
  

 

 

 

 

                                                                                                                                                                                                                                                

  
Bureau of Purchasing 

City Hall Room 105 A, 30 Church Street 

Rochester, New York 14614-1290 

www.cityofrochester.gov 

Phone: 585.428.7146          Fax: 585.428.6038          TTY: 585.428.6054                  EEO/ADA 

Employer 

       _____________________________ 

        Printed Name of Bidder 
 
 

TEMPORARY HELP, CLERICAL 
 

REBID 
 

Invitation to Bid No.401845                   Issued: April 16, 2014 
 

PURCHASING BUREAU CONTACT: Gary Tomaselli (585) 428-7224 
 

BID OPENING: Monday, April 28, 2014 at 11:00 a.m. 
 

Sealed bids are to be returned to the Office of the Purchasing Agent, City Hall Room 105A, 
Rochester, NY  14614, prior to bid opening, at which time and place all bids will be opened, 
read and recorded. 
 
The bidder's attention is directed to the General Conditions and Instructions to Bidders which 
appear immediately following this title page and are incorporated into the bidding document 
and contract by reference. 
 

CONTRACT CHARACTERISTICS 
(For definitions or explanations, see General Conditions) 

 
Type of Contract:  UNIT PRICE 
 
Bid Deposit Requirement:  NONE 
 
Performance Security Requirement:  5% of TOTAL BID PRICE 
 
Insurance Requirement:  YES 
 
Samples Requirement:  NONE 
 
Descriptive Literature/Technical Data Requirement:  YES 
 
BIDDERS:  Please note that prices, company identification and authorized signature are to    

be entered on the Proposal which appears at the end of the specifications. 
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 1. SCOPE 
 

This contract is to establish unit prices per hour for the various categories of temporary 
clerical help as listed.  Temporary clerical help shall be approved and scheduled by the 
Department of Human Resource Management for the using agencies on an as-needed 
basis. 

 
 2. SPECIFICATIONS 
 

See Appendix “A” 
 
 3. TERM OF CONTRACT 
 

 3.1 This contract will commence on May 1, 2014 and end May 31, 2015 
 

 3.2 The City may extend the contract under the same terms and conditions for up to 
two (2) additional periods of one (1) year or less, provided such extension is 
mutually agreeable to both the City and the contractor. 

 
 4. WAGE RATES 
 

Shall not be less than the N.Y.S. statutory minimum wage or less than wages paid for 
similar occupations in the area.  In the event that the State's current minimum wage 
increases during the contract period, unit prices bid may be increased in similar dollar 
amounts effective the same date the new minimum wage is effective, upon written 
request by the contractor to do so. 

 
 5. RATES FOR WEEKENDS AND EVENINGS AND OVERTIME 
 

Although it will be infrequent, the City of Rochester may request a temporary employee 
to work weekends, evenings, or overtime (in excess of forty (40) hours per week or eight 
(8) hours per day).  If a special rate applies for such work, the special rate should be 
entered on the Proposal Sheet.  The City reserves the right to reject any bid where such 
special rates are excessive. 

 
 6. ESTIMATES OF ANNUAL USAGE 
 

The City cannot guarantee the actual hours needed during the contract term.  The 
Estimated Hours shown on the Proposal are estimates only for bidding purposes, based 
upon past history.  The City is only obligated to pay for hours actually ordered during the 
contract term. 

 
 7. METHOD OF AWARD 
 

 7.1 Award will be made to the lowest responsive and responsible bidder based on 
Total Bid Price. 

 
 7.2 Totals for each category will be figured by multiplying the number of hours times 

the hourly rate.  The Total Bid Price is the sum of the totals of each category. 
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 8. AUTHORIZATION/APPROVAL 
 

 8.1 The Department of Human Resource Management (DHRM) is the only 
authorizing agent for this contract.  All requests for service must be authorized 
and/or approved by the department prior to any services being rendered. 

 
 8.2 No individual department may request and/or order services directly with the 

successful contractor. 
 
 8.3 Services rendered without the prior consent of DHRM will not be paid for by the 

City. 
 

 
9. PLACEMENT FEES 
 

The City will not be required to pay any placement fees for any contractor’s worker hired 
by the City.  The contractor is also not permitted to require any placement fees from a 
contractor’s worker hired by the City. 

 
 
10. INFORMATION TO BE SUBMITTED WITH BID 
 

10.1 REFERENCES 
 

All bidders are to submit a list of three business organizations in which they have 
or have had a contract similar in volume to the one described in this bid package.  
The following information for each reference listed must be provided: 

 
10.1.1 Name of business organization 

 
10.1.2 Address 

 
10.1.3 Telephone number 

 
10.1.4 Contact person 

 
10.2 APPLICANT SCREENING PROCEDURES 

 
10.2.1 All bidders must submit a description of their applicant screening 

procedures to qualify for each title shown in the specifications.  In 
addition, minimum keying skills are as follows:  

 
 

A. Clerk-typist/data entry 
 

Type at least 35 words per minute (wpm) on a five-minute straight 
timed writing with five errors or less. 
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B. Administrative Assistant 

 
Type at least 50 words per minute (wpm) on a five-minute straight 
timed writing with five errors or less. 
 

10.3 The City reserves the right to require additional background checks and/or 
screening for temporary help that is assigned to sensitive and/or confidential 
operations.  

 
10.4 The bidder must have a local business office (convenient to the City of 

Rochester) out of which this contract will be served.  The local office must be 
staffed during hours when assignments are being made, and for a reasonable 
time around when paychecks are issued.   

 
10.5 The bidder must be able to demonstrate that they have experience serving 

clients similar in size and scope to this contract within the metropolitan Rochester 
area, and provide references, if requested.   

 
 
12. REQUIRED PERFORMANCE 
 

12.1 Contractor must supply temporary personnel in numbers as required by the City 
no later than the beginning of the second business day after request. 

 
12.2 Replacement personnel must be provided within the time frames specified in 

Section 14. 
 
 
13. NON-PERFORMANCE 
 

13.1 It shall be the contractor must supply temporary personnel as duly requested by 
the City within the time frame set forth in Section 12. 

 
13.2 If the contractor does not supply required personnel within the stated period, the 

City will obtain the services of temporary personnel on the open market.  Any 
resulting costs in excess of the contract rates shall be deducted from the 
additional performance security as referenced in Section 17. 

 
 
14. REPLACEMENT OF UNSATISFACTORY PERSONNEL 
 

14.1 Assignment to the City of any persons who clearly evidence an inability to 
perform at a level consistent with the specifications for the title may result in one 
or more of the following actions: 

 
A. Replacement immediately by the contractor. 
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B. Replacement immediately by person from another agency with the 
contractor held responsible for any charges in excess of contract 
rates. 

 
C. Termination of the contract in the event of repeated occurrences. 

 
D. If either option B or C is exercised by the City, the default 

provisions contained in Article 34 of the "General Conditions and 
Instructions to Bidders" may apply. 

 
E. The City reserves the right to inspect the test results of any 

contracted employee provided to the City. 
 
 

14.2 If a temporary proves to be unsatisfactory within one (1) hour, the City reserves 
the right to reject this person without paying the contractor.  A replacement shall 
be supplied that same day. 

 
14.3 If a temporary proves to be unsatisfactory within four (4) hours, the City reserves 

the right to reject this person and will only pay the contractor for actual work 
performed, provided that a replacement is made by the morning of the next 
business day. 

 
 
15. INTERVIEWS FOR ADMINISTRATIVE ASSISTANT 
 

The City reserves the right to request that the contractor provide up to three (3) potential 
candidates to interview for the title of Administrative Assistant, with the City choosing 
which candidate to accept. 

 
 
16. PURCHASE ORDERS 
 

16.1 The Contractor will receive a Purchase Order from each department or bureau 
that intends to use Temporary Clerical Services. 

 
16.2 Contractor shall not provide service to any department or bureau unless: 

 
16.2.1 They have a purchase order in place for the requesting department or 

bureau. 
 

16.2.2 Orders are placed by the Department of Human Resource Management 
against a purchase order. 

 
 
17. PERFORMANCE BOND 

 
17.1 Within ten (10) days of notification, the successful bidder must furnish a 

Performance Bond in the amount of five (5%) percent of the contract total made 
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out to the City of Rochester, as security for the faithful performance of this 
contract.   

 
17.2 The performance bond must be in the form of a letter of credit on a form 

acceptable to the City, or a certified check.  If a certified check is received, the 
City will deposit that check and withhold the proceeds until the successful 
completion of  the contract, at which time a refund check will be issued. 

 
17.3 The City will proceed against the performance bond if the City incurs any 

expense due to failure of the contractor to perform as required by this contract.  If 
the City proceeds against the bond, the contractor will be required to replace the 
amount withdrawn within three (3) business days. 

 
17.4 Repeated incidents of failure to perform shall result in default of contract. 

 
 
18. INSURANCE 
 

18.1 The contractor shall procure and maintain at his/her own expense until final 
acceptance of the work covered by the contract documents, insurance for liability 
for damages imposed by law of the kinds and in the amounts hereinafter 
provided from insurance companies authorized to do such business in the State 
of New York covering all operations under the contract documents whether 
performed by him or his subcontractors. 

 
18.2 Within ten days of request, the contractor shall furnish to the City Purchasing 

Agent a certificate or certificates of insurance in form satisfactory to the City 
Purchasing Agent showing that he/she has complied with this Section, which 
certificate or certificates shall provide that the policies shall not be materially 
changed or canceled until ten days' written notice has been given to the City 
Purchasing Agent.   

 
18.3 In each policy of insurance except insurance for Workers' Compensation and 

Disability Insurance, the City shall be named as an additional insured for liability 
arising under this agreement.  Except for Workers' Compensation and Disability 
Insurance, no insurance required herein shall contain any exclusion of municipal 
operations performed in connection with the project.   

 
 

18.4 The kinds and amounts of insurance are as follows: 
 

18.4.1 WORKERS' COMPENSATION AND DISABILITY INSURANCE 
 

The agreement shall be void and of no effect unless the person or corporation 
making or executing same shall secure Compensation and Disability coverage, 
covering all operations under the contract--whether performed by him or his 
subcontractors--for the benefit of, and keep insured during the life of said 
agreement, employees in compliance with the provisions of the Workers' 
Compensation Law. 
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A. Workers' Compensation Insurance 
 

A policy covering the operations of the contractor in accordance 
with the provisions of Chapter 41 of the Laws of 1914, as 
amended, known as the Workers' Compensation Law. 

 
B. Disability Insurance 

 
A policy covering the operations of the contractor in accordance 
with the provisions of Article 9 of the Workers' Compensation Law, 
known as the Disability Benefits Law (Chapter 600 of the Laws of 
1949) and amendments thereto. 

  
19.4.2 PROPERTY AND CASUALTY INSURANCE 

 
A. CONTRACTOR'S COMPREHENSIVE GENERAL LIABILITY 

INSURANCE issued to the contractor and covering the liability for 
damages imposed by law upon the contractor with respect to all work 
performed by him under the within agreement.  The Contractor's 
Comprehensive General Liability Insurance shall include:  Independent 
contractor's insurance, premises operation insurance, completed 
operations insurance and broad form property damage insurance.  The x., 
c., u. exclusion shall be eliminated from the Contractor's Comprehensive 
General Liability Insurance.  The comprehensive general liability policy 
shall furnish limits of not less than: 

 
 BODILY INJURY AND PROPERTY DAMAGE LIABILITY 

Combined Single Limit 
$1,000,000 

 
for all damages arising during the policy period. 

 
B. MOTOR VEHICLE INSURANCE issued to the contractor and covering 

public liability and property damage on the contractor's vehicles in the 
amount of: 

 
BODILY INJURY AND PROPERTY DAMAGE LIABILITY 

Combined Single Limit 
$1,000,000 

 
20. NON-DISCRIMINATION 
 

The bidder agrees, as required by the Labor Law of the State of New York and 
ordinance of the City of Rochester: 

 
20.1 To hire employees without regard to age, race, creed, color, national origin, sex, 

sexual orientation, disability or marital status. 
 

20.2 That their sub-contractors, and any person on their behalf shall not, in any 
manner, discriminate against or intimidate any employee hired for the 
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performance of work under this contract on account of age, race, creed, color, 
national origin, sex, sexual orientation, disability or marital status. 

 
20.3 That this contract may be cancelled or terminated by the City and all monies due 

or to become due hereunder may be forfeited for a second day or any 
subsequent violation of the terms or conditions of this section of the contract. 

 
 
21. ADDITIONAL TITLES 
 

The City reserves the right to add different titles to this contract, based upon the titles 
available through the contractor, to meet specialized City needs that are not otherwise 
covered under the titles specified.  Pricing for any added title shall be negotiated.   
Should the City not be able to agree on a price for an additional title, the City reserves 
the right to purchase such services from other contractors selected through the City’s 
procurement process. 

 
22. POLITICAL SUBDIVISIONS 
 

Bidders should note that other political subdivisions, with which the City has entered into 
municipal cooperation agreements, may participate in the contract resulting from this bid 
award.  Use of this contract by any other political subdivision must be coordinated 
between that subdivision and the contractor.  The City will have no responsibility for any 
such purchases and will have no other role than to notify the other political subdivisions 
that this contract is available to them for purchases. 

 
23. NON-COLLUSIVE BIDDING CERTIFICATION 
 

By submission of this bid, each bidder and each person signing on behalf of any bidder 
certifies, and in the case of a joint bid each party certifies as to its own organization, 
under penalty of perjury, that to the best of knowledge and belief: 

 
23.1 The prices in this bid have been arrived at independently without collusion, 

consultation, communication, or agreement, for the purpose of restricting 
competition, as to any matter relating to such prices with any other bidder or with 
any competitor; 
 

23.2 Unless otherwise required by law, the prices which have been quoted in this bid 
have not been knowingly disclosed by the bidder and will not knowingly be 
disclosed prior to the opening, directly or indirectly, to any other bidder or to any 
competitor; 

 
23.3 No attempt has been or will be made by the bidder to induce any other person, 

partnership or corporation to submit or not to submit a bid for the purpose of 
restricting competition. 
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PROPOSAL 
 
The undersigned bidder hereby agrees to furnish the goods or services specified, and to 
otherwise fully meet all terms, conditions, and specifications contained in this Invitation to Bid 
without exception unless exceptions are clearly noted in this proposal.  SIGNATURE MUST 
BE THAT OF THE BIDDER OR OF AN EMPLOYEE OR AGENT AUTHORIZED TO SIGN 
ON BEHALF OF THE BIDDER. 
 
 

       ESTIMATED 
ITEM CATEGORY   HOURS       RATE/HR     =   TOTAL 
 
 1.  Clerk       300   x $_________      =    $____________ 
 
 2.  Clerk-Typist/Data Entry 2,800   x $_________     =    $____________ 
 
 3.  Administrative Assistant    700   x $_________     =    $____________ 
 
 

 
TOTAL BID PRICE: $____________________________ 

(Item 1 + 2 + 3) 
 

RATES FOR WEEKENDS AND EVENINGS, IF DIFFERENT FROM ABOVE 
 
 

CATEGORY HOURLY RATE 
 
1. Clerk  $___________ 
 
2. Clerk-Typist $___________ 
 
3. Administrative 

Assistant $___________ 
 
_______________________________  __________________________________________ 

Authorized Signature   Typed Name and Title of Authorized Signer 
 
 

__________________________________________________________________________ 
Typed Name of Company 

 
(Continued through Page 9.) 
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PROPOSAL 

 
PRINT OR TYPE THE FOLLOWING INFORMATION: 
 
 
 
____________________________________________________________________ 

Name of Firm or Corporation 
 
 

____________________________________________________________________ 
Street Address 

 
 

____________________________________________________________________ 
City                              State                               Zip Code 

 
 

______________________________ __________________________________ 
Telephone & Fax Nos.    Federal Employer ID No. 

 
 

____________________________________________________________________ 
   E-mail Address of Company Employee authorized to receive Contract Award/ & Extensions 

 
 

Date: ________________ 
 
 

 
ACCEPTED ON BEHALF OF THE CITY OF ROCHESTER FOR: 

 
 

                                      TEMPORARY HELP, CLERICAL                                  _ 
 
 

Contract No.          _________         Contract Term: ___________________________  
 
 

________________________________________________ 
Purchasing Agent 

 
 

_________________________________________ 
Date 
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APPENDIX “A” 
 

SPECIFICATIONS 
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SPECIFICATIONS 

 
Incumbents in the following categories may be expected to perform other related duties 
not specifically detailed herein, but generally within the scope of the job classification 
requirements for knowledge, skills and abilities as detailed herein. 

 
 1. CLERK 

 
1.1 Duties 

 
Sorts, indexes and files correspondence, memoranda, reports, records, 
and other office material; pulls material from file, makes simple file 
searches, maintains records; operates a variety of office equipment such 
as copier, calculator, adding machines, typewriters, etc.; checks reports 
and records for clerical accuracy and completeness; extends and totals 
arithmetic entries manually or by machine assistance; collates assembled 
materials. 

  
1.2 Knowledge, Skills & Abilities 

 
Knowledge of office terminology, practices, procedures and equipment; 
ability to add, subtract, multiply and divide; ability to sort, arrange, and file 
materials alphabetically and numerically; ability to locate materials in files; 
ability to operate a variety of office equipment. Must have good working 
knowledge of Microsoft Word 7. 

 
 2. CLERK-TYPIST/ DATA ENTRY 

 
2.1 Duties 

 
Types material from copy, rough draft; compiles data for financial and 
statistical reports; researches information from documents, records and 
files; obtains and gives out information by telephone, correspondence and 
in person; operates typewriter, calculator, word processing equipment, 
and other office machines; maintains filing system.  Enters data by 
operation of a key station; edits incoming source documents for inclusion 
of data in required fields.  

 
2.2 Knowledge, Skills & Abilities 

 
Good knowledge of office terminology, procedures and equipment, 
including standard electronic typewriters and word processing equipment; 
good knowledge of business math and English grammar and usage; good 
knowledge of record keeping; good telephone answering skills; ability to 
speak clearly and distinctly;  ability to maintain a filing system.  Must have 
good working knowledge of Microsoft Word 7. 
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3. ADMINISTRATIVE ASSISTANT 
 

3.1 Duties 
 

Types correspondence, memoranda, reports, minutes of meetings, and 
other material relating to a specified, or technical field; composes and 
types correspondence and reports dealing with well defined 
administrative activities; acts as receptionist for administrator, greeting 
visitors and scheduling appointments; transmits administrative directives 
and policies throughout the unit; schedules use of departmental facilities; 
compiles data for inclusion in tentative budget estimates for departmental 
reports; checks codes and processes requisitions, claim vouchers and 
bills; maintains general office files. 

  
3.2 Knowledge, Skills & Abilities 

 
Thorough knowledge of office terminology practices and procedures; 
good knowledge of English grammar and usage, terminology, spelling, 
vocabulary, letter formats used in business correspondence and office 
management techniques; record keeping ability; ability to operate a 
variety of office equipment, including word processing equipment;  ability 
to complete complex clerical assignments independently; ability to 
compose business correspondence and written reports using proper 
grammar; punctuation and spelling; ability to maintain filing system; ability 
to deal effectively with the public; excellent telephone skills; ability to 
speak clearly and distinctly; ability to convey information accurately. Must 
have good working knowledge of Microsoft Word 7 and Microsoft Excel 7. 
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