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April 30, 2018 
 
 
 
Dear Proposer: 
 
The City of Greenville, NC is accepting proposals for Temporary Staffing Services for the 
Greenville Transportation Center.  Instructions for submitting proposals and requirements are 
stated in the attached Request for Proposals (“RFP”).  Questions and additional information 
regarding this proposal may be obtained by contacting the Purchasing Manager, Denisha Harris, 
at 252.329.4862 or dharris@greenvillenc.gov.  All requested information shall be submitted in 
the format required as shown on the enclosed schedule.  One (1) electronic –email- and one (1) 
hard copy proposal is due Monday, May 21 at 4:00PM.   
 
The City of Greenville is requesting proposals for temporary staffing services for the following 
City facility: 
 
 G.K. Butterfield Transportation Center 
 600 S. Pitt Street 
 Greenville, NC 
 
All questions or clarifications shall be submitted in writing to Denisha Harris by email to 
dharris@greenvillenc.gov no later than 4:00PM on Tuesday, May 8, 2018.   
 
The City of Greenville reserves the right to award or reject any or all proposals and waive any 
nonmaterial informality or irregularity in any proposal received. The successful Proposer(s) will 
be required to comply with all applicable Equal Employment Opportunity laws and regulations.  
 
All proposals shall remain valid for 90 days from date of proposal opening. 
 
 
Purchasing Manager 
Denisha Harris 

 
 
 
 
 
 

 
 
Section I:  Project Overview 



 
The City of Greenville Transit Division is requesting proposals from temporary staffing 
agencies to provide ongoing temporary staffing services for the soon to be opened G.K. 
Butterfield Transportation Center.  Specifically, the Transit Division is seeking a Transit 
Information Officer whose primary role is to perform a variety of clerical, records, 
information sharing and general office tasks.    

 
The term for any contract resulting from this RFP is for two (2) years.  The contract may 
be extended up to two (2) additional one (1) year periods for a total of four (4) years.   
 
 

Section II:  Agency Background 
 
Greenville Area Transit (GREAT) was formed in 1976 as a department of the City of 
Greenville, NC. GREAT operates a network of 6 fixed routes. Service is provided 
weekdays from 6:25 a.m. to 7:30 p.m., and Saturdays from 9:25 a.m. to 6:00 p.m. There 
is no service provided on Sundays. The grantee’s complementary paratransit service, 
known as PATS, operates during the same days and hours of service as the fixed routes.  
 
The City of Greenville broke ground on the transportation center on November 29, 2016. 
This project started as a City Council goal to create a facility which would encourage 
multiple modes of transportation within the city, provide a central access point where 
people could transfer from one mode to another, and create a hub not only for 
transportation but also a catalyst for revitalization and economic development. 
 
The Greenville Area Transit system (GREAT bus system), Pitt Area Transit (PATS), 
ECU Transit, and Greyhound will all utilize the facility for connections along with taxis 
and the new Amtrak Connector. Airport, medical, and hotel shuttles could locate here 
with future rail service also a possibility. 

The Center will provide a covered transfer facility with seating, restrooms and more, 
giving people a choice of transportation options to fit their needs and meet the needs of 
our growing population for the next 20-30 years. 

Section III:  General Terms and Conditions 

A. Non-Discrimination: The City of Greenville does not discriminate on the basis of race, 
color, sex, national origin, religion, age or disability. Any contractors or vendors who 
provide services, programs or goods to the City are expected to fully comply with the 
City’s non-discrimination policy.  

B. Non-Collusion: Respondents, by submitting a signed proposal, certify that the 
accompanying submission is not the result of, or affected by, any unlawful act of 
collusion with any other person or company engaged in the same line of business or 
commerce, or any other fraudulent act punishable under North Carolina or United States 
law.   

C. Payment Terms: The City agrees to pay all approved invoices Net Thirty (30) days from 
the date received and approved. The City does not agree to the payment of late charges or 



finance charges assessed by the seller or vendor for any reason. Invoices are payable in 
U.S. funds. 

D. Governing Law: Any agreement, contract or purchase order resulting from this 
invitation to bid, request for proposals or request for qualifications or quotes, shall be 
governed by the laws of the State of North Carolina and Federal Transit Administration 
(FTA) Assurances and Contractual Conditions which are made part of this notice as 
though fully set forth herein. 

E. Acceptance/Rejection of Proposals: The City of Greenville reserves the right to award 
to the Firm who will best serve the interests of the City. The City also reserves the right 
to waive minor variations in the specifications and in the bidding process, as well as to 
accept in whole or in part such proposal(s) where it deems it advisable in protection of 
the best interests of the City. The City further reserves the right to accept or reject any or 
all proposals, and to award or not award a contract based on this proposal. 

F. E-Verify Compliance: The Contractor shall comply with the requirements of Article 2 
of Chapter 64 of the North Carolina General Statutes. Further, if the Contractor utilizes a 
Subcontractor, the Contractor shall require the Subcontractor to comply with the 
requirements of Article 2 of Chapter 64 of the North Carolina General Statutes. By 
submitting a proposal, The Proposer represents that their firm and its Subcontractors are 
in compliance with the requirements of Article 2 Chapter 64 of the North Carolina 
General Statutes.  

G. Iran Divestment Act:  By submitting a proposal, the vendor certifies that: (i) it is not on 
the Iran Final Divestment List created by the NC State treasurer pursuant to N.C.G.S. 
147-86.58; (ii) it will not take any actions causing it to appear on said list during the term 
of any contract with the City, and (iii) it will not utilize any subcontractor to provide 
goods and services hereunder that is identified on said list. 

H. Conflict of Interest: Each proposer shall affirm that no official or employee of the City 
of Greenville is directly or indirectly interested in this proposal for any reason of 
personal gain.  

I. Equal Employment Opportunity Clause: The City of Greenville has adopted an Equal 
Employment Opportunity Clause, which is incorporated into all specifications; purchase 
orders and contracts, whereby a vendor agrees not to discriminate against any employee 
or applicant for employment because of race, color, religion, sex, national origin or 
ancestry. A copy of this clause may be obtained at the City Clerk’s Office, located in City 
Hall-200 W. Fifth Street Greenville, NC. By submitting a proposal, the firm is attesting 
that they are an Equal Opportunity Employer.  

J. M/WBE Program: Minority and/or Women Business Enterprise (M/WBE) Program It is 
the policy of the City of Greenville to provide minorities and women equal opportunity 
for participating in all aspects of the City’s contracting and procurement programs, 
including but not limited to, construction projects, supplies and materials purchase, and 
professional and personal service contracts. In accordance with this policy, the City has 
adopted a Minority and Women Business Enterprise (M/WBE) Plan and subsequent 
program, outlining verifiable goals.  



The City has established a 4% Minority Business Enterprise (MBE) and 4% 
Women Business Enterprise (WBE) goal for the participation of M/WBE firms in 
supplying goods and services for the completion of this project. All firms submitting 
bids agree to utilize minority and women-owned suppliers and service providers 
whenever possible. Questions regarding the City’s MWBE Program should be directed to 
the MWBE Office at 252.329.4462 

K.  Federal Law: Federal law (Rehabilitation Act and ADA) prohibits handicapped 
discrimination by all governmental units. By submitting a proposal, the vendor is 
attesting to its policy of nondiscrimination regarding the handicapped.  

L. Taxes: Sales taxes may be listed on the proposal, but as a separate item. No charge will 
be allowed for Federal Excise and Transportation tax from which the City is exempt.  

M. Withdrawal of Proposals: No bid/proposal may be changed or withdrawn after the 
stated time and date for submittal. Bids/proposals submitted shall be binding for ninety 
(90) days after the date of submittal.  

N. Insurance Requirements: Contractor shall maintain at its own expense  

(a) Commercial General Liability Insurance in an amount not less than $1,000,000 per 
occurrence for bodily injury or property damage; City of Greenville, 200 W. Fifth St. 
Greenville, NC 27834 shall be named as additional insured.  

(b) Professional Liability insurance in an amount not less than $1,000,000 per 
occurrence-if providing professional services;  

(c) Workers Compensation Insurance as required by the general statutes of the State of 
North Carolina and Employer’s Liability Insurance not less than $500,000 each accident 
for bodily injury by accident, $500,000 each employee for bodily injury by disease, and 
$500,000 policy limit;  

(d) Commercial Automobile Insurance applicable to bodily injury and property damage, 
covering all owned, non-owned, and hired vehicles, in an amount not less than 
$1,000,000 per occurrence as applicable. Certificates of Insurance shall be furnished 
prior to the commencement of Services. 

O. Services Performed: All services rendered under this agreement will be performed at the 
Seller’s own risk and the Seller expressly agrees to indemnify and hold harmless The 
City of Greenville, its officers, agents, and employees from any and all liability, loss or 
damage that they may suffer as a result of claims, demands, actions, damages or injuries 
of any kind or nature whatsoever by or to any and all persons or property.  

P. Independent Contractor: It is mutually understood and agreed the Seller is an 
independent contractor and not an agent of the City of Greenville, and as such, Seller, his 
or her agents and employees shall not be entitled to any City employment benefits, such 
as but not limited to vacation, sick leave, insurance, worker’s compensation, pension or 
retirement benefits.  

Q. Verbal Agreement: The City will not be bound by any verbal agreements. 



R. Termination of Contract:  Standard termination of contract requires 30 days written 
notice by either the City of the Contractor. 
 

Section IV:  Special Conditions (Federal) 
 

No Obligation by the Federal Government. 
(1) The City and Contractor acknowledge and agree that, notwithstanding any concurrence by 
the Federal Government in or approval of the solicitation or award of the underlying contract, 
absent the express written consent by the Federal Government, the Federal Government is not a 
party to this contract and shall not be subject to any obligations or liabilities to the City, 
Contractor, or any other party (whether or not a party to that contract) pertaining to any matter 
resulting from the underlying contract. 
 
(2) The Contractor agrees to include the above clause in each subcontract financed in whole or in 
part with Federal assistance provided by FTA.  It is further agreed that the clause shall not be 
modified, except to identify the subcontractor who will be subject to its provisions. 
 
Program Fraud and False or Fraudulent Statements or Related Acts.  
(1) The Contractor acknowledges that the provisions of the Program Fraud Civil Remedies Act 
of 1986, as amended, 31 U.S.C. § 3801 et seq. and U.S. DOT regulations, "Program Fraud Civil 
Remedies," 49 C.F.R. Part 31, apply to its actions pertaining to this Project.  Upon execution of 
the underlying contract, the Contractor certifies or affirms the truthfulness and accuracy of any 
statement it has made, it makes, it may make, or causes to be made, pertaining to the underlying 
contract or the FTA assisted project for which this contract work is being performed.  In addition 
to other penalties that may be applicable, the Contractor further acknowledges that if it makes, or 
causes to be made, a false, fictitious, or fraudulent claim, statement, submission, or certification, 
the Federal Government reserves the right to impose the penalties of the Program Fraud Civil  
Remedies Act of 1986 on the Contractor to the extent the Federal Government deems 
appropriate. 
(2) The Contractor also acknowledges that if it makes, or causes to be made, a false, fictitious, or 
fraudulent claim, statement, submission, or certification to the Federal Government under a 
contract connected with a project that is financed in whole or in part with Federal assistance 
originally awarded by FTA under the authority of 49 U.S.C. § 5307, the Government reserves 
the right to impose the penalties of 18 U.S.C. § 1001 and 49 U.S.C. § 5307(n)(1) on the 
Contractor, to the extent the Federal Government deems appropriate. 
(3) The Contractor agrees to include the above two clauses in each subcontract financed in whole 
or in part with Federal assistance provided by FTA.  It is further agreed that the clauses shall not 
be modified, except to identify the subcontractor who will be subject to the provisions. 
 
Access to Records 
The following access to records requirements apply to this Contract: 
1.  Where the City is not a State but a local government and is the FTA Recipient or a subgrantee 
of the FTA Recipient in accordance with 49 C.F.R. 18.36(i), the Contractor agrees to provide the 
City, the FTA Administrator, the Comptroller General of the United States or any of their 
authorized representatives access to any books, documents, papers and records of the Contractor 
which are directly pertinent to this contract for the purposes of making audits, examinations, 
excerpts and transcriptions.  Contractor also agrees, pursuant to 49 C.F.R. 633.17 to provide the 
FTA Administrator or his authorized representatives including any PMO Contractor access to 
Contractor's records and construction sites pertaining to a major capital project, defined at 49 



U.S.C. 5302(a)1, which is receiving federal financial assistance through the programs described 
at 49 U.S.C. 5307, 5309 or 5311. 
2.  Where the City which is the FTA Recipient or a subgrantee of the FTA Recipient in 
accordance with 49 U.S.C. 5325(a) enters into a contract for a capital project or improvement 
(defined at 49 U.S.C. 5302(a)1) through other than competitive bidding, the Contractor shall 
make available records related to the contract to the Purchaser, the Secretary of Transportation 
and the Comptroller General or any authorized officer or employee of any of them for the 
purposes of conducting an audit and inspection. 
3.  The Contractor agrees to permit any of the foregoing parties to reproduce by any means 
whatsoever or to copy excerpts and transcriptions as reasonably needed. 
4.  The Contractor agrees to maintain all books, records, accounts and reports required under this 
contract for a period of not less than three years after the date of termination or expiration of this 
contract, except in the event of litigation or settlement of claims arising from the performance of 
this contract, in which case Contractor agrees to maintain same until the City, the FTA 
Administrator, the Comptroller General, or any of their duly authorized representatives, have 
disposed of all such litigation, appeals, claims or exceptions related thereto.  Reference 49 CFR 
18.39(i)(11). 
 
Federal Changes 
Contractor shall at all times comply with all applicable FTA regulations, policies, procedures 
and directives, including without limitation those listed directly or by reference in the Master 
Agreement between the City and FTA, as they may be amended or promulgated from time to 
time during the term of this contract. Contractor's failure to so comply shall constitute a material 
breach of this contract. 
 
Termination for Convenience (General Provision)  
The City may terminate this contract, in whole or in part, at any time by written notice to the 
Contractor when it is in the Government's best interest.  The Contractor shall be paid its costs, 
including contract close-out costs, and profit on work performed up to the time of termination.  
The Contractor shall promptly submit its termination claim to the City to be paid the Contractor. 
 If the Contractor has any property in its possession belonging to the City, the Contractor will 
account for the same, and dispose of it in the manner the City directs. 
 
Termination for Default [Breach or Cause] (General Provision) 
If the Contractor does not deliver supplies in accordance with the contract delivery schedule, or, 
if the contract is for services, the Contractor fails to perform in the manner called for in the 
contract, or if the Contractor fails to comply with any other provisions of the contract, the City 
may terminate this contract for default.  Termination shall be effected by serving a notice of 
termination on the contractor setting forth the manner in which the Contractor is in default.  The 
contractor will only be paid the contract price for supplies delivered and accepted, or services 
performed in accordance with the manner of performance set forth in the contract. 
If it is later determined by the City that the Contractor had an excusable reason for not 
performing, such as a strike, fire, or flood, events which are not the fault of or are beyond the 
control of the Contractor, the City, after setting up a new delivery of performance schedule, may 
allow the Contractor to continue work, or treat the termination as a termination for convenience. 
 
Opportunity to Cure (General Provision) 
The City in its sole discretion may, in the case of a termination for breach or default, allow the 
Contractor ten (10) calendar days in which to cure the defect.  In such case, the notice of 



termination will state the time period in which cure is permitted and other appropriate conditions 
If Contractor fails to remedy to the City’s satisfaction the breach or default of any of the terms, 
covenants, or conditions of this Contract within ten (10) calendar after receipt by Contractor of 
written notice from the City setting forth the nature of said breach or default, the City shall have 
the right to terminate the Contract without any further obligation to Contractor.  Any such 
termination for default shall not in any way operate to preclude the City from also pursuing all 
available remedies against Contractor and its sureties for said breach or default. 
 
Waiver of Remedies for any Breach 
In the event that the City elects to waive its remedies for any breach by Contractor of any 
covenant, term or condition of this Contract, such waiver by the City shall not limit the City’s 
remedies for any succeeding breach of that or of any other term, covenant, or condition of this 
Contract. 
 
Civil Rights 
The following requirements apply to the underlying contract: 
(1) Nondiscrimination - In accordance with Title VI of the Civil Rights Act, as amended, 42 
U.S.C. § 2000d, section 303 of the Age Discrimination Act of 1975, as amended, 42 U.S.C. § 
6102, section 202 of the Americans with Disabilities Act of 1990, 42 U.S.C. § 12132, and 
Federal transit law at 49 U.S.C. § 5332, the Contractor agrees that it will not discriminate against 
any employee or applicant for employment because of race, color, creed, national origin, sex, 
age, or disability.  In addition, the Contractor agrees to comply with applicable Federal 
implementing regulations and other implementing requirements FTA may issue.  
(2) Equal Employment Opportunity - The following equal employment opportunity requirements 
apply to the underlying contract: 
(a) Race, Color, Creed, National Origin, Sex - In accordance with Title VII of the Civil Rights 
Act, as amended, 42 U.S.C. § 2000e, and Federal transit laws at 49 U.S.C. § 5332, the Contractor 
agrees to comply with all applicable equal employment opportunity requirements of U.S. 
Department of Labor (U.S. DOL) regulations, "Office of Federal Contract Compliance 
Programs, Equal Employment Opportunity, Department of Labor," 41 C.F.R. Parts 60 et seq., 
(which implement Executive Order No. 11246, "Equal Employment Opportunity," as amended 
by Executive Order No. 11375, "Amending Executive Order 11246 Relating to Equal 
Employment Opportunity," 42 U.S.C. § 2000e note), and with any applicable Federal statutes, 
executive orders, regulations, and Federal policies that may in the future affect construction 
activities undertaken in the course of the Project.  The Contractor agrees to take affirmative 
action to ensure that applicants are employed, and that employees are treated during 
employment, without regard to their race, color, creed, national origin, sex, or age.  Such action 
shall include, but not be limited to, the following: employment, upgrading, demotion or transfer, 
recruitment or recruitment advertising, layoff or termination; rates of pay or other forms of 
compensation; and selection for training, including apprenticeship.  In addition, the Contractor 
agrees to comply with any implementing requirements FTA may issue. 
 
(b) Age - In accordance with section 4 of the Age Discrimination in Employment Act of 1967, as 
amended, 29 U.S.C. § § 623 and Federal transit law at 49 U.S.C. § 5332, the Contractor agrees to 
refrain from discrimination against present and prospective employees for reason of age.  In 
addition, the Contractor agrees to comply with any implementing requirements FTA may issue. 
(c) Disabilities - In accordance with section 102 of the Americans with Disabilities Act, as 
amended, 42 U.S.C. § 12112, the Contractor agrees that it will comply with the requirements of 
U.S. Equal Employment Opportunity Commission, "Regulations to Implement the Equal 



Employment Provisions of the Americans with Disabilities Act," 29 C.F.R. Part 1630, pertaining 
to employment of persons with disabilities.  In addition, the Contractor agrees to comply with 
any implementing requirements FTA may issue. 
(3) The Contractor also agrees to include these requirements in each subcontract financed in 
whole or in part with Federal assistance provided by FTA, modified only if necessary to identify 
the affected parties. 
 
Disadvantaged Business Enterprises  
This contract is subject to the requirements of Title 49, Code of Federal Regulations, Part 26, 
Participation by Disadvantaged Business Enterprises in Department of Transportation 
Financial Assistance Programs.  The national goal for participation of Disadvantaged Business 
Enterprises (DBE) is 10%.  The City’s overall goal for DBE participation is 8.39%.  A separate 
contract goal has not been established for this contract. 
The contractor shall not discriminate on the basis of race, color, national origin, or sex in the 
performance of this contract.  The contractor shall carry out applicable requirements of 49 CFR 
Part 26 in the award and administration of this DOT-assisted contract.  Failure by the contractor 
to carry out these requirements is a material breach of this contract, which may result in the 
termination of this contract or such other remedy as the City deems appropriate.  Each 
subcontract the contractor signs with a subcontractor must include the assurance in this 
paragraph (see 49 CFR 26.13(b)).  
The successful bidder/offeror will be required to report its DBE participation obtained through 
race-neutral means throughout the period of performance.  
The contractor is required to pay its subcontractors performing work related to this contract for 
satisfactory performance of that work no later than 30 days after the contractor’s receipt of 
payment for that work from the City.  In addition, the contractor may not hold retainage from its 
subcontractors. 
The contractor must promptly notify the City whenever a DBE subcontractor performing work 
related to this contract is terminated or fails to complete its work, and must make good faith 
efforts to engage another DBE subcontractor to perform at least the same amount of work.  The 
contractor may not terminate any DBE subcontractor and perform that work through its own 
forces or those of an affiliate without prior written consent of the City. 
 
Incorporation of Federal Transit Administration (FTA) Terms 
The preceding provisions include, in part, certain Standard Terms and Conditions required by 
DOT, whether or not expressly set forth in the preceding contract provisions.  All contractual 
provisions required by DOT, as set forth in FTA Circular 4220.1E, are hereby incorporated by 
reference.  Anything to the contrary herein notwithstanding, all FTA mandated terms shall be 
deemed to control in the event of a conflict with other provisions contained in this Agreement.  
The Contractor shall not perform any act, fail to perform any act, or refuse to comply with any 
City requests which would cause City to be in violation of the FTA terms and conditions. 
 
Suspension and Debarment 
This Contract is a covered transaction for purposes of 49 CFR Part 29.  As such, the 
Contractor is required to verify that none of the Contractor, its principals, as defined at 49 
CFR 29.995, or affiliates, as defined at 49 CFR 29.905, are excluded or disqualified as 
defined at 49 CFR 29.940 and 29.945.   
The Contractor is required to comply with 49 CFR 29, Subpart C and must include the 
requirement to comply with 49 CFR 29, Subpart C in any lower tier covered transaction 
it enters into. 



By signing and submitting its bid or proposal, the bidder or proposer certifies as follows: 
The certification in this clause is a material representation of fact relied upon by the City. 
 If it is later determined that the bidder or proposer knowingly rendered an erroneous 
certification, in addition to remedies available to the City, the Federal Government may 
pursue available remedies, including but not limited to suspension and/or debarment.  
The bidder or proposer agrees to comply with the requirements of 49 CFR 29, Subpart C while 
this offer is valid and throughout the period of any Contract that may arise from this offer.  The 
bidder or proposer further agrees to include a provision requiring such compliance in its lower 
tier covered transactions. 
 
ADA Access 
The Contractor shall comply with 49 USC 5301(d), stating Federal policy that the elderly and 
persons with disabilities have the same rights as other persons to use mass transportation 
services and facilities and that special efforts shall be made in planning and designing those 
services and facilities to implement that policy. Contractor shall also comply with all applicable 
requirements of Sec. 504 of the Rehabilitation Act (1973), as amended, 29 USC 794, which 
prohibits discrimination on the basis of handicaps, and the Americans with Disabilities Act of 
1990 (ADA), as amended, 42 USC 12101 et seq., which requires that accessible facilities and 
services be made available to persons with disabilities, including any subsequent amendments 
thereto. 
 
Resolution of Disputes    

Disputes - Disputes arising in the performance of this Contract which are not resolved by 
agreement of the parties shall be decided in writing by the authorized representative of the 
Owner. This decision shall be final and conclusive unless within ten (10) days from the date 
of receipt of its copy, the Contractor mails or otherwise furnishes a written appeal to the 
authorized representative of the Owner.  In connection with any such appeal, the Contractor 
shall be afforded an opportunity to be heard and to offer evidence in support of its position. 
The decision of the authorized representative of the Owner shall be binding upon the 
Contractor and the Contractor shall abide be the decision. 
Performance During Dispute - Unless otherwise directed by the Owner, the Contractor shall 
continue performance under this Contract while matters in dispute are being resolved. 
Claims for Damages - Should either party to the Contract suffer injury or damage to person 
or property because of any act or omission of the party or of any of his employees, agents or 
others for whose acts he is legally liable, a claim for damages therefor shall be made in 
writing to such other party within a reasonable time after the first observance of such injury 
of damage. 
Remedies - Unless this contract provides otherwise, all claims, counterclaims, disputes and 
other matters in question between the Owner and the Contractor arising out of or relating to 
this agreement or its breach will be decided by arbitration if the parties mutually agree, or in 
a court of competent jurisdiction within the State in which the Owner is located. 
Rights and Remedies - The duties and obligations imposed by the Contract Documents and 
the rights and remedies available thereunder shall be in addition to and not a limitation of 
any duties, obligations, rights and remedies otherwise imposed or available by law. No 
action or failure to act by the Owner, Architect or 
Contractor shall constitute a waiver of any right or duty afforded any of them under the 
Contract, nor shall any such action or failure to act constitute an approval of or acquiescence 
in any breach thereunder, except as may be specifically agreed in writing. 

 



Byrd Anti-Lobbying Amendment, 31 U.S.C. 1352, as amended by the Lobbying Disclosure 
Act of 1995, P.L. 104-65 [to be codified at 2 U.S.C. § 1601, et seq.] 
Contractors who apply or bid for an award of $100,000 or more shall file the certification 
required by 49 CFR part 20, "New Restrictions on Lobbying." Each tier certifies to the tier above 
that it will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of 
Congress, officer or employee of Congress, or an employee of a member of Congress in 
connection with obtaining any Federal Contract, grant or any other award covered by 31 U.S.C. 
1352.  Each tier shall also disclose the name of any registrant under the Lobbying Disclosure Act 
of 1995 who has made lobbying contacts on its behalf with non-Federal funds with respect to 
that Federal Contract, grant or award covered by 31 U.S.C. 1352.  Such disclosures are 
forwarded from tier to tier up to the recipient. 
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CERTIFICATION REGARDING LOBBYING 
Certification for Contracts, Grants, Loans, and Cooperative Agreements 

 
The undersigned [Contractor] certifies, to the best of his or her knowledge and belief, that: 
 
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, 
to any person for influencing or attempting to influence an officer or employee of an agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress 
in connection with the awarding of any Federal Contract, the making of any Federal grant, the 
making of any Federal loan, the entering into of any cooperative agreement, and the extension, 



continuation, renewal, amendment, or modification of any Federal Contract, grant, loan, or 
cooperative agreement. 
 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person 
for making lobbying contacts to an officer or employee of any agency, a Member of Congress, an 
officer or employee of Congress, or an employee of a Member of Congress in connection with this 
Federal Contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit 
Standard Form--LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions [as 
amended by "Government wide Guidance for New Restrictions on Lobbying," 61 Fed. Reg. 1413 
(1/19/96).  Note: Language in paragraph (2) herein has been modified in accordance with Section 10 
of the Lobbying Disclosure Act of 1995 (P.L. 104-65, to be codified at 2 U.S.C. 1601, et seq.)] 
 
(3) The undersigned shall require that the language of this certification be included in the award 
documents for all subawards at all tiers (including subContracts, subgrants, and Contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. 
 
This certification is a material representation of fact upon which reliance was placed when this 
transaction was made or entered into.  Submission of this certification is a prerequisite for making or 
entering into this transaction imposed by 31, U.S.C. § 1352 (as amended by the Lobbying Disclosure 
Act of 1995).  Any person who fails to file the required certification shall be subject to a civil penalty 
of not less than $10,000 and not more than $100,000 for each such failure. 
 
[Note: Pursuant to 31 U.S.C. § 1352(c)(1)-(2)(A), any person who makes a prohibited expenditure or 
fails to file or amend a required certification or disclosure form shall be subject to  
a civil penalty of not less than $10,000 and not more than $100,000 for each such expenditure or 
failure.] 
 
The Contractor, ___________________, certifies or affirms the truthfulness and accuracy of 
each statement of its certification and disclosure, if any.  In addition, the Contractor understands 
and agrees that the provisions of 31 U.S.C. A 3801, et seq., apply to this certification and  
disclosure, if any. 
 
__________________________ Signature of Contractor's Authorized Official 
 
__________________________ Name and Title of Contractor's Authorized Official 
 
___________________________ Date 
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Clean Air Act 
(1) The Contractor agrees to comply with all applicable standards, orders, or regulations 

issued pursuant to the Clean Air Act, as amended, 42 U.S.C. Sect. 7401 et seq.   The 
Contractor agrees to report each violation to the Purchaser and understands and agrees 
that the Purchaser will, in turn, report each violation as required to assure notification to 
FTA and the appropriate EPA Regional Office.  

(2) The Contractor also agrees to include these requirements in each subcontract exceeding 
$100,000 financed in whole or in part with Federal Assistance provided by FTA. 

 
Clean Water 

(1) The Contractor agrees to comply with all applicable standards, orders, or regulations 
issued pursuant to the Federal Water Pollution Control Act, as amended, 33 U.S.C. 
Sect. 1251 et seq.  The Contractor agrees to report each violation as required to assure 
notification to FTA and the appropriate EPA Regional Office.   

(2) The Contractor also agrees to include these requirements in each subcontract exceeding 
$100,000 financed in whole or in part with Federal assistance provided by FTA.   

 
Fly America  
 Contractor shall comply with 49 USC 40118 (the “Fly America” Act) in accordance with 

General Services Administration regulations 41 CFR 301-10, stating that recipients and 
subrecipients of Federal funds and their contractors are required to use US Flag air carriers for 
US Government-financed international air travel and transportation of their personal effects or 
property, to the extent such service is available, unless travel by foreign air carrier is a matter 
of necessity, as defined by the Fly America Act. Contractor shall submit, if a foreign air 
carrier was used, an appropriate certification or memorandum adequately explaining why 
service by a US flag air carrier was not available or why it was necessary to use a foreign air 
carrier and shall, in any event, provide a certificate of compliance with the Fly America 
requirements. Contractor shall include the requirements of this section in all subcontracts that 
may involve international air transportation.  

 
Cargo Preference  
 Contractor shall: a. use privately owned US-Flag commercial vessels to ship at least 50% of 

the gross tonnage (computed separately for dry bulk carriers, dry cargo liners and tankers) 
involved, whenever shipping any equipment, material or commodities pursuant to the 
underlying contract to the extent such vessels are available at fair and reasonable rates for US 
flag commercial vessels; b. furnish within 20 working days following the loading date of 
shipments originating within the US or within 30 working days following the loading date of 
shipments originating outside the US, a legible copy of a rated, "on-board" commercial bill-
of-lading in English for each shipment of cargo described herein to the Division of National 
Cargo, Office of Market Development, Maritime Administration, Washington, DC 20590 and 
to the recipient (through contractor in the case of a subcontractor's bill-of-lading.); c. include 
these requirements in all subcontracts issued pursuant to this contract when the subcontract 
involves the transport of equipment, material or commodities by ocean vessel.  
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Energy Conservation 
The Contractor agrees to comply with mandatory standards and policies relating to energy 
efficiency that are contained in the state energy conservation plans issued in compliance with 
the Energy Policy and Conservation Act, 42 U.S.C. Sect. 6321 et seq. 
 

Section V:  Scope of Work 
 

A.  Description 
 
The City of Greenville Transit Division is requesting proposals from temporary staffing 
firms to provide a temporary staff person for the position of Transit Information Officer 
for the new G.K. Butterfield Transportation Center located at 600 S. Pitt Street.  No 
additional staff positions are needed at this time; however, the City of Greenville does 
reserve the right to request additional staff as needed.   
 
Please see Appendix A for a sample job description.  

 
B.  Schedule and Staffing Levels 

 
The City is requesting one (1) Transit Information Officer Position to work during 
normal operating hours.  These hours will begin at 8:00AM – 5:00PM Monday through 
Saturday; however, as staffing increases, the hours will increase to 6:30AM – 6:30PM 
Monday through Saturday.  The facility will be closed three days a year on Thanksgiving, 
Christmas, and New Year.  No service will be required on these days.   
 
The City reserves the right to adjust any schedule as necessary, upon 24-hour notice to 
the contractor. 
 
The City will only pay for hours actually worked. The City will not pay for holidays or 
for hours that the City closes due to inclement weather or other events.  Overtime will be 
paid as needed; however, it is preferred that the City not pay overtime expenses. If 
necessary, overtime will be paid at a rate of 1.5 the hourly rate for each hour worked over 
40 hours.   

 
C.  Period of Performance   

Subject to the termination provisions stated herein, performance shall commence upon 
contract execution and shall extend for a period of two (2) years.  Pricing is to be fixed 
for this term of the contract. 
 
The City shall have the right to extend the contract for two (2) additional one (1) year 
extensions.  Requests for price increases may be considered in the first option year only.  
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D.  Proposer Responsibilities 
 

1. To be the employer of all staff placed under this contract for all purposes under 
federal, state and local law. Proposer will be responsible for full compliance with 
any all and federal, state and local laws relating to the employment of persons 
including but not limited to the Fair Labor Standards Act, the Family & Medical 
Leave Act, the Americans with Disabilities Act, and the Affordable Care Act, 
Workers Compensation Statute and OSHA. 

 
2. To be responsible for all employer requirements (including withholding of 

income taxes, social security, workers compensation, disability benefits and all 
similar benefits) for temporary staff placed. Employer costs for any and all such 
requirements shall be inclusive within the proposer’s markup or “bill rate”; no 
additional costs may be passed through or separately billed to the City unless 
agreed to by written agreement of the parties.  

 
3. To be responsible for all employment screening, testing (i.e., typing, Excel, etc.), 

evaluations, recruitments; handle any and all temporary staff issues, i.e. 
disciplinary actions, etc. 
 

4. Proposer is expected to conduct primary interviews, screening, and other 
employment administrative functions at their own office location(s). 

 
5. To ensure placed staff possess the requisite skills, experience and qualifications; 

Proposer shall provide any and all training to placed staff on proper procedures 
and protocols (as per OSHA, etc.). Training for positions must be completed prior 
to placement. 

 

6. Drug Testing. 
 
Pre-Placement Drug Test. 
The Proposer shall ensure that that each Temporary Staffing Employee 
assigned to the City be administered a drug test, at no additional cost to the 
City, within thirty (30) days prior to the first day on assignment with the City. 
The drug test must be a 9-panel test unless otherwise indicated by the City. 
Temporary Staffing Employees must have a negative test result in order to be 
assigned to the City. 
 
Post-Accident Drug and Alcohol Test. 
The Company shall be responsible for ensuring that each Temporary Staffing 
Employee assigned to the City is administered a post-accident drug and 
alcohol test, at the cost of the Proposer, immediately following an accident 
involving the Temporary Staffing Employee while on assignment at the City. 
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Temporary Staffing Employee must have a negative test result in order to 
return to the assignment at the City. Testing must take place within thirty-two 
(32) hours of an incident. If the required testing is not performed or the 
Temporary Staffing Employee has a positive test result, the Temporary 
Staffing Employee will no longer perform services for the City.   
 
NOTE:  The contractor will be responsible for drug testing its employees per FTA 
requirements by establishing and implementing a drug and alcohol testing program that 
complies with 49 CFR Parts 653 and 654, must produce documentation necessary to 
establish compliance with Parts 653 and 654, and must permit any authorized 
representative of the Federal, State, or local agency to inspect the facilities and records 
associated with the implementation of the drug and alcohol testing program and review the 
testing process.  The Contractor must further agree to certify annually it’s compliance with 
Parts 653 and 654 before December 31st of every year and to submit the required reports 
before March 15th of every year to the Transit Manager. To certify compliance, the 
Contractor shall use the “Substance Abuse Certifications” in the “Annual List of 
Certifications and Assurances for Federal Transit Administration Grants and Cooperative 
Agreements,” which is published annually in the Federal Register. (See Section 3.5.4) 
 

7. Background Check. 
 
Prior to starting work under this Contract, the Proposer is required to conduct a 
background check on each employee assigned to work under this Contract.  Each 
Background Check must include: (a) the person’s criminal conviction record from 
the states and counties where the person lives or has lived in the past seven (7) years; 
(b) a reference check; (c) sex offender registry check (nationwide). 

The Proposer shall notify the City of any information discovered in the Background 
Checks that may be of potential concern for any reason. 

 
8. To ensure staff placed have met the requirements for driving, or other 

requirements as pertain to the position being filled (details of driving 
requirements listed below). All requirements for OSHA Construction and/or 
General Industry certification shall be the requirement of Proposer, and staff 
placed must provide evidence of certification. City has the right to provide 
additional training specific to City procedures and/or safety requirements. 

 
9. The proposer shall provide the appropriate contact person, phone numbers and 

email address for the purpose of making a staffing request.  The proposer shall 
assure a suitable staff person within a reasonable amount of time.   

 
10. The City has the right at any time to refuse or determine unacceptable, any 

temporary workers assigned by the vendor. Once refused, temporary workers 
shall be immediately removed and prompt arrangements made for a suitable 
replacement. 
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11. Time Records:  The Company and each Temporary Staffing Employee shall be 
responsible for keeping a weekly time card that accurately states the time billable 
to the City. Weekly time cards must be reviewed, approved, and signed by the 
City Supervisor.   

12. Temp to Hire:  The City reserves the right to hire any temporary staff assigned 
after a period of time to be negotiated at time of contract execution.  The City 
shall not be charged any type of fee for temp to hire conversions.   

E. Temporary Staff Qualifications 
 
Temporary staffing employees shall follow all City of Greenville work policies, 
including attendance, and appropriate dress policies. They shall abide by security and 
appropriate City policies, including, but not limited to Harassment, Violence in the 
Workplace, and Drug- and Alcohol-Free Workplace policies. Copies of the 
aforementioned City policies shall be provided to the Company upon Contract execution.  

All temporary staff are required to wear picture identification (ID) badges, to be 
furnished by the City. Proposer shall make temporary staff available for photographs on a 
schedule to be worked out with Human Resources. The badges shall be made by the City 
before an individual may begin work and only after a favorable security clearance has 
been received.  
 
Proposer will notify Human Resources if or when badge is lost. It shall be the 
responsibility of the Proposer to pay for replacement badges badge.  
 
Building Security and Access Control: Temporary staff will be furnished 
means of access to all necessary work locations. Any keys or key cards issued to the 
Proposer for such use shall not be duplicated by the Proposer or their employees. 
Proposer should be aware that for security purposes all City properties may be under 
video surveillance. The City shall not be responsible for any loss of personal property by 
Proposer’s employees. 

 
 
 
 
 
 
 
 
 

 
Section VI:  Procurement Process 
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Schedule 
 
Item Date 
Issuance of RFP Monday, April 30, 2018 
Deadline for Questions and Clarifications Tuesday, May 8, 2018 @ 4:00PM 
Answers posted to the Website Friday, May 11, 2018 @ 5:00PM 
Submittals Due Monday, May 21, 2018 @ 4:00PM 
 
Submission of Proposals 
 
All requested information shall be submitted in the format required as shown on the enclosed 
schedule.  One (1) emailed and one (1) hard copy proposal is due Monday, May 21st at 
4:00PM.  Proposals sent by fax will not be accepted. 
 
Please send emails to:    Please send Hard Copies to: 
Denisha Harris     City of Greenville, Purchasing Division 
Purchasing Manager     Attn:  Denisha Harris, Purchasing Manager 
dharris@greenvillenc.gov    201 West 5th Street 
       Greenville, NC 27858 
        
All proposals should be clearly marked either in the email subject line or the outside of the 
mail package:  RFP # 17-18-44 Temporary Staffing Services for Transportation Center. 
 
If proposal is more than 10MB, please provide electronic copy on flash drive with your 
hardcopy proposal.   
 
Section VII:  Proposal Format 
 
All Proposals shall be 8 1/2" x 11" format with all standard text no smaller than twelve (12) 
points. All hard copy submissions should be one-sided and bound with tab dividers 
corresponding to the content requirements specified below. 
 
The total length of the contractor’s proposal (including exhibits) should not exceed 12 
pages.  
 
Proposers are required to submit proposals in the following format: 
 

A. Cover Letter  
The Proposal must include a letter of transmittal attesting to its accuracy, signed by an 
individual authorized to execute binding legal documents on behalf of the Contractor, 
acknowledging all addenda issued for this RFP. The cover letter shall provide the legal 
name, address, telephone and facsimile numbers of the Contractor along with the name, 
title, address, telephone and facsimile numbers of the executive that has the authority to 
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contract with the City. The cover letter shall present the Contractor's understanding of the 
Project, a summary of the approach to be undertaken to perform the Services, as well as a 
summary of the costs to provide the Services.  
 
The Cover Letter should be no more than two pages and must include the firm’s State of 
Incorporation and Federal Tax ID number.  
 
Each Contractor shall make the following representations and warranty in its Proposal 
Cover Letter, the falsity of which might result in rejection of its Proposal:  
 

 “The information contained in this Proposal or any part thereof, including 
its Exhibits, Schedules, and other documents and instruments delivered or to 
be delivered to the City, is true, accurate, and complete. This Proposal 
includes all information necessary to ensure that the statements therein do 
not in whole or in part mislead the City as to any material facts.” 
 

B. Qualifications of Firm 
 

Describe the Proposer’s qualifications and experience in providing the same or similar 
services as outlined in the RFP Scope of Work. This description should include the 
names of the person(s) who will provide the services, including any subcontractors, their 
qualifications, and the years of experience in performing this type of work/services.  Also 
include at least three references for which your firms has provided similar services, 
preferably in the public sector.   
 

C.  Project Approach 
 
Describe the Proposer’s approach to satisfy the requirements of the Scope of Work, 
Section V.  This section will also describe the services the Proposer will provide the City. 
Explain how your organization ensures that personnel performing the services are 
qualified and proficient (personnel selection process).  Describe what sets your company 
apart from other staffing companies. Why and how is your Company qualified to handle 
the City as a client?  Provide a detailed description of your Company’s testing, screening, 
and interview process for candidates. Describe the process or policy regarding replacing a 
Temporary Staffing Employee who exhibits excessive absenteeism, tardiness, personality 
conflicts, or other employee relation issue. 
 
 
 
 

D. Cost 
 
Please provide the pay rate, percent markup, and the billable rate for the position 
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description provided.   
 

E. Federal Certification 
 

F. Exhibits 
 

To include materials intended to assist in evaluation of the firm but should not attempt to 
replace or supersede information included in letters A through C of the proposal format.   

 
Section VIII:  Evaluation  
 
City of Greenville staff will review all proposals submitted and select the top proposals. These 
top vendors may then be asked to provide additional information to the evaluation panel. The 
City may request Best and Final offers based upon improved understanding of the offers or 
changed scope of work. Based on the initial proposals, and Best and Final offers, if requested, 
staff will select the proposal which best fulfills the requirements and is the best value to the City. 
The City will negotiate with that vendor to determine final pricing, and contract form.  
 
Overall responsiveness to the Request for Proposals is an important factor in the evaluation 
process. The City of Greenville reserves the right to reject any and all proposals, to waive any 
informality, and to accept the proposal or any portion thereof that is deemed most advantageous 
to the City. 
 
Evaluation Criteria 
 
30% Qualifications of Firm 

 
30% Project Approach  

 
30% Cost 
 
10% Overall Presentation and Responsiveness 
 
 
 
 
 
 
 
 

EXHIBIT A 
Job Description 
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TRANIT INFORMATION OFFICER – (Public Works 
Administration) 

 
Reports to:  
Department: Public Works 
FLSA Status: Non-Exempt 
Class Code:  
Pay Grade:  
Approved:   
Last Revised: 4-6-2018 
 
BRIEF DESCRIPTION: 
The purpose of this position is to perform a variety of clerical, records, Information sharing 
and general office tasks. This is accomplished by answering the telephone and directing 
calls to proper person or department; receiving requests for service/complaints and 
providing route and ticketing information or making referral; Other duties include selling 
GREAT bus fare media and Greyhound bus tickets; processing and logging complimentary 
ADA applications for GREAT passenger riding on Pitt Area Transit vans, providing transit 
ID cards for qualified individuals, providing route information to transit customers; entering 
request/complaints into computer system and addressing it to the proper department 
.Monitoring the NextBus GPS system, and notifying the Transit Manager or Transit 
Supervisor of any discrepancies that are noticed. 
 

ESSENTIAL FUNCTIONS: 
Note:  This information is intended to be descriptive of the key responsibilities of the position.  The list of 
essential functions below does not identify all duties performed by any single incumbent in this position.  
Additionally, please be aware of the legend below when referring to the physical demands of each essential 
function. 
 

(S) Sedentary (L) Light (M) Medium  (H) Heavy  (V) Very Heavy 
Exerting up to 10 lbs. 

occasionally or negligible 
weights frequently; sitting 

most of the time. 

Exerting up to 20 lbs. 
occasionally; 10 lbs. 

frequently; or negligible 
amounts constantly; OR 

requires walking or standing 
to a significant degree. 

Exerting 20-50 lbs. 
occasionally; 10-25 lbs. 

frequently; or up to 10 lbs. 
constantly. 

Exerting 50-100 lbs. 
occasionally; 10-25 lbs. 
frequently; or up to 10-

20 lbs. constantly. 

Exerting over 100 lbs. 
occasionally; 50-100 lbs. 
frequently; or up to 20-50 

lbs. constantly. 

 

  #  Code  Essential Functions  % of Time 
1 S Customer Service 

 Answering telephones. 
 Receiving entering request/complaints into computers 

system and referring to correct department/employee. 
 Providing GREAT bus and Greyhound route times and 

schedules to customers  
 Processing and preparing transit ID cards. 
 Process GREAT Bus complementary ADA passenger 

60% 



Page 22 of 26   
  COG #1079097 
  
 

applications  
2 S Transit Division Fare Media Sales 

 Conducting sales of GREAT bus fare media to the public. 
 Assist passengers with the use of Transit ticket vending 

machine. 

25% 

3 L Greyhound Bus Lines 
 Accept and store packages, on behalf of Greyhound. 
 Process Greyhound bus ticket sales. 

15% 

 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 
 Knowledge of administrative and clerical procedures and systems such as word 

processing, managing files and records and other office procedures and terminology. 
 Knowledge of the structure and content of the English language including the meaning 

and spelling of words, rules of composition, and grammar. 
 Knowledge of principles and processes for providing customer related services. This 

includes customer needs assessment, meeting quality standards for services, and 
evaluation of customer satisfaction. 

 Knowledge of electronic equipment, and computer hardware and software.  
 Skill in communicating effectively in writing as appropriate for the needs of the 

audience. 
 Skill in giving full attention to what other people are saying, taking time to understand 

the points being made, asking questions as appropriate, and not interrupting at 
inappropriate times. 

 Skill in understanding written sentences and paragraphs in work related documents. 
 Skill in talking to others to convey information effectively. 
 Skill in managing one's own time and the time of others. 
 Skill in actively looking for ways to help people. 
 Skill in adjusting actions in relation to others' actions. 
 Ability to read and understand information and ideas presented in writing. 
 Ability to tell when something is wrong or is likely to go wrong. It does not involve 

solving the problem, only recognizing there is a problem. 

 Ability to communicate information and ideas in speaking so others will understand.
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JOB REQUIREMENTS: 
 

‐Description of Minimum Job Requirements‐ 

Formal Education Work requires knowledge of a specific vocational, administrative, or 
technical nature that may be obtained with six-months/one year of 
advanced study or training past the high school equivalency.  Community 
college, vocational, business, technical or correspondence schools are 
likely sources.  Appropriate certification may be awarded upon 
satisfactory completion of advanced study or training. 

Experience Under and including one year. 
Supervision Job has no responsibility for the direction or supervision of others. 
Human 
Collaboration Skills 

Work may require providing advice to GREAT bus and Greyhound 
customers on specific transit related problems.  Contacts may require the 
consideration of different points of view to reach agreement.  Elements 
of persuasion may be necessary to gain cooperation and acceptance of 
rider rules, policies and procedures. 

Freedom to Act Receives Direction: The employee normally performs the duty 
assignment after receiving general instructions as to methods, 
procedures, and desired end results. There is some opportunity for 
discretion when making selections among a few, easily identifiable 
choices.   

Technical Skills Basic: Work requires the use of standard technical skills appropriate to 
the work environment of the organization. 

Fiscal 
Responsibility 

This job title has no budgetary/fiscal responsibility. 

Reading Intermediate - Ability to read papers, emails, notes and memorandums.  
Math Intermediate - Ability to deal with system of real numbers; practical 

application of fractions, percentages, ratios/proportions and 
measurement. Ordinarily, such education is obtained in high school up to 
college. However, it may be obtained from experience and self-study. 

Writing Intermediate - Ability to write reports, prepare business letters, 
expositions, and summaries with proper format, punctuation, spelling, 
and grammar, using all parts of speech.  Ordinarily, such education is 
obtained in high school up to college. However, it may be obtained from 
experience and self-study. 

Certification &  
Other Requirements 

Valid Driver's License (Class C) 
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OVERALL PHYSICAL STRENGTH DEMANDS: 
 

-Physical strength for this position is indicated below with “X”- 
Sedentar
y 

  Light    Medium    Heavy X  Very Heavy    

Exerting up to 10 lbs. 
occasionally or negligible 

weights frequently; 
sitting most of the time. 

Exerting up to 20 lbs. 
occasionally, 10 lbs. 

frequently, or negligible 
amounts constantly OR 

requires walking or standing 
to a significant degree. 

Exerting 20-50 lbs. 
occasionally, 10-25 lbs. 
frequently, or up to 10 

lbs. constantly. 

Exerting 50-100 lbs. 
occasionally, 10-25 lbs. 

frequently, or up to 10-20 
lbs. constantly. 

Exerting over 100 lbs. 
occasionally, 50-100 lbs. 
frequently, or up to 20-50 

lbs. constantly. 

 

PHYSICAL DEMANDS:  

C 
Constantly 

2/3 or more of the time. 

F 
Frequently 

From 1/3 to 2/3 of the time. 

O 
Occasionally 
Up to 1/3 of the time. 

R 
Rarely 

Less than 1 hour per week. 

N 
Never 

Never occurs. 

-Physical Demand- -Frequency- -Brief Description- 

Standing O communicating with co-workers 
Sitting C desk work 
Walking R around work site, to other departments/offices/office 

equipment 
Lifting O files, supplies 
Carrying R equipment, files, supplies 
Pushing/Pulling R equipment, file drawers 
Reaching O for files, for supplies 
Handling C paperwork 
Fine Dexterity F calculator, computer keyboard, telephone pad 
Kneeling O filing in lower drawers, retrieving items from lower 

shelves/ground 
Crouching O filing in lower drawers, retrieving items from lower 

shelves/ground 
Crawling N  
Bending O filing in lower drawers, retrieving items from lower 

shelves/ground 
Twisting O from computer to telephone 
Climbing N ladders, step stool 
Balancing N  
Vision C computer screen, driving, observing work site, reading 
Hearing C communicating with co-workers and public and on telephone 
Talking C communicating with co-workers and public and on telephone 
Foot Controls N driving 
Other  
(specified if applicable) 

N  

Note:  This is intended as a description of the way the job is 
currently performed.  It does not address the potential for 

accommodation. 
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MACHINES, TOOLS, EQUIPMENT, SOFTWARE, AND HARDWARE: 
Telephone, fax machine, calculator, copier, vehicle 
 
ENVIRONMENTAL FACTORS: 
 

 

-Health and Safety Factors-  -Environmental Factors- 
Mechanical Hazards N  Respiratory Hazards N
Chemical Hazards N  Extreme Temperatures N
Electrical Hazards N  Noise and Vibration D 
Fire Hazards C  Wetness/Humidity N 
Explosives N  Physical Hazards N 
Communicable Diseases R    
Physical Danger or Abuse R    
Other (see 1 below)  N    
(1) N/A 
 
PROTECTIVE EQUIPMENT REQUIRED:  
Gloves 
 

NON-PHYSICAL DEMANDS: 
 

F 
Frequently 

From 1/3 to 2/3 of the time 

O 
Occasionally 
Up to 1/3 of the time 

R 
Rarely 

Less than 1 hour per week 

N 
Never 

Never occurs 
 

‐Description of Non‐Physical Demands‐ 
-Frequency- 

Time Pressure O 
Emergency Situation R 
Frequent Change of Tasks O 
Irregular Work Schedule/Overtime R 
Performing Multiple Tasks Simultaneously  F 
Working Closely with Others as Part of a Team F 
Tedious or Exacting Work O 
Noisy/Distracting Environment O 
Other (see 2 below) N 
(2) N/A 
 

PRIMARY WORK LOCATION: 
 

Office Environment  X      Vehicle    
Warehouse       Outdoors    
Shop        Other (see 3 below)    
Recreation/Neighborhood Center    

C 
Continuously 

F 
Frequently 

O 
Occasionally 

R 
Rarely 

N 
Never 

 D 
Daily 

W 
Several 

Times Per 
Week 

M 
Several 

Times Per 
Month 

S 
Seasonally 

N 
Never 


