantee the outcome of any matter.  Any expression of our professional judgment regarding your 
matter or the potential outcome is, of course, limited by our knowledge of the facts and based on the law at the 
time of expression.  It is also subject to any unknown or uncertain factors or conditions beyond our control. 

Confidentiality and Related Matters 

Regarding the ethics of our profession that will govern our representation, several points deserve emphasis.  As a 
matter of professional responsibility, we are required to hold confidential all information relating to the 
representation of our clients, subject to certain exceptions that we will discuss with you.   This professional 
obligation and the legal privilege for attorney-client communications exist to encourage candid and complete 
communication between a client and his lawyer.  We can perform truly beneficial services for a client only if we 
are aware of all information that might be relevant to our representation.  Consequently, we trust that our 
attorney-client relationship with you will be based on mutual confidence and unrestrained communication that 
will facilitate our proper representation of you.   

Additionally, you should be aware that, in instances in which we represent a corporation or other entity, our client 
relationship is with the entity and not with its individual executives, shareholders, directors, members, managers, 
partners, or persons in similar positions, or with its parent, subsidiaries, or other affiliates.  In those cases, our 
professional responsibilities are owed only to that entity, alone, and no conflict of interest will be asserted by you 
because we represent persons with respect to interests that are adverse to individual persons or business 
organizations who have a relationship with you.  That is to say, unless the letter accompanying this document 
indicates otherwise, Holland & Knight’s attorney-client relationship with the entity does not give rise to an 
attorney-client relationship with the parent, subsidiaries or other affiliates of the entity,  and representation of the 
entity in this matter will not give rise to any conflict of interest in the event other clients of the firm are adverse to 
the parent, subsidiaries or other affiliates of the entity.  Of course, we can also represent individual executives, 
shareholders, directors, members, managers, partners, and other persons related to the entity in matters that do 
not conflict with the interests of the entity, but any such representation will be the subject of a separate 
engagement letter.  Similarly, when we represent a party on an insured claim, we represent the insured, not the 
insurer, even though we may be approved, selected, or paid by the insurer. 

The firm attempts to achieve efficiencies and savings for its clients by managing the firm's administrative 
operations (e.g., file storage, document duplication, word processing, accounting/billing) in the most efficient 
manner possible, including outsourcing certain functions to third parties.  Outsourcing in this manner may 
require the firm to allow access by third parties to your confidential information, and in some cases, these third 
parties may be located outside the United States. The firm will follow applicable legal ethics rules with regard to 
such outsourcing and protection of confidential information. 
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Fees and Billing 

Clients frequently ask us to estimate the fees and other charges they are likely to incur in connection with a 
particular matter.  We are pleased to respond to such requests whenever possible with an estimate based on our 
professional judgment.  This estimate always carries the understanding that, unless we agree otherwise in writing, 
it does not represent a maximum, minimum, or fixed fee quotation.  The ultimate cost frequently is more or less 
than the amount estimated. 

Legal Fees.  We encourage flexibility in determining billing arrangements.  For example, we often agree with our 
clients to perform services on a fixed-fee or other basis that we and the client believe will encourage efficiency and 
reflect the value of our services in relation to a particular objective.   

If you and we have agreed on a fixed fee arrangement, our fees will not be limited to the fixed amount if you fail 
to make a complete and accurate disclosure of information that we have requested and that we reasonably require 
for our work, or if you materially change the terms, conditions, scope, or nature of the work, as described by you 
when we determined the fixed amount.  If any of these events occurs, our fees will be based upon the other factors 
described below, unless you and we agree on a revised fixed fee. 

If the accompanying engagement letter does not provide for a fixed fee, or if we do not otherwise confirm to you 
in writing a fee arrangement, our fees for services will be determined as described in the following paragraphs. 

When establishing fees for services that we render, we are guided primarily by the time and labor required, 
although we also consider other appropriate factors, such as the novelty and difficulty of the legal issues involved; 
the legal skill required to perform the particular assignment; time-saving use of resources (including research, 
analysis, data and documentation) that we have previously developed and stored electronically or otherwise in 
quickly retrievable form; the fee customarily charged by comparable firms for similar legal services; the amount 
of money involved or at risk and the results obtained; and the time constraints imposed by either you or the 
circumstances.  In determining a reasonable fee for the time and labor required for a particular matter, we 
consider the ability, experience, and reputation of the lawyer or lawyers in our firm who perform the services.  To 
facilitate this determination, we internally assign to each lawyer an hourly rate based on these factors.   Of course, 
our internal hourly rates change periodically to account for increases in our cost of delivering legal service, other 
economic factors, and the augmentation of a particular lawyer's ability, experience, and reputation.  Any such 
changes in hourly rates are applied prospectively, as well as to unbilled time previously expended.  We record and 
bill our time in one-tenth hour (six minute) increments.   

When selecting lawyers to perform services for you, we generally seek to assign lawyers having the lowest hourly 
rates consistent with the skills, time demands, and other factors influencing the professional responsibility 
involved in each matter.  That does not mean that we will always assign a lawyer with a lower hourly rate than 
other lawyers.  As circumstances require, the services of lawyers in the firm with special skills or experience may 
be sought when that will either (a) reduce the legal expense to you, (b) provide a specialized legal skill needed, or 
(c) help move the matter forward more quickly.  Also, to encourage the use of such lawyers in situations where 
their services can provide a significant benefit that is disproportionate to the time devoted to the matter, we may 
not bill for their services on an hourly rate basis but, if you agree in advance, we will adjust the fee on an "added 
value" basis at the conclusion of the matter if and to the extent their services contribute to a favorable result for 
you.   

Disbursements.  In addition to legal fees, our statements will include out-of-pocket expenses that we have 
advanced on your behalf and our internal charges (which may exceed direct costs and allocated overhead 
expenses) for certain support activities.  Alternatively, the firm may charge for such internal charges as a 
percentage of the fees charged.  Advanced expenses generally will include, but are not limited to, such items as 
travel, postage, filing, recording, certification, and registration fees charged by governmental bodies.  Our internal 
charges typically include, but are not limited to, such items as toll calls, facsimile transmissions, overnight courier 
services, certain charges for terminal time for computer research and complex document production, and charges 
for photocopying materials sent to the client or third parties or required for our use.   

We may request an advance cost deposit when we expect that we will be required to incur substantial costs on 
behalf of the client.  

During the course of our representation, it may be appropriate to hire third parties to provide services on your 
behalf.  These services may include such things as consulting or testifying experts, investigators, providers of 
computerized litigation support, and court reporters.  Because of the legal "work product" protection afforded to 
services that an attorney requests from third parties, in certain situations our firm may assume responsibility for 

301

Item 18.



 

 3 
#515040448_v1 

retaining the appropriate service providers.  Even if we do so, however, you will be responsible for paying all fees 
and expenses directly to the service providers or reimbursing us for these expenses. 

The firm attempts to achieve efficiencies and savings for its clients when dealing with independent contractors.  
The firm may be able to obtain a reduced charge from the contractor if the firm provides certain functions, such 
as billing, collection, equipment, space, facilities, or clerical help.  For these administrative and coordination 
services, the firm may charge an administrative fee, which will be separately disclosed to you. 

Billing. We bill periodically throughout the engagement for a particular matter, and our periodic statements are 
due when rendered.   If our fees are based primarily on the amount of our time devoted to the matter, our 
statements will be rendered monthly.   In instances in which we represent more than one person with respect to 
a matter, each person that we represent is jointly and severally liable for our fees and expenses with respect to the 
representation.  Our statements contain a concise summary of each matter for which legal services are rendered 
and a fee is charged. 

If a statement remains unpaid for more than 30 days, you will be contacted by an H&K representative inquiring 
why it is unpaid.  Additionally, if a statement has not been paid within 30 days from its date, the firm may impose 
an interest charge of 1.25 percent per month (a 15 percent annual percentage rate) from the 30th day after the 
date of the statement until it is paid in full.  Interest charges apply to specific monthly statements on an individual 
statement basis.  Any payments made on past due statements are applied first to the oldest outstanding statement. 

It is the firm's policy that if an invoice remains unpaid for more than 90 days, absent extraordinary circumstances 
and subject to legal ethics constraints, H&K's representation will cease, and you hereby authorize us to withdraw 
from all representation of you.   Any unapplied deposits will be applied to outstanding balances.  Generally, the 
firm will not recommence its representation or accept new work from you until your account is brought current 
and a new deposit for fees and costs, in an amount that the firm determines, is paid to it.   

In addition, if you do not pay H&K's statements as they become due, the firm may require a substantial partial 
payment and delivery of an interest-bearing promissory note as part of any arrangement under which it may, in 
its discretion, agree to continue its representation.  Any such promissory note will serve merely as evidence of 
your obligation, and shall not be regarded as payment. 

If allowed by applicable law, H&K is entitled to reasonable attorneys' fees and court costs if collection activities 
are necessary.  In addition, H&K shall have all general, possessory, or retaining liens, and all special or charging 
liens, recognized by law.   

Payment of our fees and costs is not contingent on the ultimate outcome of our representation, unless we have 
expressly agreed in writing to a contingent fee.  

Questions About Our Bills. We invite you to discuss freely with us any questions that you have concerning a fee 
charged for any matter.  We want our clients to be satisfied with both the quality of our services and the 
reasonableness of the fees that we charge for those services.  We will attempt to provide as much billing 
information as you require and in such customary form that you desire, and are willing to discuss with you any of 
the various billing formats we have available that best suits your needs.   

Relationships with Other Clients 

Because we are a large, full-service law firm with offices located in various cities we may be (and often are) asked 
to represent a client with respect to interests that are adverse to those of another client who is represented by the 
firm in connection with another matter.  Just as you would not wish to be prevented in an appropriate situation 
from retaining a law firm that competes with Holland & Knight LLP, our firm wishes to be able to consider the 
representation of other persons or entities that may be competitors in your industry or who may have interests 
that are adverse to yours, but with respect to matters that are unrelated in any way to our representation of you.  
The ethics that govern us permit us to accept such multiple representations, assuming certain conditions are met, 
as set forth below. 

During the term of this engagement, we will not accept representation of another client to pursue interests that 
are directly adverse to your interests unless and until we make full disclosure to you of all the relevant facts, 
circumstances, and implications of our undertaking the two representations, and confirm to you in good faith that 
we have done so and that the following criteria are met:  (i) there is no substantial relationship between any matter 
in which we are representing or have represented you and the matter for the other client; (ii) any confidential 
information that we have received from you will not be available to the lawyers and other Holland & Knight LLP 
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personnel involved in the representation of the other client;  (iii) our effective representation of you and the 
discharge of our professional responsibilities to you will not be prejudiced by our representation of the other 
client; and (iv) both you and the other client have consented in writing based on our full disclosure of the relevant 
facts, circumstances, and implications of our undertaking the two representations.  If the foregoing conditions are 
satisfied, we may undertake the adverse representation and all conflict issues will be deemed to have been resolved 
or waived by you. 

By making this agreement, we are establishing the criteria that will govern the exercise of your right under 
applicable ethical rules to object to our representation of another client whose interests are adverse to yours.  If 
you contest in good faith the facts underlying our confirmation to you that the specified criteria have been met, 
then we will have the burden of reasonably supporting those facts. 

Knowledge Management Tool 

In order to better and more economically serve our clients, we have implemented a document search engine that 
will allow us to search the firm's institutional work product to determine whether there exist documents created 
for one client that can be used as a starting point for the preparation of new documents for other clients.  
Documents that are subject to ethics wall restrictions, have extraordinary confidentiality requirements, or contain 
sensitive client information will not be included in this system. 

Termination 

Upon completion of the matter to which this representation applies, or upon earlier termination of our 
relationship, the attorney-client relationship will end unless you and we have expressly agreed to a continuation 
with respect to other matters.  We hope, of course, that such a continuation will be the case.  The representation 
is terminable at will by either of us.  The termination of the representation will not terminate your obligation to 
pay fees and expenses incurred prior to the termination and for any services rendered or disbursements required 
to implement the transition to new counsel. 

* * * * * 

Your agreement to this engagement constitutes your acceptance of the foregoing terms and conditions.  If any of 
them is unacceptable to you, please advise us now so that we can resolve any differences and proceed with a clear, 
complete, and consistent understanding of our relationship. 
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Request for Proposals 
 

RFP Item #25-300 
 

State Lobbying and Legislative Representation Services 
 

For 
 

Augusta, Georgia – Administrator’s Office 

 

RFP Due: Tuesday, October 22, 2024 @ 11:00 a.m. 
 

Until further notice  
All RFP openings, conferences, and evaluation meetings 

will be conducted by electronic teleconferencing via ZOOM. 
Instructions are enclosed. 

 
                     Sec. 1-10-50. Sealed bids selection method: 
 
                      Bid acceptance and bid evaluation. Provided that the bids are delivered to the Procurement  
        Director at the time, place, and under the conditions contained in the Invitation for Bids, the bids 

       shall be conditionally accepted without alteration or correction pending evaluation. 
 

To Ensure Timely Deliveries, It Is The Responsibility Of The Vendor To Ensure Their Bid Submittal  
Is Received By The Time Specified Above. All Submittals MUST Be Received During Our Normal Office Hours From 8:30 A.M. To 

5:00 P.M., Monday Through Friday. No Deliveries Will Be Accepted Prior To 8:30 A.M. Or After 5:00 P.M., As The Building Is 
Closed To The Public And Delivery Services Outside Of These Hours. 

 

One Original and Seven (7) Copies of RFP shall be submitted 
 

Thanks for doing business with us . . .  
Geri A. Sams, Procurement Director 

535 Telfair Street, Room 605 
Augusta, Georgia 30901 

Rev. 6/20/2024 
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Notice to All Proponents  Required to be returned with your submittal.  Both documents must be notarized 
 
 Attachment B Must return the 2 pages  
 Systematic Alien Verification for Entitlements (SAVE) Program 
 
Minority and Women Owned Business Enterprise Program Ordinance Requirements 
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Page 3 of 58 

Request for Proposals 
 

Request for Proposals will be received at this office until Tuesday, October 22, 2024 @ 11:00 a.m. via ZOOM Meeting ID: 825 6446 
3701, Passcode: 25300 for furnishing: 
 

RFP Item # 25-300 State Lobbying and Legislative Representation Services for Augusta, GA Administrator’s Office 
 

RFPs will be received by: The Augusta Commission hereinafter referred to as the OWNER at the offices of: 
 

Geri A. Sams, Director 
Augusta Procurement Department 
535 Telfair Street - Room 605 
Augusta, Georgia 30901 

 

RFP documents may be viewed on the Augusta Georgia web site under the Procurement Department ARCbid.  RFP documents may 
be obtained at the office of the Augusta, GA Procurement Department, 535 Telfair Street – Room 605, Augusta, GA  30901 (706-
821-2422). 
 

Pre-Proposal Conference will be held on Monday, October 7, 2024 @ 2:00 p.m. via ZOOM – Meeting ID: 828 3979 2116; 
Passcode: 25300. 
 

All questions must be submitted in writing by fax to 706 821-2811 or by email to procbidandcontract@augustaga.gov to the 
office of the Procurement Department by Tuesday, October 8, 2024 @ 5:00 P.M.  No RFP will be accepted by fax or email, all 
must be received by mail or hand delivered. To ensure timely deliveries, all submittals must be received during our normal office 
hours from 8:30 a.m. to 5:00 p.m., Monday through Friday. No deliveries will be accepted prior to 8:30 a.m. or after 5:00 p.m., as 
the building is closed to the public and delivery services outside of these hours. 
 

No RFP may be withdrawn for a period of 90 days after RFPs have been opened, pending the execution of contract with the 
successful bidder(s). 
 

Request for proposals (RFP) and specifications. An RFP shall be issued by the Procurement Office and shall include specifications 
prepared in accordance with Article 4 (Product Specifications), and all contractual terms and conditions applicable to the 
procurement.  All specific requirements contained in the request for proposal including, but not limited to, the number of copies 
needed, the timing of the submission, the required financial data, and any other requirements designated by the Procurement 
Department are considered material conditions of the bid which are not waivable or modifiable by the Procurement Director.  
All requests to waive or modify any such material condition shall be submitted through the Procurement Director to the 
appropriate committee of the Augusta, Georgia Commission for approval by the Augusta, Georgia Commission.  Please mark RFP 
number on the outside of the envelope. 
 

GEORGIA E-Verify and Public Contracts: The Georgia E-Verify law requires contractors and all sub-contractors on Georgia public 
contract (contracts with a government agency) for the physical performance of services over $2,499 in value to enroll in E-Verify, 
regardless of the number of employees. They may be exempt from this requirement if they have no employees and do not plan to 
hire employees for the purpose of completing any part of the public contract. Certain professions are also exempt. All requests for 
proposals issued by a city must include the contractor affidavit as part of the requirement for their bid to be considered. 
 

Proponents are cautioned that acquisition of RFP documents through any source other than the office of the Procurement 
Department is not advisable.  Acquisition of RFP documents from unauthorized sources places the proponent at the risk of 
receiving incomplete or inaccurate information upon which to base their qualifications. 
 

Correspondence must be submitted via mail, fax or email as follows: 
 

  Augusta Procurement Department 
  Attn:  Geri A. Sams, Director of Procurement 
  535 Telfair Street, Room 605 
  Augusta, GA  30901 
  Fax:   706-821-2811 or Email: procbidandcontract@augustaga.gov 
 

GERI A. SAMS, Procurement Director 
 

Publish: 
 

Augusta Chronicle September 12, 19, 26, 2024 and October 3, 2024 
Metro Courier  September 12, 2024 
 

cc Takiyah A. Douse  Interim Administrator 
 Natascha Dailey  Administrator’s Office 
 

Revised:  06/20/2024 
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PROCUREMENT DEPARTMENT 
 

ELECTRONIC ZOOM INFORMATION  
 

The Augusta, Georgia Procurement Department conducts Public RFP Pre-Proposal Conferences and Openings to award 
quality contracts for Augusta. Proposers may participate in our Public RFP Pre-Proposal Conferences and Openings via 
webcast or teleconference by following the instructions outlined below:  

ELECTRONIC RFP INSTRUCTIONS 

Join from a PC, Mac, iPad, iPhone, or Android device 
 

Pre-Proposal Conference - RFP Item # 25-300 – State Lobbying and Legislative 
Representation Services for Augusta, GA - Administrative Office  

 
Monday, October 7, 2024 @ 2:00 p.m. 

 

ZOOM RFP Opening:  

1. Click this URL to start or join Zoom: 828 3979 2116 

 
2. Or go to https://zoom.us/join and enter meeting ID: 828 3979 2116 

 
3. Passcode: 25300 

 
RFP Opening - RFP Item # 25-300 - State Lobbying and Legislative Representation  

Services for Augusta, GA - Administrative Office 
Tuesday, October 22, 2024 @ 11:00 a.m. 

 

ZOOM RFP Opening:  

4. Click this URL to start or join Zoom: 825 6446 3701 

 
5. Or go to https://zoom.us/join and enter meeting ID: 825 6446 3701 

 
6. Passcode: 25300 
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INSTRUCTIONS TO SUBMIT 

 
INSTRUCTIONS TO SUBMIT 

 
1.1 Purpose: The purpose of this document is to 

provide general and specific information for use 
by vendors in submitting a proposal to supply 
Augusta, Georgia with equipment, supplies, and 
or services as listed above.  All proposals are 
governed by the Augusta, Georgia Code. 
 

 
1.2  Viewing the Augusta Code:  All proposals are 

governed and awarded in accordance with the 
applicable federal and state regulations and the 
Augusta, Georgia Code.  To view the Code visit 
Augusta’s website at www.augustaga.gov or 
http://www.augustaga.gov/index.aspx?NID=68
5  Guidelines & Procedures. 

 
1.3 Compliance with laws: The Proponent shall 

obtain and maintain all licenses, permits, liability 
insurance, workman's compensation insurance 
and comply with any and all other standards or 
regulations required by federal, state or Augusta, 
Georgia statute, ordinances and rules during the 
performance of any contract between the 
Proponent and Augusta, Georgia.  Any such 
requirement specifically set forth in any contract 
document between the Proponent and Augusta, 
Georgia shall be supplementary to this section 
and not in substitution thereof. 

 
1.4 Proposal’s For All Or Part: Unless otherwise 

specified by Augusta, Georgia or by the 
proponent, AUGUSTA, GEORGIA RESERVES THE 
RIGHT TO MAKE AWARD ON ALL ITEMS, OR ON 
ANY OF THE ITEMS ACCORDING TO THE BEST 
INTEREST OF AUGUSTA, GEORGIA.  Proponent 
may restrict his proposal to consideration in the 
aggregate by so stating but must name a unit 
price on each item submitted upon. 

 
1.5 All protest shall be made in writing to: 
 

 Attn:  Geri A. Sams,  
 Director of Procurement 
 535 Telfair Street, Room 605 
 Augusta, GA  30901, 
 Fax:   706-821-2811 or  

Email: procbidandcontract@augustaga.gov 

 
 
 
 
 

 

 
 

 
1.6 Minority/Women Business Enterprise (MWBE) 

Policy: Court Order Enjoining Race-Based 
Portion of DBE Program Augusta, Georgia does 
not have a race or gender conscious 
Disadvantaged Business Enterprises (DBE) 
program for projects having Augusta, Georgia 
as the source of funding.  Augusta does enforce 
mandatory DBE requirements of federal and 
state agencies on contracts funded by such 
agencies and has a DBE Program to comply 
with U.S. Department of Transportation (DOT), 
Federal Transit Administration (FTA), Federal 
Aviation Administration (FAA) and other federal 
and state mandated DBE requirements for 
certain DOT, FTA, FAA, and other federal and 
state assisted contracts as required by 49 C.F.R. 
Part 26, et. seq. and/or 49 C.F.R. Part 23, et. 
seq.  This DBE program is only for DOT, FTA and 
FAA assisted contracts and other federal or 
state funded contracts having mandatory DBE 
requirements. (See Article 13 of the Augusta, 
GA. Code.) 

 
Augusta, Georgia prohibits any language in any 
solicitation, bid or contract that is inconsistent 
with the July 21, 2011 Court Order in the case, 
Thompson Wrecking, Inc. v. Augusta Georgia, 
civil action No. 1:07-CV-019.  Any such language 
appearing in any Augusta, Georgia solicitation, 
bid or contract is void and unenforceable. 

 
A copy of this Order can be reviewed at 
www.augustaga.gov home page. 

 
1.7 Augusta, Georgia License Requirement: For 

further information contact the License and 
Inspection Department @ 706 312-5050. 

 

General Contractors License Number:  If 
applicable, in accordance with O.C.G.A. §43-41, 
or be subjected to penalties as may be required 
by law. 

 

Utility Contractor License Number:  If 
applicable, in accordance with O.C.G.A. §43-14, 
or be subjected to penalties as may be required 
by law. 

 

1.8 Terms of Contract: (Check where 
 applicable) 

[  ] (A) Annual Contract 
[  ] (B) One time Purchase. 
[X] (C) Other 
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NOTICE TO ALL VENDORS  
 

ADHERE TO THE BELOW INSTRUCTIONS AND DO NOT SUBSTITUTE FORMS 
 

PLEASE READ CAREFULLY: 
 

Attachment B is a consolidated document consisting of: 
1.  Business License Number Requirement (must be provided) 
2.  Acknowledgement of Addenda (must be acknowledged, if any) 
3.  Statement of Non-Discrimination 
4.  Non-Collusion Affidavit of Prime Proponent/Offeror 
5.  Conflict of Interest 
6.  Contractor Affidavit and Agreement (E-Verify User ID Number must be provided) 
 

Attachment B Must be Notarized & Two (2) Pages Must be returned with your submittal - No Exceptions.  
 

Business License Requirement: Proponent must be licensed in the Governmental entity for where they do the majority of their 
business.  Your company’s business license number must be provided on Page 1 of Attachment B.  If your Governmental entity 
(State or Local) does not require a business license, your company will be required to obtain a Richmond County business license 
if awarded a contract.  For further information contact the License and Inspection Department @ 706 312-5050. 
 

Acknowledgement of Addenda:  You Must acknowledge all Addenda.  See Page 1 of Attachment B. 
 

E-Verify * User Identification Number (Company I.D.)  The recommended awarded vendor will be required to provide a copy of 
Homeland Security’s Memorandum Of Understanding (MOU).  Contractors, Bids, RFPs, RFQs - Any contractors performing the physical 
performance of services” for your city, including those that respond to bids or requests for proposals, must submit an E-Verify affidavit. Your 
city cannot consider any contractors, even as part of a bidding or RFP process, unless they have given you the appropriate E-Verify contractor 
affidavits. 
 

Contractors are defined as those who provide any “physical performance of services,” which means any performance of labor or services for a 
public employer using a bidding process or by contract that costs over $2,499.99 in value between December 1 and November 30 of any given 
year. Typically, eligible contracts may include: New construction or the demolition of structures/roads Routine operation, repair, and 
maintenance of existing structures.  Any contracts for labor and service that exceed $2,499.99.  Contracts for the purchase of goods without 
any services provided are not subject to these E-Verify requirements. 
 

The city, each contractor, and each subcontractor have different roles and responsibilities in the E-Verify process. The city collects E-Verify 
affidavits from the contractor. The contractor collects E-Verify affidavits from its subcontractors.  The subcontractors collect E-Verify affidavits 
from its sub-subcontractors. Independent contractors (those with no employees) do not need to supply E-Verify information. Instead, they will 
provide a driver’s license or state identification card from states on the “compliant” list created by the Georgia Attorney General. Those 
contractors and subcontractors that fill out the affidavits are responsible for the accuracy of the information. The city does not need to confirm 
that the E-Verify information is correct. The liability for incorrect information is on the contractor or subcontractor.  NOTE:  The authorization 
date can be found within the Memorandum of Understanding (MOU). 
 

Affidavit Verifying Status for Augusta Benefit Application (S.A.V.E. Program) (Must Be Returned With Your Submittal) 

The successful proponent will submit the following forms to the Procurement Department no later than five (5) days after receiving the 
“Letter of Recommendation” (Vendor’s letter will denote the date forms are to be received) 
 

1. Georgia Security and Immigration Subcontractor Affidavit 
2. Non-Collusion Affidavit of Sub-Contractor 
3. PLEASE NOTE GEORGIA LAW CHANGE:  E-Verify and Public Contracts: The Georgia E-Verify law requires contractors and all sub-

contractors on Georgia public contract (contracts with a government agency) for the physical performance of services over $2,499 in value 
to enroll in E-Verify, regardless of the number of employees. They may be exempt from this requirement if they have no employees and 
do not plan to hire employees for the purpose of completing any part of the public contract. Certain professions are also exempt. All 
requests for proposals issued by a city must include the contractor affidavit as part of the requirement for their bid to be considered. 

 

WARNING: Please review “Notice to Proponent” regarding Augusta Georgia’s Local Small Business Opportunity Program Proponent Requirements.  

Vendors are cautioned that acquisition of proposal documents through any source other than the office of the Procurement Department is 
not advisable.  Acquisition of proposal documents from unauthorized sources places the proposer at the risk of receiving incomplete or 
inaccurate information upon which to base his qualifications. 

 

Proposals are publicly opened.  It is your responsibility to ensure that your company has met the Specifications and Licenses requirements 
prior to submitting a proposal. 
 

Rev. 4/09/21 
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       PAGE 1 OF 2 

Attachment B 
 

You Must Complete and Return the 2 pages of Attachment B with Your Submittal.  Document Must Be Notarized. 
 

Augusta, Georgia Augusta Procurement Department 
ATTN: Procurement Director  
535 Telfair Street, Suite 605 
Augusta, Georgia 30901 
 

Name of Proponent: _______________________________________________________________________________ 

Street Address: ___________________________________________________________________________________ 

City, State, Zip Code: ______________________________________________________________________________ 

Phone: ______________________ Fax: __________________________Email: ________________________________ 
 

Do You Have A Business License?   Yes: ______ No: ______  
 

Augusta, GA Business License # for your Company (Must Provide): ______________________________________ 
 

And/or Your State/Local Business License # for your Company (Must Provide): _____________________________ 
 

Utility Contractors License # (Must Provide if applicable): _______________________________ MUST BE LISTED ON FRONT OF ENVELOPE 
 

General Contractor License # (Must Provide if applicable): _______________________________________________ 
 

Additional Specialty License # (Must Provide if applicable): ______________________________________________ 
 

NOTE:  Company must be licensed in the Governmental entity for where they do the majority of their business.  If your Governmental entity (State or Local) does 
not require a business license, please state above (Procurement will verify), your company will be required to obtain a Richmond County business license if 
awarded a BID.  For further information regarding Augusta, GA license requirements, please contact the License and Inspection Department @ 706 312-5050. 
 

List the State, City & County that issued your license: ___________________________________________________________ 

Acknowledgement of Addenda: (#1) ____: (#2) ____: (#3) ____: (#4) ____: (#5) ____:  (#6) ____: (#7) ____: (#8) ____: 
                   NOTE:  CHECK APPROPRIATE BOX (ES) - ADD ADDITIONAL NUMBERS AS APPLICABLE 
 

Statement of Non-Discrimination 
 

The undersigned understands that it is the policy of Augusta, Georgia to promote full and equal business opportunity for all persons doing business with Augusta, 
Georgia.  The undersigned covenants that we have not discriminated, on the basis of race, religion, gender, national origin or ethnicity, with regard to prime 
contracting, subcontracting or partnering opportunities.  
The undersigned covenants and agrees to make good faith efforts to ensure maximum practicable participation of local small businesses on the proposal or 
contract awarded by Augusta, Georgia.  The undersigned further covenants that we have completed truthfully and fully the required forms regarding good faith 
efforts and local small business subcontractor/supplier utilization.   
The undersigned further covenants and agrees not to engage in discriminatory conduct of any type against local small businesses, in conformity with Augusta, 
Georgia’s Local Small Business Opportunity Program.  Set forth below is the signature of an officer of the proposer/contracting entity with the authority to bind 
the entity. 
The undersigned acknowledge and warrant that this Company has been made aware of understands and agrees to take affirmative action to provide such 
companies with the maximum practicable opportunities to do business with this Company; 
That this promise of non-discrimination as made and set forth herein shall be continuing in nature and shall remain in full force and effect without interruption; 
That the promises of non-discrimination as made and set forth herein shall be and are hereby deemed to be made as part of and incorporated by reference into 
any contract or portion thereof which this Company may hereafter obtain and; 
That the failure of this Company to satisfactorily discharge any of the promises of nondiscrimination as made and set forth herein shall constitute a material 
breach of contract entitling Augusta, Georgia to declare the contract in default and to exercise any and all applicable rights remedies including but not limited to 
cancellation of the contract, termination of the contract, suspension and debarment from future contracting opportunities, and withholding and or forfeiture of 
compensation due and owing on a contract. 
 

Non-Collusion of Prime Proponent 
 

By submission of a proposal, the vendor certifies, under penalty of perjury, that to the best of its knowledge and belief: 
(a) The prices in the proposal have been arrived at independently without collusion, consultation, communications, or agreement, for the purpose of restricting 
competition, as to any matter relating to such prices with any other vendor or with any competitor. 
(b) Unless otherwise required by law, the prices which have been quoted in the proposal have not been knowingly disclosed by the vendor prior to opening, 
directly or indirectly, to any other vendor or to any competitor. 
(c) No attempt has been made, or will be made, by the vendor to induce any other person, partnership, or corporation to submit or not to submit a proposal for 
the purpose of restricting competition.  Collusions and fraud in proposal preparation shall be reported to the State of Georgia Attorney General and the United 
States Justice Department. 
 

 

You Must Complete and Return the 2 pages of Attachment B with Your Submittal.  Document Must Be Notarized. 
Rev. 4/09/21 
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Conflict of Interest           PAGE 2 OF 2 
By submission of a bid, the responding firm certifies, under penalty of perjury, that to the best of its knowledge and belief: 
1. No circumstances exist which cause a Conflict of Interest in performing the services required by this BID, and 
2. That no employee of the County, nor any member thereof, not any public agency or official affected by this BID, has any pecuniary interest in the business of 
the responding firm or his sub-consultant(s) has any interest that would conflict in any manner or degree with the performance related to this BID.  By submission 
of a bid, the vendor certifies under penalty of perjury, that to the best of its knowledge and belief: 
(a) The prices in the bid have been arrived at independently without collusion, consultation, communications, or agreement, for the purpose of restricting 
competition, as to any matter relating to such prices with any other vendor or with any competitor. 
(b) Unless otherwise required by law, the prices which have been quoted in the bid have not knowingly been disclosed by the vendor prior to opening, directly or 
indirectly, to any other vendor or competitor. 
c) No attempt has been made, or will be made, by the vendor to induce any other person, partnership, or cooperation to submit or not to submit a bid for the 
purpose of restricting competition.  For any breach or violation of this provision, the County shall have the right to terminate any related contract or agreement 
without liability and at its discretion to deduct from the price, or otherwise recover, the full amount of such fee, commission, percentage, gift, payment, or 
consideration. 
 

Contractor Affidavit and Agreement:  Contractor Affidavit under O.C.G.A. § 13-10-91(b) (l) 
 

GEORGIA E-Verify and Public Contracts: The Georgia E-Verify law requires contractors and all sub-contractors on Georgia public contract (contracts with a 
government agency) for the physical performance of services over $2,499 in value to enroll in E-Verify, regardless of the number of employees. They may be 
exempt from this requirement if they have no employees and do not plan to hire employees for the purpose of completing any part of the public contract. 
Certain professions are also exempt. All requests for proposals issued by a city must include the contractor affidavit as part of the requirement for their bid to be 
considered. 
 

The undersigned contractor ("Contractor") executes this Affidavit to comply with O.C.G.A § 13-10-91 related to any contract to which Contractor is a party that is 
subject to O.C.G.A. § 13-10-91 and hereby verifies its compliance with O.C.G.A. § 13-10-91, attesting as follows:  
a) The Contractor has registered with, is authorized to use, and uses the federal work authorization program commonly known as E-Verify, or any subsequent 
replacement program;  
b) The Contractor will continue to use the federal work authorization program throughout the contract period, including any renewal or extension thereof;  
c) The Contractor will notify the public employer in the event the Contractor ceases to utilize the federal work authorization program during the contract period, 
including renewals or extensions thereof;  
d) The Contractor understands that ceasing to utilize the federal work authorization program constitutes a material breach of Contract;  
e) The Contractor will contract for the performance of services in satisfaction of such contract only with subcontractors who present an affidavit to the Contractor 
with the information required by O.C.G.A. § 13-10-91(a), (b), and (c);  
f) The Contractor acknowledges and agrees that this Affidavit shall be incorporated into any contract(s) subject to the provisions of O.C.G.A. § 13-10- 91 for the 
project listed below to which Contractor is a party after the date hereof without further action or consent by Contractor; and  
g) Contractor acknowledges its responsibility to submit copies of any affidavits, drivers' licenses, and identification cards required pursuant to O.C.G.A. § 13-10-91 
to the public employer within five business days of receipt.  
 

Georgia Law requires your company to have an E-Verify*User Identification Number (Company I.D.) on or after July 1, 2009.   
 

For additional information or to enroll your company, visit the State of Georgia website: 
https://e-verify.uscis.gov/enroll/ and/or  http://www.dol.state.ga.us/pdf/rules/300_10 1.pdf  
 

Federal Work Authorization User Identification Number: E-VERIFY REQUIRED FOR ALL CONTRACTS OVER $2,499.00  Date of Authorization 

 

** (E-Verify Number) _________________________________    ___________________________  
 
 

__________________________________________________      _________________________________________  
Name of Contractor                                                           Name of Project / Bid Number 
 

AUGUSTA, GEORGIA – RICHMOND COUNTY CONSOLIDATED GOVERNMENT 
Name of Public Employer  
 

I hereby declare under penalty of perjury that the foregoing is true and correct.  
 

Executed on ___________________, _________, 20________ in ___________________ (City), _______________ (State).  
 
 
 

_____________________________________________  _____________________________________________         
Signature of Authorized Officer or Agent    Printed Name and Title of Authorized Officer or Agent  
 
SUBSCRIBED AND SWORN BEFORE ME ON THIS THE _______ DAY OF ____________________________, 20_______  
 

_____________________________________ ____________________   
Notary Public      My Commission Expires:  NOTARY SEAL 

 

 

The undersigned further agrees to submit a notarized copy of Attachment B and any required documentation noted as part of the Augusta, 
Georgia Board of Commissions specifications which govern this process.  In addition, the undersigned agrees to submit all required forms for 
any subcontractor(s) as requested and or required.  I further understand that my submittal will be deemed non-compliant if any part of this 
process is violated.  

 

You Must Complete and Return the 2 pages of Attachment B with Your Submittal. Document Must Be Notarized. 
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You Must Complete and Return with Your Submittal.  Document Must Be Notarized 

 

Systematic Alien Verification for Entitlements (SAVE) Program 
 

Affidavit Verifying Status for Augusta, Georgia Benefit Application By executing this affidavit under oath, as an 
applicant for an Augusta, Georgia Business License or Occupation Tax Certificate, Alcohol License, Taxi Permit, 
Contract, or other public benefit as reference in O.C.G.A. Section 50-36-1, I am stating the following with respect 
to my bid for an Augusta, Georgia contract for  
 

______________________________________________________________________________________ 
[RFP Project Number and Project Name] 

 

______________________________________________________________________________________ 
[Print/Type: Name of natural person applying on behalf of individual, business, corporation, partnership, or other private entity] 

 

_______________________________________________________________________________________ 
[Print/Type:  Name of business, corporation, partnership, or other private entity] 

 
 
 

 

1.) _________ I am a citizen of the United States. 

OR 

2.) _________ I am a legal permanent resident 18 years of age or older. 

OR 

3.) _________ I am an otherwise qualified alien (8 § USC 1641) or nonimmigrant under the Federal Immigration 

and Nationality Act (8 USC 1101 et seq.) 18 years of age or older and lawfully present in the United States. * 

In making the above representation under oath, I understand that any person who knowingly and willfully 
makes a false, fictitious, or fraudulent statement or representation in an affidavit shall be guilty of a violation 
of Code Section 16-10-20 of the Official Code of Georgia. 
 

________________________________________________ 
Signature of Applicant 
 

________________________________________________ 
Printed Name 
 

________________________________________________ 
*Alien Registration Number for Non-Citizens 
 
 
 
 

SUBSCRIBED AND SWORN BEFORE ME ON THIS THE ___________ DAY OF ______________, 20____ 
 
 

________________________________________________________ 
Notary Public 
 
 

My Commission Expires: _____________________________  NOTARY SEAL 
 

 
 

Note: THIS FORM MUST BE COMPLETED AND RETURNED WITH YOUR SUBMITTAL 
REV. 2/17/2016 
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TRADE SECRET STATUS AFFIDAVIT 

Augusta, Georgia 
 
 

All documents, data, letters and generated information received by Augusta, Georgia constitutes a “public record” and is 
subject to disclosure under the Georgia Open Records Act ("GORA"). O.C.G.A. § 50-18-70 et seq.  However, pursuant to 
O.C.G.A. § 50-18-72(a)(34), "[an] entity submitting records containing trade secrets that wishes to keep such records 
confidential under this paragraph shall submit and attach to the records an affidavit affirmatively declaring that specific 
information in the records constitute trade secrets pursuant to Article 27 of Chapter 1 of Title 10 [O.C.G.A. § 10-1-760 et 
seq.].” 
 
O.C.G.A. § 10-1-761(4) defines “Trade secret" as “…information, without regard to form, including, but not limited to, 
technical or nontechnical data, a formula, a pattern, a compilation, a program, a device, a method, a technique, a drawing, a 
process, financial data, financial plans, product plans, or a list of actual or potential customers or suppliers which is not 
commonly known by or available to the public and which information: 
 

A. Derives economic value, actual or potential, from not being generally known to, and not being readily ascertainable 
by proper means by, other persons who can obtain economic value from its disclosure or use; and 

B. Is the subject of efforts that are reasonable under the circumstances to maintain its secrecy.” 
 

Therefore, the records listed below and attached hereto, that were submitted with _______________________response to 
Augusta, Georgia Request for Proposal, Request for Quote, or Request for Qualified Contractor ______________are marked 
confidential pursuant to O.C.G.A. § 10-1-761(4): 
 
• (List specific information that the supplier wishes to withhold and how that information constitutes a trade secret) 
• Additional trade secret information requested to be withheld. 
• Your company is requested to submit a redacted copy of your submittal. 
 

Under penalty of perjury, acknowledging that O.C.G.A. §16-10-71 provides a penalty of a fine of up to $1,000 and potential 
imprisonment of one to five years, I attest that the specific information in the records listed above constitutes trade secrets 
pursuant to O.C.G.A. § 10-1-761(4), and request that Augusta, Georgia not disclose this protected information under the 
Georgia Open Records Act ("GORA"). 
 

Signature: 
 
________________________________   ___________________________________________ 
[Signatory Name in Print]     [Signatory’s Title] [Company Name] 
 
_______________________________   Date: ______________________________________ 
[Signatory’s Title] 
 
SUBSCRIBED AND SWORN BEFORE 
ME ON THIS ______ DAY OF 
_____________, 202_. 
 
__________________________________   My Commission Expires: ______________ 
NOTARY PUBLIC 
 
 
 
 
 

Return Page Only if Applicable. 
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Minority and Women Owned Business Enterprise 
Program Ordinance Requirements 
 
Notice To All Bidders (PLEASE READ CAREFULLY) 
Shall apply to ALL Bids regardless of the dollar amount 
In accordance with the Commission Action on 7/25/24 
and the adoption of Ordinance No. 7945 Chapter 10C of 
the AUGUSTA, GA, CODE, Contractors agree to collect and 
maintain all records necessary to Augusta, Georgia to 
evaluate the effectiveness of its Minority and Women 
Owned Business Enterprise Program and to make such 
records available to Augusta, Georgia upon request.  The 
requirements of the Minority and Women Owned 
Business Enterprise Program can be found at 
www.augustaga.gov.  In accordance with AUGUSTA, GA. 
CODE, Contractors shall report to Augusta, Georgia the 
total dollars paid to each subcontractor, vendor, or other 
business on each contract, and shall provide such 
payment affidavits, regarding payment to subcontractors, 
if any as required by Augusta, Georgia.  Such utilization 
reports shall be in the format specified by the Director of 
Compliance and shall be submitted at such times as 
required by Augusta, Georgia.  Required forms can be 
found at www.augustaga.gov.  If you need assistance 
completing a form or filing information, please contact 
the M/WBE Program office at (706) 821-2406.  Failure to 
provide such reports withing the time period specified by 
Augusta, Georgia shall entitle Augusta, Georgia to 
exercise any of the remedies set forth, including, but not 
limited to, withholding payment from the Contractor 
and/or collecting liquidated damages. 
 
SHALL APPLY TO PROJECTS IN EXCESS OF $300,000 
Minority and Women Owned Business Enterprise 
Program (Continued) 
Sec. 1-10-138. Race and Gender-Conscious Efforts 
Contract-by-Contract Subcontractor Goals The City, 
through the Goal Setting Committee (GSC), will set 
specific, separate percentage-based MBE and WBE 
subcontracting goals on a contract-by contract basis for 
Prime contracts in Construction, Architecture & 
Engineering, Professional Services, and Other Services 
valued in excess of $300,000.  The City shall establish such 
goals based upon the type of contract, the type of 
subcontracting work that will be required, and the 
availability of M/WBE firms to perform the work for that 
specific contract.   
The GSC shall not establish subcontracting goals on 
contracts where (a) there are no subcontracting 
opportunities identified for the contract; or (b) there are not 
at least three (3) MBE and/or WBE firms that are available 
and capable to perform a CUF for the overall subcontracting 
opportunities on the contract. 

 
Good Faith Efforts (GFE) Requirements and Guidance 
1.Achievement of subcontracting goals or documentation of 
Good Faith Efforts applies to every Contract for which such 
goals are established. The Bidder shall submit a compliance 
plan detailing its achievement of the goals or its Good 
Faith Efforts to meet the goals. The compliance plan shall 
be due at the time set out in the solicitation documents.  
2.When a Bidder cannot achieve the goals, its compliance 
plan shall document its GFE to achieve the goals.  The 
Director of Compliance will determine whether the Bidder 
has made such GFE. 
Bid Documents 
All bid documents shall require bidders or proponents to 
submit with their bid the following written documents, 
statements, or forms, which shall be made available by the 
Procurement Department. 

• Proposed Letter of Intent MBE/WBE. 
• Proposed MBE/WBE Utilization Plan. 
• Documentation of Good Faith Efforts Form (in the 

event the bidder will not meet the MBE and WBE 
goals). 

Failure to submit the above documentation shall result in 
the bid being declared non-responsive. 
Sec. 1-10-154.Exceptions 
In accordance with § 1-10-8, on federally funded projects or 
contracts, the M/WBE Program shall only be utilized when 
authorized by the applicable federal (and/or Georgia) laws, 
regulations, and conditions relating to that project or 
contract. To the extent that there are any conflicts between 
any such laws, regulations, or conditions and the provisions 
of the M/WBE Program, the federal (and/or Georgia) 
guidance shall control. 
 
NOTE: All forms should be submitted in a separate, sealed 
envelope, labeled M/WBE Forms, Company’s Name & Bud 
number 
 
For questions and or additional information, please 
contact: 
 

Minority-Owned and Women-Owned Business Enterprise 
Program 

535 Telfair Street, Suite 530 
Augusta, Georgia 30901 

(706) 821-2406 
mwbe@augustaga.gov  

Website: https://www.augustaga.gov/83/Disadvantaged-
Business-Enterprise  
 
REV. 9/6/24 
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SECTION I 

PROJECT AND GENERAL SUBMITTAL INFORMATION SUMMARY 
 

Sealed proposals addressed Augusta, Georgia Consolidated Government (the “City”) to provide state 
lobbying and legislative representation services for the City will be received in the office of the Director of 
Procurement at 535 Telfair Street, Suite 605, Augusta, GA 30901 until Tuesday, October 22, 2024 @ 11:00 
a.m.  The RFP must be submitted in a sealed package and labeled with firm’s name and the name of the 
project - RFP 25-300 State Lobbying and Legislative Representation Services.  No RFP will be accepted by 
fax or email, all must be received by mail or hand delivered.  Opening will be via ZOOM – Meeting ID: 825 
6446 3701; Passcode 25300.  No proposals will be accepted after that time. 
 

The Proposer will submit one (1) marked unbound original and seven (7) copies of their RFP and one (1) 
marked unbound original of its fee proposal.  Failure to follow the required format may result in your 
organization’s proposal being rejected as non-responsive to this process and ARC may exercise that right at 
its sole discretion.  The successful proposal will have at a minimum, the following features: 
 

• The proposal shall be no more than thirty (30) pages in length, excluding cover letter, required 
forms, tabs and appendices.  All proposals shall be 8 ½ x 11 format with all standard test fonts no 
smaller than 12 points.   The original will use one-sided copying and be bound by binder clip or 
some other non-permanent form of binding.  Each of the seven (7) copies of the proposal shall be 
one sided copies and shall be spiral bound or bound with some other secure and permanent form 
of binding.   
 

• An official authorized to bind the offeror must sign all statements. Any documents received after 
this time and date will not be considered and will be returned unopened to the firm. 
 

• Firms that wish to join in a consortium must designate one firm as principal or lead firm.  
Consortiums will be evaluated according to the same requirements as a single firm. 

 

• If the proposal includes any information in addition to the specific information requested in the 
RFP, it should be included as an appendix to the proposal 
 

• Proposals should be prepared simply and economically, providing a straightforward, concise 
description of offeror’s capabilities to satisfy the requirements of the RFP.  Text is to include 
information in which the firm shall describe the proposed work program as interpreted from the 
Scope of Services.  
 

• The firms shall provide a FEE PROPOSAL that includes all items that are required to provide the 
services requested.  No additional unapproved expenses will be paid by Augusta, Georgia in 
association with the execution of this project outside of the agreed upon fee proposal.  
 

• Fee proposal must be sealed and placed in a separate sealed envelope labeled on the outside of 
the package to clearly indicate that it is a response to RFP 25-300 State Legislative Lobbying 
Service.  All items related to cost will be placed in a separate sealed envelope. 

 

• When in the best interest of Augusta, Georgia, Augusta reserves the right to request additional 
information and to request a “Best and Final” offer. 
 

•  The Augusta reserves the right to reject any and all responses and to waive any informalities as 
deemed to be in the best interest of Augusta and reserves the right to request additional 
information from a respondent(s) as deemed necessary to analyze responses. 

 

• Each proposal will be evaluated using the criteria listed in RFP 25-300. 
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1.1 RECEIPT AND HANDLING OF PROPOSALS 
 

The Firm assumes full responsibility for the timely delivery of the proposal to the designated location. 
Proposals delivered to any other office or location will not be considered. 
 
In accordance with Chapter 10 of the City’s Purchasing Ordinance, competitive sealed proposals Bid 
opening.  

 
Sealed Bids shall be opened publicly via ZOOM as designated in the public notice and invitation for bids. 
The amount of each bid, and such other relevant information as the Procurement Director deems 
appropriate, together with the name of each bidder shall be recorded; the  record, and each bid, shall be 
open to public inspection in accordance with Section 1-10-5 (Public Access  to Procurement Information). 
 

Public access.   Procurement information shall be considered public records to the extent required by the 
Georgia Open Records Act.  A Request for Proposals (RFP) shall not become public record until the final 
contract is negotiated and awarded. Any financial, trade secrets or commercial data contained in Request 
for Proposals shall be considered privileged and confidential and shall not be disclosed.  See the Trade 
Secret Affidavit – Page 10.  

All work under this proposal will be performed at the sole cost and expense of the responder. Successful 
contractor will provide, perform and complete in the manner described and specified in this Request for 
Proposal all necessary work, labor, services, transportation, room & board, equipment, materials, 
apparatus, data and other items necessary to accomplish the Project as defined, in accordance with the 
Scope of Services (herein called services). 
 
The Services will also include procuring and furnishing all approvals and authorizations, and certificates and 
policies of insurance as specified herein necessary to complete the Project. The respondent shall provide, 
perform and complete all the Services in a proper and workmanlike manner, consistent with the highest 
standards of professional practice, and in full compliance with all state and municipal regulations, and as 
required by or pursuant to this Request for Proposal.  
 
The term of the contract for the requested services shall be for a period of three (3) years. The initial term 
of the contract shall be three hundred sixty-five (365) calendar days. The contract may be renewed for two 
(2) successive three hundred sixty-five (365) terms at the same terms and conditions stated in the 
contract, for a total contract period of one thousand and ninety-five (1,095) calendar days. 
 
The service request shall be on an as-needed basis and no work is guaranteed. All work requests are at the 
sole discretion of Augusta. 
 

The services to be performed under the contract resulting from this RFP shall commence within ten (10) 
calendar days after receipt of written Notice to Proceed. The initial term of the contract shall be three 
hundred sixty-five (365) calendar days. The contract may be renewed for two (2) successive seven 
hundred thirty (730) calendar day term at the same terms and conditions stated in the contract, for 
a total contract period of one thousand and ninety-five (1,095) calendar days. The services shall 
commence within ten (10) calendar days after acknowledgement of receipt of written notice to 
proceed and shall be completed within. 
 
Augusta reserves the right to make one (1) award or multiple awards.  
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1.2 PURPOSE 
 
Augusta, Georgia is soliciting competitive sealed proposals (offers) for State Lobbying and Legislative 
Representation Services. Augusta desires to enter into a professional services contract with a qualified 
individual or firm who can demonstrate competency and experience in providing State lobbying services for 
municipal (consolidated) governments.  The firms with a proven track record to provide professional 
consultant services in advocacy/lobbying at the State. The legislative services shall include, but not be limited 
to: scheduled, extended, or special legislative sessions and meetings; state administrative and agency hearings, 
meetings, or rule making proceedings; all in accordance with the terms, conditions, and scope of work outlined 
in this Request for Proposal (RFP).  The services would begin on January 1, 2025. 

 
1.3 SUBMITTAL OF QUESTIONS 
 

All firms responding are cautioned to read this Request for Proposals (RFP) carefully for understanding and 
request clarification from Augusta, Georgia on any questions pertaining to this RFP.  The Proposer should 
examine all documents and requirements of the services requested to become fully informed.  Failure to 
examine these areas will not relieve the successful Proposer of its obligation to furnish all products and 
services necessary to carry out the provisions of the contract. After RFPs have been submitted, the vendor 
shall not assert that there was a misunderstanding concerning the quantities of work or of the nature of the 
work to be done. 

 
All questions must be submitted in writing by fax to 706 821-2811 or by email to 
procbidandcontract@augustaga.gov to the office of the Procurement Department by Tuesday, October 8, 
2024 @ 5:00 P.M.  Issues and responses addressed in any other manner will not be considered valid or 
binding in consideration of proposals or any subsequent contract negotiations. Failure to provide all of the 
requested information may cause the submittal to be rejected as non-responsive. 

 
Geri A. Sams 
Procurement Department 
535 Telfair Street - Room 605 
Augusta, Georgia  30901 

 
RFP Packages may be obtained at the Augusta, Georgia Procurement Department, at the address listed 
above. 
 
1.4 PROPOSAL SUBMITTALS 

 
One (1) unbound original and seven (7) copies of the proposal marked “RFP 25-300, STATE LOBBYING AND 
LEGISLATIVE REPRESENTATION SERVICES” shall be submitted in a sealed envelope. These must be 
submitted to and received no later than 11:00 a.m. (local time), Tuesday, October 22, 2024.  
 

1.5 AWARD 
 

If Augusta Awards a contract, the contract will be awarded to the most responsive, responsible Firm whose 
offer is most responsive and responsible to Augusta, based upon the evaluation criteria specified in 
Evaluation and Award Section (Section VI and Section VII), results of the negotiations, and the final offer by 
the Firm. Thus, while the points in the evaluation criteria indicate their relative importance, the total 
scores will not necessarily be determinative of the award. Rather, the total scores will guide Augusta in 
making an intelligent award decision based on Augusta’s requirements and the best value proposal (offer) 
received. 
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1.6 CONTRACT 
 

The successful Firm shall be required to complete a two-party standard form of contract.  A sample 
contract (Attachment E) is attached. 
 
1.7 NOTICE TO FIRMS 

 

Companies not incorporated in the State of Georgia must be in compliance with the State of Georgia Code 
of Regulations, State Procurement Regulations, in order to enter into a contract with Augusta.   
 

1.8 QUALIFICATIONS TO CONTRACT WITH PUBLIC BODY 
 

The successful firm shall register as a lobbyist and present proof of fulfillment of the reporting 
requirements under O.C.G.A. §21-5-71 (2008). 
 
1.9 EXPENSES ASSOCIATED WITH RESPONSE 

 
Augusta will not be responsible for any expenses incurred by a Firm in preparing and submitting a 
proposal. All proposals shall provide a straightforward, concise delineation of the Firm’s capabilities to 
satisfy the requirements of this request. Emphasis should be on completeness and clarity of content. 

 

1.10 REJECTION OF PROPOSALS 
 

Augusta reserves the right to reject any or all proposals in part or in full and to waive any 
technicalities or informalities as may best serve the interests of Augusta. 
 
1.11 DISABILITY INFORMATION 

 
Any individuals with disabilities who would like to receive the information in this document in another 
form may contact the ADA Coordinator at (706) 821-2406.   

 
1.12 FAILURE TO PROVIDE ALL OF THE REQUESTED INFORMATION  
 

Failure to provide all of the requested information may cause the RFP to be rejected as non-responsive.  An 
official authorized to bind the firm to the terms and provisions of the RFP must sign.  The Proposer’s 
response must include a service proposal and fee proposal as well as all other information requested in this 
RFP.  The fees must be the full cost to Augusta. Augusta, Georgia will consider the degree to which each 
Proposer has submitted a complete Service and Fee Proposal without irregularities, excisions, special 
conditions, or alternative proposals for any item unless specifically requested in the RFP. 
 
The contract will be awarded, if awarded, to the most responsive and responsible Proposer. If an award of 
contract is made as a result of this solicitation, contract will be made on the basis of the response which 
best satisfies the intent of this Request for Proposals and other factors considered in the best interest of 
the Owner.  Negotiations may be undertaken with those firms who Statements of Qualifications shows 
them to be qualified, responsible, and capable of performing the work.  The Owner will consider 
professional qualifications and related experience to determine which proposal would be in Owner’s best 
interest if a contract were made.  The Owner reserves the right to consider proposals or modification 
thereof received at any time before the award is made, if such action is in the interest of the Owner.   
 
Any interested qualified firm and/or party is requested to make a response to accomplish the Scope of 
Services described herein.  The response is to be signed by a duly authorized official of the firm and must be 
submitted in the time, manner and form prescribed. 
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The Owner reserves the right to reject any or all statements received as the result of this request.  The 
Owner also maintains the right to negotiate with any firm, as necessary, to serve the best interests of 
Owner.  The Owner will not be liable for any costs incurred by the firm prior to the signing of a contract. 
 
An official authorized to bind the firm to the terms and provisions of the proposal must sign the proposal.  
For a proposal to be considered it must remain valid for at least 90 days from the time that the Owner 
receives it. The information contained in this RFP defines and describes the services requested. 
 
The proposal shall be no more than thirty (30) pages in length, excluding cover letter, required forms, tabs 
and appendices.  All documents will be typewritten on standard 8 ½ x 11 white paper.  Exceptions would 
be schematics, exhibits, photographs or other information necessary to facilitate Augusta’s ability to 
accurately evaluate the proposal. The original shall be one-sided copying and be bound by binder clip or 
some other non-permanent form of binding.  Each of the seven (7) copies of the proposal shall be spiral 
bound or bound with some other secure and permanent form of binding.    
 
The Proposer must package and seal its proposals so that they will not be damaged in mailing.  Proposers 
are reminded that under Georgia law, all opened documents fall under the Open Records Act and are 
subject to inspection by the public.  Accordingly, proprietary information and/or data cannot be withheld 
from public inspection see the Trade Secret Affidavit on page 10.  All proposals and supporting documents 
will be submitted in accordance with the Instructions to Proposers Section. 
 
It is Augusta’s intent to evaluate the proposals based on service merit and price and to choose the Proposer 
whose proposal provides the highest value to Augusta.  Augusta reserves the right to waive any 
irregularities, reject any and/or all proposals, in whole or in part, when, in Augusta’s opinion, such rejection 
is in the best interests of Augusta. 
 
The Owner will evaluate all statements received from firms with respect to evidence that the goals and 
objectives of the project are fully understood. The firm’s demonstrated technical capability and other 
qualifications, as described herein, will also be assessed.  The Owner will then make their recommendation 
to the Augusta Commission for their consideration and final approval. 
 
No RFP may be withdrawn for a period of 90 days after bids have been opened, pending the execution of 
contract with the successful bidder(s).   
 
NOTE:  Augusta reserves the right to accept a proposal, as submitted, and upon Commission approval enter 
into a contractual agreement with that selected Proposer.  Consequently, it is imperative that all Proposers 
submit the best service and cost offer in the initial submission. 
 
1.13     KEY DATES SUMMARY SHEET 
 
Augusta intends to adhere to the schedule listed below as closely as possible, but reserves the right to 
modify the schedule in the best interest of Augusta as required. 
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RFP Title: State Lobbying and Legislative Representation Services 

RFP Number: RFP 25-300 

RFP Issued Date: September 12, 2024 

Send questions to: 

All questions must be submitted to the Procurement Department in 
writing by fax to 706 821-2811  or email to: 
procbidandcontract@augustaga.gov by Tuesday, October 8, 2024 @ 5:00 
p.m. 

Responses to Written 
Questions (and any 
Addendum, if 
applicable) 

Any and all such interpretations and any supplemental instructions will be in 
the form of written addenda to the specifications which, if issued, will be sent 
by facsimile or U.S. mail to all prospective bidders (at the respective addresses 
furnished for such purposes), not later than five days prior to the date fixed for 
the opening of RFP.  Failure of any vendor to receive any such addendum or 
interpretation shall not relieve such vendor from any obligation under his RFP 
as submitted.  All addenda so issued shall become part of the Contract 
Documents. 

Sealed Proposals shall 
be submitted to: 

One (1) original and seven (7) copies of the proposal marked RFP 25-300 - 
STATE LEGISLATIVE LOBBYING SERVICES” shall be submitted in a sealed 
envelope. These must be submitted to and received no later than Tuesday, 
October 22, 2024 @ 11:00 a.m. to:  

Geri A. Sams 
Procurement Department 
535 Telfair Street - Room 605 
Augusta, Georgia  30901 
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SECTION II 
BACKGROUND AND SCOPE OF WORK 

 

BACKGROUND: 
 
Augusta, Georgia, located in the east central section of the state, is approximately 150 miles east of Atlanta 
on Interstate 20. The Savannah River serves as the boundary between Augusta and Aiken, South Carolina. 
Augusta’s current population is about 200,000+.  Neighboring Columbia County is home to about 100,000. 
Along with several other Georgia and South Carolina counties the region is known as the Central Savannah 
River Area (CSRA), commonly referred to as the CSRA and is home to approximately half a million people. 
Augusta is Georgia’s second oldest and second largest city, founded during the British colonial period as a 
trading outpost. 
 
How We Started 
 

Augusta has a rich history dating as far back as the early 1700s. The settlement was established in 1736 by 
British General James Oglethorpe, and named in honor of the bride of Frederick Louis, Prince of Wales. Built 
on the flat slopes of the Savannah River, in the area now known as Summerville, Augusta was also home to 
many neighboring tribes of Creek and Cherokee Indians.  
 

With the construction of the Augusta Canal in 1847, Augusta became the second largest inland cotton 
market in the world during the cotton boom. Augusta has nine neighborhoods on the National Register of 
Historic Places, and several historic monuments and cemeteries.  
 

Significant Structures 
 
Augusta served as the state capital of Georgia from 1785 until 1795, and has many historically significant 
homes and buildings, such as the Cotton Exchange, established in 1872; the boyhood home of Woodrow 
Wilson (28th president of the United States); Ezekiel Harris House (1797); George Walton home (signer of 
the Declaration of Independence) and Springfield Baptist Church, the oldest African American church in 
America. 
 

Augusta Today 
 

In 1996 the City of Augusta consolidated with Richmond City to form Augusta-Richmond County. This 
consolidated governing body consists of a Mayor and ten (10) Augusta Commissioners. Augusta is one of 
only three consolidated governments in Georgia. 
 

Augusta provides a full range of municipal services including police, refuse and recycling, water, sewer, and 
stormwater, streets, recreation programming, parks and facilities, community services, commercial and 
residential code enforcement, planning and zoning, and community development.  Augusta has operated as 
consolidated government under a Mayor form of government since 1996. The           
 

For general information about Augusta, the Mayor and Council, and other Augusta departments, please visit 
the Augusta web site at http://www.augustaga.gov. 
 

Augusta is perhaps best known as home of the Masters Golf Tournament held the first full week in April. 
The area is also a center for medicine, manufacturing, and military.  
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Augusta’s Facts 

General Information 

• Established - 1736 
• Named For - Princess Augusta of Saxe Gotha (mother of King George III of Great Britain) 
• Population - 200,000, 500,000 Trade Region 
• Location - 136 ft. above sea level. 200 Savannah River miles or approximately 150 land miles 

from Atlantic Ocean 
• Nicknames - The Central Savannah River Area (CSRA), includes surrounding counties in Georgia 

and South Carolina, The Garden City of the South, chosen in the early 20th century because of 
Augusta's many large private gardens 

• Major Highways - Interstates 20 and 520, U.S. Routes 1, 25, 78, 278 
• Colleges and Universities - Augusta University, Paine College, Augusta Technical College 
• Military Installations - Fort Gordon (U.S. Army Signal Center) and the US Army Cyber Center of 

Excellence.  
• Airports - Augusta Regional Airport, Daniel Field 
• Famous Augustans - James Brown, Amy Grant, Jessye Norman, Terri Gibbs, Laurence 

Fishburne, Joe Penny, Ray Mercer, Frank Yerby, Hulk Hogan, and Larry Mize 
 

SCOPE OF WORK: 
 
The task descriptions below are basic services.  Each must be performed at either Federal or State level as 
applicable.   

 

A. Description of Tasks  
 
The successful proposer shall provide professional representation and liaison services with the Georgia 
General Assembly, Augusta Board of Commissioners, the executive departments and agencies of the State 
of Georgia. Services shall include but are not limited to the following: 

• Assisting the Commission and Senior Staff in the formation of Augusta, GA’s State funding and 
annual legislative policy agenda.  This includes identifying creative funding solutions in the form of 
demonstration projects, special projects, earmarks, and other-directed funding for Augusta’s 
priority areas and providing guidance and talking points for advocacy. 

• Areas of interest include economic and community development, brownfield redevelopment, 
transportation & infrastructure (including smart technology) public safety, workforce development, 
energy and water. 

• Explaining and promoting Augusta’s legislative agenda to elected officials, agency heads, and 
relevant decision makers, including the Augusta Delegation. 

• Attendance as requested by Commission via the County Administrator at select Commission 
meetings, boards, public hearings, and/or other committees that do not conflict with legislative 
sessions. 

• In-person presence at the State Capitol during Georgia General Assembly’s active sessions. 
• Attendance and oral or written representation for relevant legislative sessions, committee 

meetings and working groups. 
• Assist the county in the drafting of legislation, amendments, correspondence, exhibits, and 

testimony as necessary. Monitoring bills on a real-time basis, submitting reports to inform Augusta 
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of developments coming from the State Government that impact Augusta-Richmond County at the 
frequency of:  

 Weekly during any state legislative sessions 
 Monthly outside of state legislative sessions 
 As necessary for time sensitive information  

• Informing Augusta representatives of pending legislation that will have positive or negative 
consequences for Augusta. 

• Maintaining close contact with the Augusta Board of Commissioners, the Augusta Delegation, other 
State legislators, agencies, and officials concerning Augusta's legislative interests.  

• Lobbying the Governor’s staff, legislative leaders, and state agencies on a year-round basis.  
• Strengthening, establishing, and maintaining relationships with the Governor’s office, leadership 

staff, other legislators, State agencies, and relevant stakeholders to support Augusta’s legislative 
priorities. 

• Assisting in the identification of potential local, regional, or statewide opportunities or common 
goals that may benefit Augusta. 

• Maintaining close contact with Georgia’s US Congressional members and staffers, other relevant 
legislators, agencies, and officials concerning Augusta’s legislative interests. 

• Lobbying the Congressperson’s staff, legislative leaders, and agencies on a year-round basis. 

The term of the contract for the requested services shall be for a period of three (3) years. The initial term 
of the contract shall be three hundred sixty-five (365) calendar days. The contract may be renewed for two 
(2) successive three hundred sixty-five (365) terms at the same terms and conditions stated in the 
contract, for a total contract period of one thousand and ninety-five (1,095) calendar days. 

Note:  the services shall be on an as-needed basis and no work is guaranteed.  All work request is at the 
sole discretion of Augusta, Georgia. 

Augusta reserves the right to make one (1) award or multiple awards. Proposers can submit proposals for 
either Federal State Lobbying and Legislative Representation Services, State Lobbying Service or both.  
 

B. Results or Outcome of Tasks  
 

The successful firm shall perform the tasks as outlined above as necessary to pursue Augusta’s state and 
legislative objectives.  
 

C. Performance and Quality Standards  
 

Successful firm shall perform the tasks as outlined above in Section II Scope of Work, A. Description of 
Tasks, with knowledge of the principles and practices of public administration, particularly of the 
organization and functions of Augusta, Georgia Government.  The successful firm shall have knowledge of 
public administration research and report presentation methods and techniques, along with knowledge of 
legal, budgeting, and accounting procedures and processes.  The successful firm must have the ability to 
establish and maintain effective working relationships with administrative officers, other lobbyists, the 
public, and legislative representatives; while having the ability to work independently, choosing creative 
techniques and methods of obtaining results within legal and ethical limitations.   
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D.  Progress Reporting  
 
All reports and requests shall be provided to the Administrator or designee within a reasonable time 
(defined by Augusta, Georgia as within ten calendar days) after request is received by the successful firm.   

 

E. Place of Performance  
 

The successful lobbyist/firm will perform services from its office or place of business, with visits to Augusta, 
Georgia during the legislative session as needed.    
 

F. Government Furnished Property/Services  
 

Augusta, Georgia will provide a meeting area when a meeting is requested in Augusta by the Administrator  
or designee. 

 

G. Contractor Furnished Items  
 

The successful lobbyist/firm shall provide all needed supplies including, but not limited to, pens, paper, 
audio recording equipment, computers, printers, telephones, calculators, and other furniture and 
equipment necessary for the rendering of contracted services.    

 

H.     Any Applicable Regulations or Specifications.  
 

The successful firm shall be registered as a lobbyist and present proof of reporting requirements under 
O.C.G.A. §21-5-71 (2008).  
 

SECTION III 
OWNERSHIP OF DATA 

 

OWNERSHIP OF DATA:  
 
The ownership of all data, drawings, charts, etc., which are prepared or produced under this contract shall 
be that of Augusta. 

 

SECTION IV 
RESPONSE CONTENTS  

 

Firms shall outline the scope of work, elements and tasks therein and the means of execution. The original 
submittal shall be one-sided copying and be bound by binder clip or some other non-permanent form of 
binding.  Firms are to submit and unbound original and seven (7) copies of their proposal.  Each of the 
seven (7) copies of the proposal shall be spiral bound or bound with some other secure and permanent 
form of binding.  The evaluation criteria, as outlined, should be addressed, and the firm's abilities and 
compliance provided. 
Your response should follow the general format below: 
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SECTION CONTENTS 
 

A. PROCUREMENT DOCUMENTS:  
 
All documents required under the Augusta Procurement regulations and procedures, 
properly executed and notarized as required. The notary seal shall be visible on the 
original AND all copies. The following Procurement Documents are to include the 
following: 
 
Augusta’s Attachment “B” Form  
 
Federal Work Authorization Program Contractor and Subcontractor Evidence of 
Compliance (E-Verify) 

 
All qualifying contractors and subcontractors performing work with Augusta, 
Georgia must register and participate in the federal work authorization program to 
verify the work eligibility information of new employees. Successful responder(s) 
shall be required to register and participate in the federal work authorization 
program. In order for a Proposal to be considered, it is mandatory that the Contractor 
Affidavit and Agreement be completed and returned on Attachment B, be 
completed and submitted with responder’s proposal. 

 
GEORGIA E-Verify and Public Contracts: The Georgia E-Verify law requires contractors and all sub-contractors on Georgia 
public contract (contracts with a government agency) for the physical performance of services over $2,499 in value to 
enroll in E-Verify, regardless of the number of employees. They may be exempt from this requirement if they have no 
employees and do not plan to hire employees for the purpose of completing any part of the public contract. Certain 
professions are also exempt. All requests for proposals issued by a city must include the contractor affidavit as part of the 
requirement for their bid to be considered. 

 

The undersigned contractor ("Contractor") executes this Affidavit to comply with O.C.G.A § 13-10-91 related to any 
contract to which Contractor is a party that is subject to O.C.G.A. § 13-10-91 and hereby verifies its compliance with 
O.C.G.A. § 13-10-91, attesting as follows:  
a) The Contractor has registered with, is authorized to use and uses the federal work authorization program commonly 
known as E-Verify, or any subsequent replacement program;  
b) The Contractor will continue to use the federal work authorization program throughout the contract period, including 
any renewal or extension thereof;  
c) The Contractor will notify the public employer in the event the Contractor ceases to utilize the federal work 
authorization program during the contract period, including renewals or extensions thereof;  
d) The Contractor understands that ceasing to utilize the federal work authorization program constitutes a material 
breach of Contract;  
e) The Contractor will contract for the performance of services in satisfaction of such contract only with subcontractors 
who present an affidavit to the Contractor with the information required by O.C.G.A. § 13-10-91(a), (b), and (c);  
f) The Contractor acknowledges and agrees that this Affidavit shall be incorporated into any contract(s) subject to the 
provisions of O.C.G.A. § 13-10- 91 for the project listed below to which Contractor is a party after the date hereof without 
further action or consent by Contractor; and  
g) Contractor acknowledges its responsibility to submit copies of any affidavits, drivers'  
licenses, and identification cards required pursuant to O.C.G.A. § 13-10-91 to the public employer within five business 
days of receipt.  

 

Systematic Alien Verification for Entitlements (SAVE) Program 
 

Affidavit Verifying Status for Augusta, Georgia Benefit Application By executing this 
affidavit under oath, as an applicant for an Augusta, Georgia Business License or 
Occupation Tax Certificate, Alcohol License, Taxi Permit, Contract or other public benefit 
as reference in O.C.G.A. Section 50-36-1.  it is mandatory that the Systematic Alien 
Verification for Entitlements (SAVE) Program form. 
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B. QUALIFICATIONS & EXPERIENCE OF THE FIRM 
 

Each proposer shall submit a summary of their qualifications and experience. Proposals 
shall have the following qualifications at a minimum: 

• Proposer shall have experience serving as a lobbyist. 
 Proposer shall have knowledge of state laws and issues affecting municipalities and 

local government. 
 Proposer shall have the ability to be present in Atlanta at the State Capital and 

other State offices, particularly during the legislative sessions of the Georgia 
General Assembly. 

 Proposer shall have experience in dealing with diverse groups of legislators (state 
including Board of Commissioners) legislators. 

 Proposer shall have experience in working with the Governor, Lieutenant 
Governor and other State executive officials. 

 Proposer shall have experience working with other interest groups and lobbyists. 
 Additional information such as agency brochures, resumes, etc. may be submitted 

as appropriate. 
 

Firms are to include the following experience in reference to your company:  
 

(a) Describe your experience, capabilities and other qualifications for this project. 
(b) Disclose any relationships that may be considered a conflict of interest or may 

raise a conflict of interest. 
(c) Disclose any relationships that may have an impact upon the services to be 

provided. 
(d) Describe in detail your demonstrated experience in bi-partisan and 

coalitions building. 
(e) Demonstrate and document successful state legislative lobbying service 

experience for an entity comparable to Augusta during the last five (5) years. 
(f) Provide a list of legislation or initiatives advanced in the last five (5) years, 

demonstrating experience in advancing legislation or initiatives; and strategies 
used therein. 

(g) Provide how many years operated under current company name 
(h) Provide if ever been debarred, suspended, proposed for debarment, declared 

ineligible, or voluntarily excluded by any State or Federal department or agency 
from doing business. 

(i) Provide a list of previous clients for whom you have performed lobbying 
services. 

(j) Provide a list of current clients for whom you will perform lobbying services 
during the upcoming legislative session.  Do not include contact information for 
current clients. Include a list of projected legislation to be advanced for each 
identified client. 

(k) Provide information regarding the extent of your relationship with State and 
Federal agencies. 

(l) State your experience with or familiarity with state and federal funding (including, 
but not limited to transportation funding) provide financial statements for the last 
three (3) years that evidences the responder’s financial capabilities to perform 
the scope of work. (Audited statements are preferable but at minimum, balance 
sheet, income statement and cash flow statement may be accepted. 
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C. ORGANIZATION & APPROACH  
  
Include general information on your organization and management process to include 
the following: line of authority, who will have overall responsibility for the project, who 
will oversee daily operation and whether production is accomplished in-house. The 
proposal should state who would perform specialized services that may be needed. 
Include an organizational chart indicating the level of professional seniority of each 
member and the time commitments and task responsibility of each phase of the project. 
 

Provide a staffing plan starting with the receipt of the Notice to Proceed and ending 
with project completion. 
 
This information should include all the people the firm proposes to engage in the task, 
their professional experience and licensing status. Individuals designated as primary 
responsible parties shall be clearly identified as such. 
 

D. PROJECT MANAGEMENT: 
 

Responders are requested to provide the following:   
a) describe how the project will be organized and managed;  
b) describe progress reporting procedures;  
c) describe anticipated use of subcontractor and/or partnerships; 
d) complete Attachment C Contractors Reference and Release Form,  
e) describe the resources necessary to accomplish the purpose of the project.  

 

E. SCOPE OF SERVICES: 
 
Provide experience and approach to the following as requested in Section II Scope of 
Work. 
 

F. FINANCIAL STABILITY    
 

Provide audited financial report for the last three (3) fiscal years prepared in accordance 
with Generally Accepted Accounting Principles (GAAP), reflecting the current financial 
condition of Proponent firm and its parent corporation, if applicable. If this is a 
partnership or joint venture, submit a financial statement for each business entity of the 
partnership or joint venture. Provide an interim balance sheet and income statement of 
any significant financial events occurring subsequent to the closing date of the most 
recent financial statements. 
 
a.    If a public company, include last three (3) fiscal years audited financial report.  
b.   If a private company, provide a recap of the three (3) most recent internal financial 

statement; and a letter, on the financial institution’s letterhead, stating financial 
stability. 

 
Note: Financial Stability is part of the evaluation criteria. Failure to provide the financial 
stability information will affect your scoring in the evaluation process. 
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G. REFERENCES: 
 

All proposers must provide a list of services in the last five (5) years as references. 
Include legislation advanced for each identified client. Include the name of the 
organization, the address, the point of contact, and the contact’s phone number, fax 
number and email address and all additional information requested on the 
Reference and Release Form, included as Attachment C. 

 

H. FEE PROPOSAL  
 

The fee proposal must be submitted in a separate, sealed envelope with the 
responder’s name and “Fee Proposal for Request for Proposals No. 25-300 for State 
Legislative Lobbying Services” on the outside of the envelope. 

 
 

The sealed envelope containing the cost proposal (Attachment G) is requested to be 
included in the    sealed package containing the technical proposal. 

 
DO NOT INCLUDE FEES OR COSTS IN ANY AREA OUTSIDE OF THIS COST PROPOSAL 
(Attachment G).  Including fees in any area outside of the fee Proposal in its separate, 
sealed envelope may result in Responder’s proposal being deemed non- responsive. 
Responders are required to submit their costs on the Cost Proposal Form             
(Attachment G).  Responder shall not alter the cost proposal form.  Attach additional 
sheets as required for any addition details. 

 
SECTION V 

INDEMNIFICATION AND INSURANCE AND  
PRE-PROPOSAL CONFERENCE 

 
INDEMNIFICATION AND INSURANCE:  
 
The offerer shall carry professional/public liability insurance coverage in the amount of Two Million Dollars 
($2,000,000.00), covering itself and all of its employees and agents, and shall indemnify and hold harmless 
Augusta and their representatives and employees, from any claim, demands, actions, and cause for actions 
arising from any act or non-act or the commission or omission of any act while under the terms of the 
contract. 
 

PRE-PROPOSAL CONFERENCE:  
 
A Pre-Proposal Conference will be held on Monday, October 7, 2024 @ 2:00 p.m. via ZOOM - ID: 828 3979 
2116 and Password: 25300. Attendance at the meeting is not mandatory but is highly recommended.  
 

All questions should be submitted in writing to Geri Sams at the Procurement Department in writing by fax 
to 706 821-2811 or by email to procbidandcontract@augustaga.gov by Tuesday, October 8, 2024 @ 5:00 
p.m. 
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SECTION VI 

CRITERIA FOR EVALUATION 
 

RFP – Evaluation/Scoring Guidelines 
 

Evaluation Process 
All proposals will be evaluated by an Augusta, Georgia Selection Committee (Committee).  The Committee may be 
composed of Augusta, Georgia staff and other parties that may have expertise or experience in the services described 
herein.  The Committee will review the submittals and will rank the proposers.  The evaluation of the proposals shall 
be within the sole judgment and discretion of the Committee. All contacts during the evaluation phase shall be 
through the Augusta, Georgia Procurement Office only.  Proposers shall neither contact nor lobby evaluators during 
the evaluation process.  Attempts by Proposer to contact members of the Committee may jeopardize the integrity of 
the evaluation and selection process and risk possible disqualification of Proposer. 
The Committee will evaluate each proposal meeting the qualification requirements set forth in this RFP. Proposers 
should bear in mind that any proposal that is unrealistic in terms of the technical or schedule commitments may be 
deemed reflective of an inherent lack of technical competence or indicative of a failure to comprehend the complexity 
and risk of Augusta, Georgia’s requirements as set forth in this RFP. 
If needed, the selection process will include oral interviews.  The consultant will be notified of the time and place of 
oral interviews and if any additional information that may be required to be submitted.  
Cumulative Scores will include the total from Phase 1 and Phase 2.  It is the intent of the Owner to conduct a fair and 
comprehensive evaluation of all proposals received.  The contract for this project/service will be awarded to the 
proposer who submitted a proposal that is most advantageous to the Owner. 
 
Evaluation Criteria 
 
Proposals will be evaluated according to each Evaluation Criteria and scored on a zero to five point rating.  The scores 
for all the Evaluation Criteria will then be multiplied according to their assigned weight to arrive at a weighted score 
for each proposal.  A proposal with a high weighted total will be deemed of higher quality than a proposal with a 
lesser-weighted total.  The final maximum score for any project/service is five hundred (500) points. 
 

Rating Scale 

0 Not 
Acceptable 

Non-responsive, fails to meet RFP specifications. The approach has no probability of 
success.  For mandatory requirement, this score will result in disqualification of 
proposal. 

1 Poor 
Below average, falls short of expectations, is substandard to that which is the average 
or expected norm, has a low probability of success in achieving project/service 
objectives per RFP. 

2 Fair Has a reasonable probability of success, however, some objectives may not be met. 

3 Average 
Acceptable, achieves all objectives in a reasonable fashion per RFP specification.  This 
will be the baseline score for each item with adjustments based on interpretation of 
proposal by Evaluation Committee members. 

4 Above 
Average/Good 

Very good probability of success, better than that which is average or expected as the 
norm. Achieves all objectives per RFP requirements and expectations. 

5 Excellent/ 
Exceptional 

Exceeds expectations, very innovative, clearly superior to that which is average or 
expected as the norm.  Excellent probability of success and in achieving all objectives 
and meeting RFP specification. 

The Evaluation Criteria Summary and their respective weights are as follows: 
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1. Completeness of Response (Pass/Fail) 
 

a. Responses to this RFP must be complete. Responses that do not include the proposal content 
requirements identified within this RFP and subsequent addenda and do not address each of the 
items listed below will be considered incomplete, be rated a Fail in the Evaluation Criteria and will 
receive no further consideration.  Responses that are rated a Fail and are not considered may be 
picked up at the delivery location or returned to the vendor (at vendor’s expense).  Please provide 
shipping instructions and/or fees upon the completion of the competitive process. 
 

Conflict of Interest Statement (Pass/Fail) 
 

b. Discloses any financial, business or other relationship with the Augusta, Georgia that may have an 
impact upon the outcome of the contract or the construction project/service.   

c. Lists current clients who may have a financial interest in the outcome of this contract or the 
construction project/service that will follow.  

d. Discloses any financial interest or relationship with any construction company that might submit a 
bid on the construction project/ service. 
 

2. Qualifications & Experience (15 points) 
 

a. Relevant experience, specific qualifications, and technical expertise of the firm and sub-
consultants/proposers to conduct the required services as listed in this RFP and adhering to all 
required license requirement for state, state and local services.  
 

3. Organization & Approach (10 points) 
 

a. Describes familiarity of project/service and demonstrates understanding of work completed to date 
and project/service objectives moving forward 

b. Roles and Organization of Proposed Team 
i. Proposes adequate and appropriate disciplines of project/service team. 

ii. Some or all of team members have previously worked together on similar 
project/service(s). 

iii. Overall organization of the team is relevant to Augusta, Georgia needs. 
c. Project and Management Approach 

i. The team is managed by an individual with appropriate experience in similar 
project/services.  This person’s time is appropriately committed to the project/service. 

ii. Team successfully addresses all requirements of this RFP. 
iii. The team and management approach responds to project/service issues.  Team structure 

provides adequate capability to perform both volume and quality of needed work within 
project/service schedule milestones. 

d. Roles of Key Individuals on the Team 
i. Proposed team members, as demonstrated by enclosed resumes, have relevant experience 

for their role in the project/service. 
ii. Key positions required to execute the project/service team’s responsibilities are 

appropriately staffed. 
e. Working Relationship with Augusta, Georgia 

i. The team and its leaders have experience working in the public sector and knowledge of 
public sector procurement process. 

ii. Team leadership understands the nature of public sector work and its decision-making 
process. 

iii. Proposal responds to need to assist Augusta, Georgia during the /service. 
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4. Scope of Services to be Provided (30 points) 
 

Firms professional experience as representative and liaison services as a State Representative Lobbyist to 
include but not limited to the items listed under Section II Scope Statement of Work – A. Description of 
Tasks.  
 

5. Financial Stability (5 points). 
 

Provide financial information that would allow proposal evaluators to ascertain the financial stability of the 
Proposer. 

a. If a public company, include a recap of the most recent audited financial report. 
b. If a private company, provide a recap of the most recent internal financial statement; and 

a letter, on the financial institution’s letterhead, stating financial stability. 
 
Note: Financial Stability is part of the evaluation criteria. Failure to provide the financial stability 
information will affect your scoring in the evaluation process. 
 

6. References (5 points) 
 

Provide as reference the name of at least three (3) agencies you currently or have previously consulted for in 
the past three (3) years.  Include specific individuals with addresses and telephone numbers. Attachment C 
Contractors Reference and Release Form, 

 
7. Proximity to Area (10 points – weighed value 5 points) 

 
a. Within Richmond City                                                              10 points 
b. Within CSRA                                                                                 6 points 
c. Within Georgia                                                                            4 points 
d. Within SE United States (includes AL, TN, NC, SC, FL)          2 points 
e. All Others                                                                                      1 points  

 
8. Presentation by Team (10 points) (Optional) 

 
Team presentation conveying project/service understanding, communication skills, innovative ideas, critical 
issues and solutions. 

 
9. Q&A Response to Panel Questions (5 points) (Optional) 

 
Proposer provides responses to various interview panel questions.  

 

10. Fee Proposal (10 points – Weighted value 5 points) Enclosed in a separate sealed envelope.  
 

a. Lowest Fee               10 
b. Second                        6 
c. Third                            4 
d. Fourth                         2 
e. Fifth                             1 
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Weighted scores for each Proposal will be assigned utilizing the table below: 
 Phase 1    

No. Evaluation Criteria Rating  
(0-5) Weight 

Score  
(Rating * 
Weight) 

1 

Completeness of Response 
• Package submitted by the deadline  
• Package is complete (includes requested information as required per 

this solicitation) 
• Attachment B is complete, signed and notarized 

N/A Pass/Fail Pass/Fail 

2 Qualifications & Experience  15  

3 Organization & Approach  10  

4 

Scope of Services:  Experience and approach to the following:   
Firms professional experience as representative and liaison services as a State 
Representative Lobbyist to include but not limited to the items listed under 
Section II Scope Statement of Work, A.  

 30 

 

5 Financial Stability   5  

6 References (include specific individuals with addresses and telephone 
numbers).  5  

7 

Proximity to Area   
Within Richmond City                                                           10 points 
Within CSRA                                                                             6 points 
Within Georgia                                                                        4 points 
Within SE United States (includes AL, TN, NC, SC, FL)      2 points 
All Others                                                                                  1 points  

 10 

 

 Phase 2 (Optional – Numbers 8 and 9) Any Vendors that Receive Less Than a 
3 Ranking in Any Category will not be considered for Phase II) 

Rating  
(0-5) Weight 

Score  
(Rating * 
Weight) 

8 Presentation by Team  10  

9 Q&A Response to Panel Questions  5  

10 

Fee Proposal Consideration 
a. Lowest Fee                 10 
b. Second                          6 
c. Third                              4 
d. Fourth                           2 
e. Fifth                               1 

  10 

 

Total:  100  

   
 

Proposals will be evaluated according to each Evaluation Criteria and scored on a zero to five point rating.  The scores for all the 
Evaluation Criteria will then be multiplied according to their assigned weight to arrive at a weighted score for each proposal.  A 
proposal with a high weighted total will be deemed of higher quality than a proposal with a lesser-weighted total.  The final 
maximum score for any project/service is five hundred (500) points. 
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SECTION VII 
SELECTION PROCESS 

 

SELECTION PROCESS 
 

Using the qualification information presented by the firms in their proposal, the selection committee will 
first rank the firms based upon qualifications. Fee proposals will then be opened and evaluated as part of 
the complete evaluation process. Some firms may then be requested to make presentations to the 
Selection Committee and field any questions they might have. 
 

The Procurement Department will examine your proposal to ascertain that all required documents are 
included, properly executed and in the correct quantity. Failure to meet these criteria WILL result in your 
proposal being declared non-compliant and thus ineligible for further consideration. 
 

A Selection Committee will review all QUALIFICATIONS submitted in response to this RFP. Based upon the 
background information reported in the response, the Committee will determine whether the proposer is 
qualified or unqualified. 
 

Using the Statements of Qualifications and the selection criteria, the Committee will rank the firms based 
upon the quality and content included in their Statement of Qualifications as well as a demonstrated 
understanding of the project and Augusta’s requirements. Depending upon the number of responses 
received, Augusta may request select firms to make presentations to the Selection Committee and field any 
questions they might have to clarify their proposal and provide additional information. 
 

EVALUATION PROCESS:  
 

A Selection Committee will review all proposals submitted in response to this RFP.  The selection committee 
will rank the firms based upon cost as well as the quality and content of their proposal.   
 

Each response to this RFP shall be subject to the same review and assessment process.  Proposals will be 
evaluated and ranked on the basis of points awarded by an evaluation committee.  A description of the 
factors which will be analyzed, and the relative weight accorded is included in the specifications.  
Augusta will not consider the proposal of any Offeror who lacks accreditation or authorization to provide 
the Services requested. 
 

Phase One Criteria (Identify short listed offerors only) 
 

The Procurement Director, in consultation and upon the recommendation of the head of the using agency, 
shall select from among the offerors no less than three (3) offerors (the “short-listed offerors”) deemed to 
be the most responsible and responsive; provided, however, that if three (3) or less offerors respond to the 
solicitation, this requirement will not apply.  The selection of the short-listed offerors shall be made in 
order of preference.  From the date proposals are received by Procurement Director through the date the 
contract is awarded, no offeror may make substitutions, deletions, additions or other changes in the 
configuration or structure of the offeror’s teams or members of offeror’s teams prior to award.  
 

It is the intent of the Owner to conduct a fair and comprehensive evaluation of all proposals received.  The 
contract will be awarded to the proposer who submitted a proposal that is most advantageous to the 
Owner. 
 

Your team will be evaluated on the basis of how well your firm and its individual professionals meet the 
criteria outlined including general and specific selection criteria.  Based on the Evaluation Criteria, Augusta 
reserves the right to select more than one firm to provide the requested services.  Please submit your 
proposal in a concise written tabulated format indexed and organized.  The recommended firm and 
contract will be presented to the Augusta Commission for final approval.  
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Phase Two Criteria  
 

(Rank the company that best address scope of service/ technical proposal as outlined in the specifications 
to be in the best interest of Augusta, Georgia). 
 

After an initial screening process, a technical question and answer conference or interview will be 
conducted, if deemed necessary, to clarify or verify the offeror’s proposal and to develop a comprehensive 
assessment of the proposal.  Offerors will present their proposals and demonstrate their offered products 
to the Evaluation Committee.  This process will result in the selection of the successful vendor who, through 
contractual agreements, will undertake the scope of work.   
 

PRICE PROPOSALS 
 

Price is not the driving factor of this award and shall be considered as follows:  In making this decision, the 
Using Agency and the Procurement Director shall take into account the estimated value, the scope, the 
complexity and the professional nature of the services to be rendered.  Should the Using Agency and the 
Procurement Director be unable to negotiate a satisfactory contract with the offeror considered to be the 
most responsible and responsive at a price for the Using Agency and the Procurement Director determines 
to be fair and reasonable to Augusta, Georgia; negotiations with that offeror shall be terminated.  The Using 
Agency and the Procurement Director shall then undertake negotiations with the second most responsible 
and responsive short-listed offeror.  If negotiations with the second most responsible and responsive short-
listed offeror are unsuccessful, negotiations shall be terminated, and the Using Agency and the 
Procurement Director shall then undertake negotiations with the third most responsible and responsive 
short-listed offeror.  Should Using Agency and the Procurement Director be unable to negotiate a contract 
with any of the short-listed offerors, the Using Agency and the Procurement Director and the using agency 
may select from the additional offerors that were not short-listed in order of their responsibility and 
responsiveness and the Using Agency and the Procurement Director may continue negotiations in 
accordance with this section until an agreement is reached.  
 

Price information shall be separated from the proposal in a sealed envelope and opened only after the 
proposals have been reviewed and ranked.  The names of the respondents will be identified at the proposal 
opening; however, no proposal will be handled so as to permit disclosure of the detailed contents of the 
responses until after award of contract.  A record of all responses shall be prepared and maintained for the 
files and audit purposes.   
 

While cost is not the driving factor, the committee will also review qualifications and past performance. 
 

Final negotiations and letting the contract. The Committee shall rank the technical proposals, open and 
consider the pricing proposal.  Award shall be made or recommended for award through the Augusta, 
Georgia Administrator, to the most responsible and responsive offeror whose proposal is determined to be 
the most advantageous to Augusta, Georgia.  No other factors or criteria shall be used in the evaluation.  
The contract file shall contain a written report of the basis on which the award is made/recommended.  The 
contract shall be awarded or let in accordance with the procedures set forth in this Section and the other 
applicable sections of this chapter.  
 

Final Selections 
 

The Evaluation Committee will present their recommendation to the appropriate oversight committee for 
review and recommendation.  The Augusta Board of Commissioners will make the final decision. 

 

Fee Proposal shall be submitted in a separate sealed envelope with the following information on the 
outside of it:  RFP 25-300 State Lobbying and Legislative Representation Services 

 
When in the best interest of the Augusta, Georgia, Augusta reserves the right to request additional 
information and to request a “Best and Final” offer. 
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SECTION VIII 
CONTRACT ADMINISTRATION  

 
A. Standard Contract 

 
The attached sample contract is Augusta’s standard contract document (see Attachment E ), 
which specifically outlines the contractual responsibilities. All responders should thoroughly 
review the document prior to submitting a proposal. Any proposed revisions to the terms or 
language of this document must be submitted in writing with the responder’s response to 
the request for proposals. Since proposed revisions may result in a proposal being rejected if 
the revisions are unacceptable to Augusta, responders should review any proposed revisions 
with an officer of the firm having authority to execute the contract. No alterations can be made 
in the contract after award by the Board of Commissioners. 

 
B. Submittal Instructions 

 
One (1) original Technical Proposal stamped “Original” and s e v e n  ( 7 )  c o p i e s  containing an 
identical copy of the Technical Proposal; and one (1) original Cost Proposal (see Section I ) .  for 
additional instructions regarding submittal of Cost Proposal) must be submitted to the following 
address no later than Tuesday, October 22, 2024 @ 11:00 a.m. 
 
RFP Item # 25-300 State Lobbying and Legislative Representation Services for Augusta, GA - 
Administration Office 
 
RFPs will be received by: The Augusta Commission hereinafter referred to as the OWNER at the 
offices of: 
 

Geri A. Sams, Director 
Augusta Procurement Department 
535 Telfair Street - Room 605 
Augusta, Georgia 30901 

 
Proposals must be clearly identified on the outside of the packaging with the responder’s name and 
“Request for Proposals No. 25-300 for Federal and State Legislative Lobbying Services” on the 
outside of the envelope(s) or box(es). 

 
C. Questions 

 
All questions must be submitted in writing by fax to 706 821-2811 or by email to 
procbidandcontract@augustaga.gov to the office of the Procurement Department by Tuesday, 
October 8, 2024 @ 5:00 P.M.  No RFP will be accepted by fax or email, all must be received by mail or 
hand delivered. 
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D. Acknowledgment of Addenda 

 
Addenda may be issued in response to questions or changes in the RFP.  Any and all such 
interpretations and any supplemental instructions will be in the form of written addenda to the 
specifications which, if issued, will be sent by facsimile or U.S.  mail to all prospective bidders (at the 
respective addresses furnished for such purposes), no later than five days prior to the date fixed for 
the opening of RFP.  Failure of any proposer to receive any such addendum or interpretation shall not 
relieve such proposer from any obligation under his RFP as submitted.  All addenda so issued shall 
become part of the Contract Documents.  It is the responsibility of the responder to ensure 
awareness of all addenda issued for this solicitation. All firms must acknowledge all Addenda.  
Please acknowledge the addenda and submit as requested on Attachment B as required in RFP 25-
300.  Addenda issued for this project may be found on Augusta, Georgia’s website,  
https://www.augustga.gov. 

 
E. Proposal Duration 

 
Proposals submitted in response to this RFP must be valid for a period of 90 days from proposal 
submission deadline and must be so marked. 

 
F. Project Director/Contract Manager 

 
Augusta will designate a Project Director/Contract Manager to coordinate this project for Augusta. 
The successful responder will perform all work required pursuant to the contract under the 
direction of and subject to the approval of the designated Project Director/Contract Manager. 
All issues, including payment issues, shall be submitted to the Project Director/Contract Manager for 
resolution. 

 
G. Expenses of Preparing Responses to this RFP 

 
Augusta accepts no responsibility for any expenses incurred by the responders to this RFP.  Such 
expenses are to be borne exclusively by the responders. 
 

H. Georgia Open Records Act 
 
Without regard to any designation made by the person or entity making a submission, Augusta, 
Georgia considers all information submitted in response to this invitation or request to be a 
public record that will be disclosed upon request pursuant to the Georgia Open Records Act, 
O.C.G.A. §50-18-70 et seq., without consulting or contacting the person or entity making the 
submission, unless a court order is presented with the submission.  You may wish to consult an 
attorney or obtain legal advice prior to making a submission (See Trade Secret Affidavit – Page 10). 

 
I. Business License 

 
Upon award of the contract, successful responder shall submit a copy of its valid company business 
license. If the responder is a Georgia corporation, responder shall submit a valid business 
license. If the responder is not a Georgia corporation, responder shall submit a certificate of 
authority to transact business in the state of Georgia and a copy of its valid business license 
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issued by its home jurisdiction.  If responder holds a professional certification which is licensed by 
the state of Georgia, then responder shall submit a copy of its valid professional license. Any 
license submitted in response to this requirement shall be maintained by the responder for the 
duration of the contract. 

 
J. Ethics Rules 

 
Bidders are subject to the Ethics provision within the Augusta, Georgia Purchasing Policy;  Article 2   
Code of Ethics; Article 3   Ethics in Public Procurement rules; and the rules of the State of Georgia 
governing Lobbying services. Any violations will be addressed pursuant to these policies.  

 
K. Right to Audit 

 

Augusta shall have the right to audit all books and records, including electronic records, 
relating or pertaining to this contract or agreement, including but not limited to all financial and 
performance related records, property, and equipment purchased in whole or in part with 
Augusta funds and any documents or materials which support those records, kept under the 
control of the Contractor, including but not limited to those kept by the Contractor's employees, 
agents, assigns, successors and subcontractors. Augusta also has the right to communicate with 
Contractor's employees related to the audited records. 
 

The Contractor shall maintain such books and records, together with such supporting or 
underlying documents and materials, for the duration of this contract and for seven (7) years 
after termination or expiration, including any and all renewals thereof. The books and records, 
together with supporting documents and materials shall be made available, upon request to 
Augusta or its designee, during normal business hours at the Contractor's office or place of 
business. In the event that no such location is available, then the books, records, and supporting 
documents shall be made available for audit at a time and location which is convenient for Augusta. 

 
SECTION IX 

AWARD OF CONTRACT 
 

An evaluation committee will review and rate all proposals and shall determine if interviews are 
necessary. 
 

If interviews are conducted, firms may be scheduled for an oral presentation to the evaluation 
committee, not to exceed one hour’s duration, in order to respond to questions from the 
evaluation committee relevant to the firm’s proposal. 
 

The evaluation committee will make its recommendation for award to the Procurement Director. 
An agenda item will be submitted to the Board of Commissioners by the user department.  The Board 
of Commissioners, who will make the final decision as to award of contract. 

 
AUGUSTA RESERVES THE RIGHT TO REJECT ANY AND ALL PROPOSALS, TO WAIVE FORMALITIES, 
AND TO RE-ADVERTISE. 
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NOTE: Read all instructions, conditions and specifications in detail before completing this 
Request for Proposal. 

ATTACHMENT A 
 
PROPOSAL COVER SHEET 
 
 
 
 
 

Please complete and include this cover sheet with your technical proposal. 
C  N  F d l T  ID# Complete Primary Address City City Zip Code 

Mailing Address (if different) City State Zip Code 

Contact Person Name and Title Telephone Number (include area code) 

Email Address Fax Number (include area code) 

Company Website Address Type of Organization (check one) 
 
   (  ) Corporation (  )  Joint Venture 

 (  ) Proprietorship   (  )  Government 
 

Proposals for RFP 25-300 State Legislative Lobbying Services described herein will be received in the 
Procurement Department, Suite 605, 535 Telfair Street, Augusta, Georgia 30901 on _Tuesday, October 22, 2024 
until __11:00 a.m. (EST).   Proposals shall be marked in accordance with the RFP 25-300 State Legislative 
Lobbying Service (MULITIYEAR CONTRACT) 

 
CAUTION: The Augusta, Georgia Postmaster will deliver certified or Special Delivery Mail to specific addresses 
within August, Georgia Government. When sending bids of time sensitive documents, you may want to consider 
a courier that will deliver to specific addresses at a specific time. 

 
Proposal Cover Sheet should be signed by a representative of Proposer with the authority to bind Proposer to 
all terms, conditions, services, and financial responsibilities in the submitted Proposal. 

Authorized Representative Signature(s) Title(s) 

Type or Print Name(s) Date 
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ATTACHMENT B 
Augusta, Georgia’s Attachment B 

 
Attachment B includes the following: 

 
• Acknowledgement of Addenda  
• Statement of Non-Discrimination 
• Non-Collusion of Prime Proponent 
• Conflict of Interest 
• Contractor Affidavit and Agreement:  Contractor Affidavit under O.C.G.A. § 13-10-91(b) (l) 

 
 

Systematic Alien Verification for Entitlements (SAVE) Program 
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ATTACHMENT C 
CONTRACTOR’S REFERENCE AND RELEASE 

FORM 

List below at least three (3) references, including company name, contact name, address, email 
address, telephone numbers and contract period who can verify your experience and ability to 
perform the type of service listed in the solicitation. 

Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 
 

Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 
 

Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 

REFERENCE CHECK RELEASE STATEMENT 
You are authorized to contact the references provided above for purposes of this RFP. 

 
Signed ________________________Title (Authorized Signature of Proposer) ___________________ 
 
Company Name Date    
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ATTACHMENT D 
SUBCONTRACTOR REFERENCE AND RELEASE  FORM 

List below at least three (3) references, including company name, contact name, address, email address, 
telephone numbers and contract period who can verify your experience and ability to perform the type of 
service listed in the solicitation. 

 
Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 

 
Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 

 
Company Name Contract Period 

Contact Person Name and Title Telephone Number (include area code) 

Complete Primary Address City State Zip Code 

Email Address Fax Number (include area code) 

Project Name 

REFERENCE CHECK RELEASE STATEMENT 
You are authorized to contact the references provided above for purposes of this RFP. 

 
Signed ____________________________Title (Authorized Signature of Proposer) _______  
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ATTACHMENT E 
 

 
SAMPLE CONTRACT 

344

Item 18.



RFP 25-300 State Lobbying and Legislative Representation Services 
RFP Due: Tuesday, October 22, 2024 @ 11:00 a.m. 

Page 42 of 58 

AGREEMENT FOR PROFESSIONAL SERVICES AUGUSTA, GEORGIA 

CONSOLIDATED GOVERNMENT, GEORGIA 
 

THIS AGREEMENT made  as  of  this  day  of  ,  20  ,  (hereinafter  called  the 
“execution date”) by and between AUGUSTA, GEORGIA CONSOLIDATED GOVERNMENT, a 
political subdivision of the State of Georgia  (hereinafter  referred  to  as  the  “City”),  and 
 , a corporation organized 
and existing under the laws of the State of , with offices in     

  , (hereinafter referred to as “Contractor”), shall constitute the terms 
and conditions under which the Contractor shall provide in Augusta, 
Georgia. 

WITNESSETH: That for and in consideration of the mutual  covenants  and  agreements 
herein set forth, the City and the Contractor hereby agree as follows: 

 

ARTICLE I. CONTRACT TERM 
 

The Contractor shall commence the Work under this Contract within ten (10) days from 
the acknowledgement of receipt of the Notice to Proceed. As required by O.C.G.A §36-60-
13, this Contract shall (i) terminate without further obligation on the part of the City each 
and every December 31st, as required by O.C.G.A. § 36-60-13, as amended, unless terminated 
earlier in accordance with the termination provisions of this Contract; (ii) automatically renew 
on each January 1st, unless terminated in accordance with the termination provisions of this 
Contract; and  (iii) terminate absolutely, with no further renewals, on December 31, 20XX, 
unless extended by Change Order adopted and approved by the Augusta, Georgia Governing 
Authority and the Contractor in accordance with the terms of this Contract. 

 

ARTICLE III. PAYMENT 
As full payment for the faithful performance of this Contract, the City shall pay the 

Contractor, the Contract Price, which is an amount not to exceed ($ ),  

unless changed by written Change Order in accordance with the terms of this Contract. The 
term “Change Order” includes the term “amendment” and shall mean a written order 
authorizing a change in the Work, and an adjustment in Contract Price to Contractor or the 
Contract Term, as adopted and approved by the Contractor and the Augusta. Georgia 
Governing Authority, or the City Administrator, if exempted from Governing Authority 
adoption and approval in accordance with the express terms of this Contract. The City 
Administrator or his/her designee shall have the authority to approve and execute a Change 
Order lowering the Contract Price or increasing the Contract Price up to twenty percent 
(20%) of the original Contract Price, provided that the total amount of the increase 
authorized by such Change Order is less than $100,000.00. If the original Contract or 
Purchase Order Price does not exceed $100,000.00, but the Change Order will make the total 
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Contract Price exceed $100,000.00, then the Change Order will require approval by official 
action of the Governing Authority. Any other increase of the Contract Price shall be by 
Change Order adopted and approved by the Augusta, Georgia Governing Authority and the 
Contractor in accordance with the terms of this Contract. Amounts paid to the Contractor 
shall comply with and not exceed the Contractor’s Cost Proposal, consisting of
 page(s) attached 
hereto and incorporated herein by reference. Payment is to be made no later than thirty (30) 
days after submittal of undisputed invoice. 

 
Invoice(s) must be submitted as follows: 

Original invoice(s) must be submitted to:
 Finance Department 

  535 Telfair St Suite 801 
  Augusta, Georgia 30901  

                             Attention:       A/P 
 

 

ARTICLE IV. SCOPE OF WORK 
 

The Contractor agrees to provide all services in accordance with the City’s 
Request for Proposals (RFP) No. 25-300 for State Legislative Lobbying Services, attached 
hereto as Appendix I and incorporated herein by reference, and the Contractor’s response 
thereto, attached  hereto as Appendix II and incorporated herein by reference. 

The Contractor’s services shall include all  things,  personnel,  and  materials  necessary  to 
accomplish specific projects authorized by the City. Specific Work Authorizations will have 
precedence over any interpretation within the Contract. 

 

ARTICLE V. GENERAL CONDITIONS 
 

A. Accuracy of Work The Contractor shall be responsible for the accuracy of the Work 
and any error and/or omission made by the Contractor in any phase of the Work under this 
Agreement. 

 
 
B. Additional Work The City shall in no way be held liable for any work performed under 

this section which has not first been approved in writing by the City in the manner required 
by applicable law and/or the terms of this Contract. The City may at any time order changes 
within the scope of the Work without invalidating the Contract upon seven (7) days written 
notice to the Contractor. The Contractor shall proceed with the performance of any 
changes in the Work so ordered by the City unless such change entitles the Contractor to 
a change in Contract Price, and/or Contract Term, in which event the Contractor shall give 
the City written notice thereof within fifteen (15) days after the receipt of the ordered 
change, and the Contractor shall not execute such changes until it receives an executed 
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Change Order from the City. No extra cost or extension of time shall be allowed unless 
approved by the City and authorized by execution of a Change Order. The parties’ execution 
of any Change Order constitutes a final settlement of all matters relating to the change in 
the Work which is the subject of the Change Order. The City shall not be liable for payment 
for any work performed under this section which has not first been approved in writing by 
the City in the manner required by applicable law and/or the terms of this Contract. 

 
C. Ownership of Documents All documents, including drawings, estimates, specifications, 

and data are and remain the property of the City. The Contractor agrees that the City may 
reuse any and all plans, specifications, drawings, estimates, or any other data or 
documents described herein in its sole discretion without first obtaining permission of the 
Contractor and without any payment of any monies to the Contractor therefore. However, 
any reuse of the documents by the City on a different site shall be at its risk and the 
Contractor shall have no liability where such 

 documents are reused. 

D. Right to Audit The City shall have the right to audit all books and records, including 
electronic records, relating or pertaining to this contract or agreement, including but not 
limited to all financial and performance related records, property, and equipment purchased 
in whole or in part with City funds and any documents or materials which support those 
records, kept under the control of the Contractor, including but not limited to those kept 
by the Contractor’s employees, agents, assigns, successors and subcontractors. The City also 
has the right to communicate with Contractor’s employees related to the audited records. 

 
The Contractor shall maintain such books and records, together with such supporting or 
underlying documents and materials, for the duration of this contract and for seven (7) 
years after termination or expiration, including any and all renewals thereof. The books and 
records, together with supporting documents and materials shall be made available, upon 
request to the City or its designee, during normal business hours at the Contractor’s office or 
place of business. In the event that no such location is available, then the books, records, 
and supporting documents shall be made available for audit at a time and location which is 
convenient for the City. 
 

E. Successors and Assigns The Contractor agrees it shall not sublet, assign, transfer, 
pledge, convey, sell, or otherwise dispose of the whole or any part of this Contract or his 
right, title, or interest therein to any person, firm, or corporation without the previous 
written consent of the City. If the City consents to any such assignment or transfer, then the 
Contractor binds itself, its partners, successors and assigns to all covenants of this 
Contract. Nothing contained in this Contract shall create, nor be interpreted to create 
privity, or any other relationship whatsoever, between the City and any person, or entity or 
than Contractor. 

 
F. Reviews and Acceptance Work performed by the Contractor shall be subject to review 

and acceptance in stages as required by the City. Acceptance shall not relieve the 
Contractor of its professional obligation to correct, at his own expense, any errors in the Work. 
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G. Termination of Agreement The Contractor understands and agrees that the date of 

the beginning of Work, rate of progress, and time for completion of the Work are essential 
conditions of this Contract. The City may, for its own convenience and at its sole option, 
without cause and without prejudice to any other right or remedy of City, elect to terminate 
the Contract by delivering to the Contractor, at the address listed in the Notices article of 
this Contract, a written notice of termination specifying the effective date of termination. 
Such notice shall be delivered to Contractor at least thirty (30) days prior to the effective 
date of termination. If Contractor’s services are terminated by the City, the termination will 
not affect any rights or remedies of the City then existing or which may thereafter accrue 
against Contractor or its surety. In case of termination of this Contract before completion of 
the Work, Contractor will be paid only for the portion of the Work satisfactorily performed 
through the effective date of termination as determined by the City. Neither party shall be 
entitled to recover lost profits, special, consequential or punitive damages, attorney’s fees 
or costs from the other party to this Contract for any reason whatsoever. This Contract shall 
not be deemed to provide any third-party with any remedy, claim, right of action, or other 
right. The parties’ obligations pursuant to this Section shall survive any acceptance of Work, 
or termination or expiration of this Contract.  
 
Failure to Perform/ Breach of Contract: In the event non-performance or unsatisfactory 
performance by the Contractor of any obligation of this contract or the Contractor is in substantial 
non-compliance with any of its terms to include but not limited to multiple acts of a similar nature, 
Augusta may terminate this contract under the TERMINATION FOR CAUSE clause. PROVIDED, that 
Augusta shall provide written notice to the Contractor of said non-performance or unsatisfactory 
performance or substantial non-compliance. PROVIDED FURTHER, the Contractor shall have five 
(5) days after such notice to cure said failure or non-compliance.    

 
H. Indemnification Agreement The Contractor shall be responsible from the execution 

date or from the time of the beginning of the Work, whichever shall be the earlier, for all injury 
or damage of any kind resulting from the Work, to persons or property, including employees 
and property of the City. The Contractor shall exonerate, indemnify, and save harmless the 
City, its elected officials, officers, employees, agents and servants, hereinafter collectively 
referred to in this Section as “the City Indemnitees,” from and against all claims or actions 
based upon or arising out of any damage or injury (including without limitation any injury or 
death to persons and any damage to property) caused by or sustained in connection with the 
performance of this Contract or by conditions created thereby or arising out of or any way 
connected with Work performed under this Contract, as well as all expenses incidental to 
the defense of any such claims, litigation, and actions. Furthermore, Contractor shall 
assume and pay for, without cost to the  City  Indemnitees,  the defense of any and all claims, 
litigation, and actions suffered through any act or omission of the Contractor, or any 
Subcontractor, or anyone directly or indirectly employed by or under the supervision of any 
of them. Notwithstanding any language or provision in this Contract, Contractor shall not be 
required to indemnify any City Indemnitee against claims, actions, or expenses based upon or 
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arising out of the City Indemnitee’s sole negligence. As between the City Indemnitees and the 
Contractor as the other party, the Contractor shall assume responsibility and liability for any 
damage, loss, or injury, including death, of any kind or nature whatever to person or property, 
resulting from any kind of claim made by Contractor’s employees, agents, vendors, 
Suppliers or Subcontractors caused by or resulting from the performance of Work under this 
Contract, or caused by or resulting from any error, omission, or the negligent or intentional act  
of  the  Contractor, vendors, Suppliers, or Subcontractors, or any of their officers, agents, 
servants, or employees. The Contractor shall defend, indemnify, and hold harmless the City 
Indemnitees from and against any and all claims, loss, damage, charge, or expense to which 
they or any of them may be put or subjected by reason of any such damage, loss, or injury. 
The Contractor expressly agrees to provide a full and complete defense against any claims 
brought or actions filed against the City Indemnitees, where such claim or action involves, in 
whole or in part, the subject of the indemnity contained in this Contract, whether such 
claims or actions are rightfully or wrongfully brought or filed. The City has the sole discretion 
to choose the counsel who will provide the defense. No provision of this Contract and 
nothing herein shall be construed as creating any individual or personal liability on the part 
of any elected official, officer, employee, agent or servant of the City, nor shall the 
Contract be construed as giving any rights or benefits hereunder to anyone other than the 
parties to this Contract. The parties’ obligations pursuant to this Section shall survive any 
acceptance of Work, or termination or expiration of this Contract. 

 
I. Insurance Prior to commencing work, Contractor shall, at its sole expense, procure 

and maintain insurance of the types and in the amounts described below from insurer(s) 
authorized to transact business in the state where the work or operations will be 
performed by Contractor. Such insurance shall be placed with admitted insurers that 
maintain an A.M. Best's rating of not less than “A” (Excellent) with a Financial Size Category 
of VII or better with coverage forms acceptable to Contractor. The insurance described 
below shall be maintained uninterrupted for the duration of the project, including any 
warranty periods, and shall protect Contractor, and others as required by contract, for 
liabilities in connection with work performed by or on behalf of Contractor, its agents, 
representatives, employees or Contractors. 

 
1. Certificates of Insurance in companies doing business in Georgia and 

acceptable to the City covering: 
(a) Statutory Workers’ Compensation Insurance, or proof that Contractor is 

not required to provide such coverage under State law; 
(1) Employer’s liability insurance by accident, each accident $1,000,000 
(2) Employer’s liability insurance by disease, policy limit $1,000,000 
(3) Employer’s liability insurance by disease, each employee $1,000,000 

(b) Professional   Liability   Insurance   on   the   Contractor’s   services   in   
this Agreement with limit of $1,000,000; 

(c) Commercial   General   Liability   Insurance   covering   all   operations   
with combined single limit of $1,000,000; 

(d) Comprehensive Automobile Liability Insurance with form coverage for 
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all owned,  non-owned  and  hired  vehicles  with  combined  single  
limit  of $1,000,000. 

(e) Umbrella or Excess Insurance. Umbrella or excess insurance is to be provided 
with General Liability, Auto Liability and Employers Liability scheduled as 
underlying policies with limits not less than the following: 
$5,000,000 per occurrence 

$5,000,000 aggregate 
 

2. Additional Insured Requirement: 
 

(a) The City, its elected officials, officers, employees and agents, hereinafter 
referred to in this article and in the article entitled “Certificates of Insurance” 
as “the City and its officers” are to be named as additional insured on all 
policies of insurance except worker’s compensation insurance with no cross 
suits exclusion. The City and its officers shall be included as additional 
insured under commercial general liability and commercial umbrella 
insurance, for liabilities arising out of both the ongoing and completed 
operations of Contractor. Such additional insured coverage shall be endorsed 
to Contractor’s policy by attachment of ISO Additional Insured Endorsement 
forms CG 20 10 10 01 (ongoing operations) and CG 20 37 10 01 (products-
completed operations), or form(s) providing equivalent coverage. 

(b) All coverages required of the Contractor will be primary over any insurance 
or self-insurance program carried by the City. 

(c) If the Contractor is a joint venture involving two (2) or more entities, then 
each independent entity will satisfy the limits and coverages specified here or 
the joint venture will be a named insured under each respective policy 
specified. 

3. Fidelity Bond coverage shall be provided.  Coverage limits shall not be less than the 
amount scheduled in the contract. 

 
4. Certificates  of  Insurance  must  be  executed  in  accordance  with  the  following 

provisions: 
(a) Certificates to contain policy number, policy limits, and policy expiration 

date of all policies issued in accordance with this Agreement; 
(b) Certificates to contain the location and operations to which the insurance 

applies; 
(c) Certificates to contain Contractor’s protective coverage for any 

subcontractor’s operations; 
(d) Certificates to contain Contractor’s contractual liability insurance coverage; 
(e) Certificates are to be issued to :  
 

Geri A. Sams 
Procurement Department 
535 Telfair Street - Room 605 
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Augusta, Georgia  30901 
 

5. The Contractor shall be wholly responsible for securing certificates of insurance 
coverage  as set forth above from all subcontractors who are engaged in this work. 

 
6. The Contractor agrees to carry statutory Workers’ Compensation Insurance and to 

have all subcontractors likewise carry statutory Workers’ Compensation Insurance. 
 

7. Contractor agrees to waive all rights of subrogation and other rights of recovery 
against the City and its officers and shall cause each Subcontractor to waive all rights 
of subrogation for all coverage, excluding Professional E&O. 

 
8. Failure of the City to demand such certificate or other evidence of full compliance 

with these insurance requirements or failure of the City to identify a deficiency 
from evidence provided will not be construed as a waiver of the  Contractor’s 
obligation  to maintain such coverage. Contractor understands and agrees that the 
purchase of insurance in no way limits the liability of the Contractor. 

 
9. Certificates shall state that the policy or policies shall not expire, be cancelled or 

altered without at least sixty (60) days prior written notice to the City. Policies and 
Certificates of Insurance listing the City and its officers as additional insureds 
(except for workers’ compensation insurance) shall conform to all terms and 
conditions (including coverage of the indemnification and hold harmless agreement) 
contained in this Contract. 

 
10. If the City shall so request, the Contractor will furnish the City for its inspection and 

approval such policies of insurance with all endorsements, or confirmed  
specimens thereof certified by the insurance company to be true and correct copies. 
Contractor shall be responsible and have the financial wherewithal to cover any 
deductibles or retentions included on the certificate of insurance. 

 
J. Georgia Laws Govern The laws of the State of Georgia shall govern the construction of 

this Contract without regard for conflicts of laws. Should any provision of this Contract 
require judicial interpretation, it is agreed that the court interpreting or construing the 
same shall not apply a presumption that the terms hereof shall be more strictly construed 
against one party, by reason of the rule of construction, that a document is to be construed 
more strictly against the party who itself or through its agent prepared same; it being agreed 
that the agents of all parties have participated in the preparation hereof, and all parties have 
had an adequate opportunity to consult with legal counsel. In interpreting this Contract in its 
entirety, the printed provisions of this Contract, and any additions written or typed hereon, 
shall be given equal weight, and there shall be no inference by operation of law or otherwise; 
that any provision of this Contract shall be construed against either party hereto. 

 
K. Venue This Agreement shall be deemed to have been made and performed in 
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Augusta, Georgia. For the purposes of venue, all suits or causes of action arising out of 
this Agreement shall be brought in the courts of Augusta, Georgia. 

 
L. Contractor and Subcontractor Evidence of Compliance; Federal Work Authorization 

Pursuant to O.C.G.A. §13-10-91, the City cannot enter into a contract for the physical 
performance of services unless the Contractor, its Subcontractor(s) and sub-subcontractor(s), 
as that term is defined by state law, register and participate in the Federal Work 
Authorization Program to verify specific information on all new employees. Contractor 
certifies that it has complied and will continue to comply throughout the Contract Term 
with O.C.G.A. §13-10-91 and any related and applicable Georgia Department of Labor Rule. 
Contractor agrees to sign an affidavit evidencing its compliance with O.C.G.A. §13-10-91. The 
signed affidavit is attached to this Contract as Attachment B. Contractor agrees that in the 
event it employs or contracts with any Subcontractor(s) in connection with this Contract, 
Contractor will secure from each Subcontractor an affidavit that certifies the Subcontractor’s 
current and continuing compliance with O.C.G.A. §13-10-91 throughout the Contract Term. 
Any signed Subcontractor affidavit(s) obtained in connection with this Contract shall be 
attached hereto. Each Subcontractor agrees that in the event it employs or contracts with any 
sub-subcontractor(s), each Subcontractor will secure from each sub-subcontractor an affidavit 
that certifies the sub-subcontractor’s current and continuing compliance with  O.C.G.A. §13-10-
91 throughout the Contract Term. Any signed sub-subcontractor affidavit(s) obtained in 
connection with this Contract shall be attached hereto. 

 
M. City Representative The City may designate a representative through whom the 

Contractor will contact the City. In the event of such designation, said representative shall 
be consulted and his written recommendation obtained before any request for extra work is 
presented to the City. Payments to the Contractor shall be made only upon itemized bill 
submitted to and approved by said representative. 

 
N. Contractor’s Status The Contractor will supervise and direct the Work, including the 

Work of all Subcontractors. Only persons skilled in the type of work which they are to 
perform shall be employed. The Contractor shall, at all times, maintain discipline and good 
order among his employees, and shall not employ any unfit person or persons or anyone 
unskilled in the work assigned him. The relationship between the City and the Contractor 
shall be that of owner and independent contractor. Other than the consideration set forth 
herein, the Contractor, its officers, agents, servants, employees, and any Subcontractors shall 
not be entitled to any City employee benefits including, but not limited to social security, 
insurance, paid annual leave, sick leave, worker's compensation, free parking or retirement 
benefits. All services provided by Contractor shall be by employees of Contractor or its 
Subcontractors and subject to supervision by Contractor. No officer or employee of 
Contractor or any Subcontractor shall be deemed an officer or employee of the City. 
Personnel policies, tax responsibilities, social security payments, health insurance, employee 
benefits and other administrative policies, procedures or requirements applicable to the 
Work or services rendered under this Contract shall be those of the Contractor, not the City. 
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O. Georgia Open Records Act Contractor shall comply with the applicable provisions of the 
Georgia Open Records Act, O.C.G.A. §50-18-70 et seq. 

 
P. Business License Contractor shall submit a copy of its current, valid business license 

with this Contract. If the Contractor is a Georgia corporation, Contractor shall submit a valid 
City or city business license. If Contractor is a joint venture, Contractor shall submit valid 
business licenses for each member of the joint venture. If the Contractor is not a Georgia 
corporation, Contractor shall submit a certificate of authority to transact business in the state 
of Georgia and a copy of its current, valid business license issued by its home jurisdiction. If 
Contractor holds a professional license, then Contractor shall submit a copy of the valid 
professional license. Failure to provide the business license, certificate of authority, or 
professional license required by this section, may result in the Contract being terminated. 
Contractor shall ensure that any insurance, license, permit or certificate submitted in 
response to the City’s RFP or as part of the Contract shall be current and valid when submitted, 
and shall remain valid, current and maintained in good standing for the Contract Term. 

 
Q. Sole Agreement This Contract constitutes the sole contract between the City and 

the Contractor. The terms, conditions, and requirements of this Contract may not be modified, 
except by Change Order. No verbal agreement or conversation with any officer, agent, or 
employee of the City, either before or after the execution of the Contract, shall affect or modify 
any of the terms or obligations herein contained.   No representations, oral or written, shall 
be binding on the parties 
unless expressly incorporated herein. No Change Order shall be enforceable unless approved by 
official action of the City as provided by law or in this Contract. 

R. Attachments  and  Appendices  This  Contract  includes  the  following  Attachments  
and Appendices all  of which are incorporated herein by reference: Contractor’s Cost 
Proposal; Augusta’s RFP; Contractor’s Response; Contractor’s Affidavit and SAVE Form; 
Subcontractor’s Affidavit(s); Sub-Subcontractor’s Affidavit(s); and Certificate of Corporate 
Authority or Joint Venture Certificate, Lobbyist State Registration, Exceptions to the Standard 
Contract. 

 
S. Severability If any provision of this Contract or the application thereof to any 

person or circumstance shall to any extent be held invalid, then the remainder of this 
Contract or the application of such provision to persons or circumstances, other than those 
as to which it is held invalid, shall not be affected thereby, and each provision of this Contract 
shall be valid and enforced to the fullest extent permitted by law. 

 
T. Notices Any notice or consent required to be given by or on behalf of any party 

hereto to any other party hereto shall be in writing and shall be sent to the City 
Administrator, Executive Officer and the Executive Assistant or to the Contractor or his 
authorized representative on the work site by (a) registered or certified United States mail, 
return receipt requested, postage prepaid, (b) personal delivery, or (c) overnight courier 
service. All notices sent to the addresses listed below shall be binding unless said address 
is changed in writing no less than fourteen days before such notice is sent.  Future changes 
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in address shall be effective upon written notice being given by the Contractor to the City’s 
Executive Assistant or by the City to the Contractor’s authorized representative via certified 
first class U.S. mail, return receipt requested. Such notices will be addressed as follows: 

 
If to the City: 

 
City Administrator  

535 Telfair Street Suite 900 
Augusta, Georgia 30901 

 
and 

 
With a copy to: Procurement Director 
 Department of Procurement 

535 Telfair Street Suite 605 
Augusta, Georgia 30901 

If to the Contractor: 
 

      , 

      , 

      , 
 

U. Counterparts This Contract may be executed in several counterparts, each of which 
shall be deemed an original, and all such counterparts together shall constitute one and the same 
Contract. 
 

V. Controlling Provisions The Contract for this Project shall govern the Work. If any 
portion of the Contract shall be in conflict with any other portion, the various documents 
comprising the Contract shall govern in the following order of precedence: Contract, Change 
Orders or modifications issued after execution of the Contract; the provisions of the City’s 
RFP; and the Contractor’s Response thereto. 

 

[SIGNATURES CONTINUE ON NEXT PAGE] 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed in three 

counterparts, each to be considered as an original by their authorized representative. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

 

 
 
 

 

 
 
 
 
 
 
 

  

 
 
 
 
 

 
 

 
 
 

  

 
 
 
 

CONSULTANT    
 
 
 

By: (SEAL) 
Signature 

 
    

Name (Typed or Printed) 
 

    
Title 

 
    _________________________________________ 

Federal Tax I.D. Number 
 
 

Date 

ATTEST: 

 
 

Signature 
 

    
Name (Typed or Printed) 

 
 

 

AUGUSTA, GEORGIA (CITY) 
 
 
By:_________________________ 

 
 

Printed Name:  Mayor, Garnett L. Johnson 
 
 

Date 
 
 
 
 
 
 
 
 

ATTEST: 
 
 

 
LENA BONNER, CCC 
Clerk of the Board of Commissioners of 
Augusta, Georgia 
 
 
 

 
APPROVED AS TO SUBSTANCE: 

 
 

_________________________ 
Department Director 

APPROVED AS TO FORM: 
 
 

______________________ 
City Attorney Signature 

 
 

City Attorney Name (Typed or Printed) 
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ATTACHMENT F:  
 

Certificate of Corporate Authority or Joint Venture Certificate. 

CERTIFICATE OF CORPORATE RESOLUTION 
 
 

I, , certify the following: 

That I am the duly elected and authorized Secretary of (hereinafter referred to as the “

 ”), an organized and incorporated to do business under the laws of the State of 

  ; 

That said corporation has, through lawful resolution of the Board of Directors of the corporation, 

d u l y  authorized   and   directed ,   in   his   official   capacity   as 

  of the corporation, to enter into and execute the following described 

agreement with Augusta, Georgia Consolidated Government, a political subdivision of the State of 

Georgia: 

  ; 

That the foregoing Resolution of the Board of Directors has not been rescinded, modified, amended, or 

otherwise changed in any way since the adoption thereof, and is in full force and effect on the date 

hereof. 

IN WITNESS WHEREOF, I have set my hand and corporate seal; This the 

  day of , 20        . 
 
 

(CORPORATE 
  SEAL) 
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ATTACHMENT G 
COST PROPOSAL 

(Consisting of two (2) pages) 
 

COSTS OR FEES IN ANY AREA OUTSIDE OF THE COST PROPOSAL SHALL RESULT IN 
RESPONDER’S PROPOSAL BEING DEEMED NON-RESPONSIVE. 

 
Responder must complete and submit the attached pages of the Cost Proposal.  The cost 
proposal must be submitted in a separate, sealed envelope with the responder’s name, 
solicitation name, solicitation number, and “Cost Proposal” clearly identified on the outside 
of the envelope. 

 

By signing this page, Responder acknowledges that he has carefully examined and fully 
understands the Contract, Scope of Work, and other attached documents, and hereby agrees 
that if his proposal is accepted, he will contract with  
 
 
 
 
Augusta, Georgia according to the Request for Proposal documents. 

 
 

 
 

Print Name of Authorized Signer 
 

 

Business Entity Street Address 

 
 

 

Title of Authorized Signer 

 
 

 

Business Entity City, State and Zip Code 

 
 

 

Authorized Signature 

 
 

 

Contact Person’s Phone Number 

 
 

 

Name of Business Entity Submitting Bid 

 
 

 

Contact Person’s Fax Number 
 
 

 

Business Entity City 

 
 

 

Contact Person’s E-Mail Address 
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ATTACHMENT G 
COST PROPOSAL 

(Page 2 of 2) 
 

State a FIRM FIXED LUMP SUM that includes all direct and indirect costs as well as all things 
necessary to State advisory services. 
 
DO NOT INCLUDE FEES OR COSTS IN ANY AREA OUTSIDE OF THIS COST PROPOSAL. 

State Legislative Lobbying Services 
 

 Hourly Rate Estimated 
Total Project 

 

Total Project Cost 

Year One (1) 
   

Year Two (2) 
   

Year Three (3) 
   

Total 
 

 
 
 
 

THIS RFP AND THE RESULTING CONTRACT ARE CONTINGENT UPON AVAILABLE FUNDING. 
 

FEE Proposal shall be submitted in a separate sealed envelope 
with the following information on the outside of it:  

RFP 25-300 – State Lobbying and Legislative Representation Services –  
Fee Proposal 
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ATTACHMENT H 
 

Lobbyist State Registration 
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Local Small Business Program 
Preference  

 
 
The Local Small Business Program provides for Local Small Business Program 
Preference on all applicable Augusta, Georgia procurements between $101,000 
and $300,000 in value. 
   
The Local Small Business Program Preferences for this procurement is:  
 
 
 

Waived 
 

 
 
There must be a minimum of three (3) certified firms in the Local Small Business 
Program that can provide the service or product, as specified by the user 
department, for the LSBP Preference to be considered.  As a result of not meeting 
the minimum service/product requirement, the LSBP Preference is waived for 
this solicitation. 
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NO RESPONSE LETTER 
 

PLEASE SUBMIT BY RESPONSE DUE DATE 
 

RFP Item #25-300 State Lobbying and Legislative 
Representation Services Tuesday, October 22, 2024 @ 11:00 a.m. 

 
 

To: Augusta, Georgia - Procurement Department 
 
 
This is to certify that ________________________________________, will not be submitting a 
response to the above referenced solicitation document prepared by Augusta Procurement 
Department. 
 
Reason(s) for No Submission: 
 
___ Unavailability of required resources 
 
___ Prior commitments 
 
___ Inadequate anticipated funding Level  
 
___ Project Duration 
 
___ Potential conflict of interest 
 
___ Duplication of ongoing effort 
 
___ Other (please explain)  
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 

 
Authorized Representative: 
 
Name:  ___________________________________________________________________________ 
 
Title:  ____________________________________________________________________________ 
 
Signature:  ________________________________________________________________________ 
 
Date: _____/ _____/ 20____ 
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Commission Meeting 

February 4, 2025 

Inclement Weather/Emergency Condition  

Department: N/A 

Presenter: N/A 

Caption: Receive as information an update to Administrative Rule 11, Augusta 

Inclement Weather/Emergency Condition Administrative Rule. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Augusta Inclement Weather/Emergency Condition Administrative Rule 

1. Statement of Purpose: The purpose of this Administrative Rule is to establish guidelines for the 

operation of the government during inclement weather and emergency conditions and clarify the 

compensation for employes carrying out essential governmental services during delayed business 

operations. 

2. Operation of Government During Inclement Weather/Emergency Condition 

2.1. The Administrator, in conjunction with the Mayor and EMA Director, will determine the 

status of the operation of the government in the event of inclement weather or other 

emergency situation. 

2.2. The EMA Director in the course of the operation of the Emergency Management Agency 

will consult with the necessary agencies as to the status of the weather/emergency 

condition and its impact on roadways, trees, electricity, etc. 

2.3. If the EMA Director deems that there is inclement weather/emergency condition that will 

have a hazardous or safety impact on normal government operations, the Director will 

notify the Administrator. 

2.4. The Administrator will, based upon the information conveyed by the EMA Director, 

determine whether the government will operate under normal business hours or delayed 

business hours. 

2.5. The Administrator will relay his/her decision to the Mayor and Augusta Commission. 

2.6. Administration will notify Department Directors and employees through the established 

communication channels (e.g., email, text, Employee Hotline, etc.) place the status of the 

operation of the government on the Information Line. 

2.7. Administration will notify the media of the hours of operation of the government. 

3. Personnel Reporting to Work During Inclement Weather/Emergency Conditions  

3.1. Group I Emergency Personnel 

 Emergency Management Agency Personnel 

 Administration 

Administrator 

Deputy Administrator(s) 

 Designated Department Directors 

Department Directors, as designated by the Administrator, must report to 

determine needed personnel in accordance with the departmental emergency 

operation plan. Administration will notify Designated Department Directors of 

the need to report based on the circumstances of the inclement weather. 
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 Sheriff’s Office Personnel (as designated by Richmond County Sheriff’s Office 

policies and procedures) 

Personnel designated in accordance with Richmond County Sheriff’s Office 

Policy and Procedure. 

 Fire Department Personnel (as designated by Fire Department policies and procedures) 

Personnel designated in accordance with Fire Department Emergency Operation 

Procedures. 

 E911 Emergency Communications Personnel (as designated by E911 policies and 

procedures) 

Personnel to report in accordance with 911 Emergency Communication 

Operation plan. 

 Marshal’s Office Personnel (as designated by Richmond County Marshal’s Office 

policies and procedures) 

Personnel to report in accordance with Marshal Department and Emergency 

Operation Personnel procedures. 

Group I Emergency Personnel must report to work regardless of the nature of the weather 

or emergency conditions unless a bona fide reason for not reporting is provided. Failure to 

report or provide a bona fide reason for non-report will be addressed in accordance with 

the Augusta Progressive Discipline Policy. 

3.2. Group II Non-Emergency Personnel 

Non-Emergency Personnel as Assigned by the Group I Designated Department Directors 

Group I Designated Department Directors will assign the determine which personnel are 

needed for the operation of the government or the carrying out of government services 

during delayed business hours. Depending upon the nature of the inclement weather or 

emergency condition, these departments will then assign the personnel needed to report 

determine the personnel required for the purposes of government operation. 

Group II Non-Emergency Personnel who are notified that they are required to report to 

work during delayed hours must do so unless a bona fide reason for not reporting is 

provided. Failure to report or provide a bona fide reason for non-report will be addressed in 

accordance with the Augusta Progressive Discipline Policy. Group II Personnel that do not 

report to work and that do not provide a valid reason for non-report will be disciplined in 

accordance with the Augusta Progressive Discipline Policy. 

4. Compensation 

4.1. Provided that funding has been approved by the Commission is available (as determined by 

the Administrator) or the needed additional funding is approved by the Commission, all 

salaried (exempt and non-exempt) employees who are willing and able to report to work 

will be placed on paid Administrative Leave for any delayed operational hours observed by 

Augusta, Georgia. 
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4.2. Provided that funding has been approved by the Commission is available (as determined by 

the Administrator) or the needed additional funding is approved by the Commission, all 

Group I Emergency Personnel and Group II Non-Emergency Personnel, other than 

essential twenty-four hour operations personnel, reporting to who work during delayed 

operational hours will also be paid their regular rate of pay for actual hours worked in 

addition to the Administrative Leave pay. Non-exempt employees will be paid overtime 

(time and a half) for actual hours worked over their overtime threshold. 

4.3. Essential twenty-four hour operations personnel who are required to work during delayed 

operational hours shall receive Comp. Time equivalent to the number of hours actually 

worked. 

4.4. Group I Emergency Personnel and Group II Non-Emergency Personnel who do not report 

to work at their scheduled time and have provided a valid reason for non-reporting will 

have these hours deducted from their vacation leave. If the employee does not have any 

vacation time available, he/she will receive those hours off without pay. 

4.5. Employees that are scheduled to be off of work, either according to their regular schedule 

or on leave (including vacation, sick, workers’ compensation, FMLA, leave without pay, 

etc.), on a work day with delayed operation hours for personal reasons, including vacation, 

sick, workers’ compensation, FMLA and LWOP, will not receive Administrative Leave 

pay for the delayed operation hours because such employees were not willing and ready to 

report to work. 

4.6. Employees that are away on training or administrative leave with pay during inclement 

weather will not have these hours charged against their vacation accruals because they 

were not regularly scheduled to report to their Augusta worksite. 

4.7. Once a regular schedule is declared by Administration, all employees must return to work 

or take appropriate and approved leave. 

4.8. Employees who are dismissed early due to the official closure of the government are to be 

paid for the workday. 

4.9. Employees leaving early due to inclement weather when no official closure has been 

announced will be charged accrued leave. 

4.10. Each Department will be responsible for maintaining proper leave records. 

 

 

________________________________________________________________________ 

Tameka Allen, Administrator     Date 
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Commission Meeting 

Meeting Date: February 4, 2025 

AO EMA Director  

Department: Administrator’s Office 

Presenter: Tameka Allen, Administrator 

Caption: Motion to approve the reclassification of the EMA Deputy Director position 

to an EMA Director, at a salary grade 31, and allocate contingency for the 

additional salary. 

Background: On January 7, 2025, the Augusta Commission approved to hire a certified 

EMA Director for Augusta-Richmond County and tasked the Human 

Resources Department to begin search protocol. As the percent of increase of 

the reclassification is above the Administrator’s approval, it requires 

Commission approval. 

Analysis: The current EMA Deputy Director position is a salary grade 24, which has a 

minimum starting salary of $59,820. After Human Resources review and 

research, the recommended salary grade is grade 31, which has a minimum 

starting salary of $93,455. 

Financial Impact: If approved, funding for the difference in salary grades will be funded for 

2025 from contingency and included in the General Fund for 2026. 

Alternatives: N/A  

Recommendation: Motion to approve the reclassification of the EMA Deputy Director position 

to an EMA Director, at a salary grade 31, and allocate contingency for the 

additional salary. 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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Augusta – Richmond County 
Job Description 

Approved Title:  Director, Emergency Management Job Code:  _____ FLSA Classification:   Exempt 

Working Job Title:  Director, Emergency Management Pay Grade:  31    Date Revised:  New 

Department: Emergency Management     Original Date Prepared: January 13, 2025 

Reports to:  Mayor 

Does the Position Have Direct Reports? Yes  No 

If Yes, What is the Title of the Position that Reports to this Position:  EMA Specialist  

Is this Position Safety Sensitive? Yes  No   

 

GENERAL SUMMARY:  Responsible for Augusta, Richmond County emergency/disaster management.  Identifies, evaluates, and 

establishes planning, development, and implementation of strategies for emergency/disaster management, including mitigation, 

preparedness, response, and recovery, within the guidelines of state, federal and local government ordinances.  Reports to the 

Mayor and works with federal, state, and law enforcement agencies, other directors, emergency personnel, local elected officials, 

civic organizations, businesses, emergency management officials, and the public to provide fire department emergency/disaster 

management services. 

KEY RESPONSIBILITIES AND PERFORMANCE STANDARDS 

Percentages TYPICAL CLASS ESSENTIAL DUTIES:      

 20% Consults with officials of local and area governments, schools, hospitals, and other institutions to determine 

their needs and capabilities in the event of a natural disaster or other emergency. Investigates total emergency 

readiness and modifies or implements new programs to enhance readiness capability. 

 20% Coordinates with community officials and other department directors as necessary to ensure the effective 

administration of the emergency management program. Manage the Local Emergency Planning Committee 

(LEPC), under the criteria established by the Environmental Protection Agency’s (EPA) SARA Title II 

program.   

15% Coordinates the City's emergency management efforts and response measures with those at the federal, state 

and county levels and adjacent jurisdictions, serving as primary point of contact. Formalizes and updates 

mutual aid agreements and contracts with emergency response and private sector partners. 

15% Manage the Citizens Emergency Response Team Grant Program (CERT), which includes development of 

CERT Team’s and their databases, scheduling of classes, management of volunteers, and managing the liaison 

of the teams during activation of the Emergency Operations Center.  Coordinates, develops, and implements the 

Emergency Operations Plan (EOP) for Augusta, Richmond County and updates at least annually; develops, 

coordinates, and manages emergency/disaster exercises.   

10% Ensures proper inspection and maintenance of facilities and equipment, such as the Emergency Operation 

Center (EOC), emergency shelters, and communications equipment, to determine their operational and 

functional capabilities in emergency situations. Review emergency plans of individual organizations, such as 

medical facilities, to ensure their adequacy. Monitor the Hazard Mitigation Plan (HMP) and HMP Planning 

Committee Events. 

 10% Develops and sustains the Local Emergency Operations Plans (LEOPs) and SOPs to ensure ability of the 

agency to respond to various types and degrees of disaster which may affect the community.  Attends meetings, 

conferences, and workshops related to emergency management to learn new information and to develop 

working relationships with other emergency management specialists.  Participates in projects to support and 

improve government-wide disaster preparedness response.  

10% Presents status reports during an emergency/disaster that describe response and recovery efforts, needs, and 

preliminary damage assessments. Formulates, conducts, and maintains a jurisdictional hazard analysis.  

          As Required Performs other duties of a similar nature or level. 

100% Total:  100                                        (This section’s percentage must total 100%). 

POSITION SPECIFIC RESPONSIBILITIES MAY INCLUDE: 

 Operating/driving Mobile Command Post Vehicle 
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REQUIRED MINIMUM QUALIFICATIONS: 

Education:    Bachelor’s Degree in Emergency Management, Fire Sciences, Homeland Security, Public Administration or 

similar field of study. 

Experience:  Five (5) years minimum work experience in emergency management, military emergency operations, disaster 

planning for public administration in comparable size department/city. 

 

Knowledge/Skills/Abilities:  

 Knowledge of federal, state and local regulations concerning the four phases of Emergency Management and the National 

Incident Management Systems (NIMS). 

 Considerable knowledge of emergency services (i.e., law enforcement, fire department, hazardous materials team, etc.) and 

management practices.  

 Knowledge of Continuity of Operations (COOP) and Continuity of Government (COG) practices. 

 Knowledge of governmental budgeting processes, grant application and reporting requirements  

 Proficiency in planning, supervising, communicating, and implementing emergency procedures. 

 Demonstrated ability to work independently 

 Ability to resolve complex issues in a timely and complete manner  

 Effective communication skills, both written and oral  

 Skilled in developing short- and long-range plans. 

 Ability to deliver presentations or speeches to a private or public audience. 

 

Certification:    

 GEMA Certified Emergency Manager Certification preferred or obtained within 6 months of employment. 

 National Incident Management Systems (NIMS) Certification within 9 months of employment   

 GEMA Advanced Emergency Management level certification within two (2) years of employment. 

 

Licensing:    

 Possession of a valid driver’s license with good driving history.  If State license is other than Georgia or South Carolina, 

applicant must obtain a license in Georgia or South Carolina within 30 days of employment. 
 

OTHER:  

Does this position require staff call up in an emergency situation?   Yes  No  
Is travel from office to other locations required of this position?      Yes  No  

If yes, what is the percentage of travel involved?  Less than 50%?   Yes  No  More than 50%?  Yes  No  

 

PERFORMANCE APTITUDES: 

 Physical Abilities:  Tasks require the ability to exert very moderate physical effort in light work, typically involving some 

combination of stooping, kneeling, crouching, crawling, and climbing ladders, and which may involve some lifting, 

carrying, pushing and/or pulling of objects and materials of moderate weight (12-20 pounds). 

 Sensory Requirements:  Some tasks require the ability to perceive and discriminate colors or shades of colors, sounds, 

taste, odor, depth, texture, and visual cues or signals. Some tasks require the ability to communicate orally. 

 Environmental Factors:  Although the work environment is primarily an indoor office work area, performance of essential 

functions may require exposure to adverse environmental conditions or stressful situations during disasters and emergencies.   

 

FINANCIAL RESPONSIBILITY: 

Is this position involved in a budgetary or financial approval responsibility?  Yes  No        

If yes, please indicate size of budget or financial approval responsibility in annual dollar amount:  $____________ 

 

TRAINING & SUPERVISORY RESPONSIBILITY:  
How many people are being supervised or trained?  None  

One staff   Yes  No   Two to five staff   Yes  No  Six to ten staff  Yes  No  More than ten staff  Yes  No  

 

The preceding job description has been designed to indicate the general nature and level of work performed by employees within 

this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and 

qualifications required of employees to this job. 

 

REVIEW/APPROVALS 

 

 ______________________________________________________   

Employee (Print Name)   
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________________________________________________________ _______________________ 

Employee Signature  Date 

    

 ______________________________________________________   ______________________  

Administrator  Date 

 

 ______________________________________________________   ______________________  

Classification & Compensation Manager  Date 

 

 ______________________________________________________   ______________________  

Human Resources Director  Date 
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Commission Meeting 

February 4, 2025 

Affidavit 

Department: N/A 

Presenter: N/A 

Caption: Motion to authorize execution by the Mayor of the affidavit of compliance 

with Georgia's Open Meeting Act. 

Background: N/A 

Analysis: N/A 

Financial Impact: N/A 

Alternatives: N/A 

Recommendation: N/A 

Funds are available in 

the following accounts: 

N/A 

REVIEWED AND 

APPROVED BY: 

N/A 
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