
INVITATION FOR RESPONSES 
Upgrade and Expansion of Facial Recognition System 

For the Massachusetts Sheriffs' Association 

Purchasing Office: The Essex County Sheriff's Department 

20 Manning Road, P.O. Box 807 
Middleton, MA 01949 

Address: 

Procurement Contact: Dennis F. Daly 
Assistant Fiscal Director 

 ext. 3649 
FAX: (978)  

Procurement Category: Upgrade and Expansion of Facial Recognition 
System 

1. Instructions for Submissions of Response: 

Responses shall be in the form of a bid and shall be submitted in a sealed envelope and 
marked "Bid for Upgrade and Expansion of Facial Recognition System." To be 
considered a valid bid, one (1) original and two (2) duplicates must be received at the 
following address no later than 2:00 p.m. on Thursday January 6, 2010. 

Bid for Upgrade and Expansion of Facial Recognition System 
Dennis F. Daly 

Assistant Fiscal Director 
20 Manning A venue 

Middleton, MA 0 1949 

1.1 Response must include the following completed state document attachments: 

a. Standard Contract Form- 1 original - 1 duplicates 
b. Commonwealth Terms and Conditions Form- 1 original - 1 duplicates 
c. Certificate of Non-Collusion 

1.2 The Essex County Sheriffs Department on behalf of the Massachusetts Sheriffs' 
Association reserves the right to reject any and all bids, or to waive any 
informalities in the bidding, if deemed in the Sheriffs Department's best 
interests. The Department will not pay for any information herein requested, nor 
will the Department be responsible for any cost incurred by the Bidder. 

Upon submission, all bids shall become the property of the Essex County 
Sheriffs Department. 



1.3 A bidder may correct, modify, or withdraw a bid by a sealed written notice clearly 
marked as a correction, modification, or withdrawal and received in the Office of 
the Purchasing Agent of the Essex County Sheriffs Department. 

1.4 The bid will be awarded to the responsible and responsive bidder having the 
lowest Bid Total. 

1.5 Each bid must be accompanied by a certified check, cashier's check, or a bid bond 
in the amount of five percent (5%) of the total amount of all items bid on (the Bid 
Total). 

1.6 All bidders must sign both the attestation clause regarding Massachusetts State 
tax returns and certificate of non~collusion. All bidders must also sign Bid Form 
and by doing so thereby agree with the conditions, requirements, terms, and 
specifications of this bid. The Bidder, by his signature, also agrees to deliver the 
bid item(s) ina timely fashion. 

1.7 At the time and place fixed for the opening of bids, the Sheriffs Department will 
cause to be opened and publicly read aloud every bid received within the time set 
for receiving bids, irrespective of any irregularities therein. Bidders and other 
persons properly interested may be present in person or by representative. 

1.8 This bid is solicited and will be awarded pursuant to the rules set forth in the 
Massachusetts General Laws and the policies of the Massachusetts Sheriff 
Departments. 

1.9 The bid form must be completely filled out with all unit prices (if any) multiplied 
by the estimated quantities to provide estimated amounts. The estimated amounts 
must then be added up to provide a bid total amount. The bid total will be used as 
the basis of the bid comparison. 

2. Succession of Events: 

2.1 Deadline For Response 

Deadline Date: 
Deadline Time: 

2.2 Mandatory Site Visit 

January 6, 2010 
2:00p.m. 

Date: 
Time: 

December 17, 2009 
10:30 AM 

2.3 Award Notification 

2 



Date: by January 18, 2010 

2.3 Finalize Contract 

Date: by January 29, 2010 

3. Force Majeure 

Neither party shall be liable to the other or be deemed to be in breach under the 
agreement for any failure to perform, including without limitation a delay in 
rendering performance, due to causes beyond its reasonable control, such as an 
order, injunction, judgment, or determination of any Court of the United States or 
of the Commonwealth of Massachusetts, an Act of God, war, civil disobedience, 
extraordinary weather conditions, labor disputes, or a shortage or fluctuation in 
electric power, heat, light or air conditioning. Dates or times of performance will 
be extended automatically to the extent of such delays provided that the party 
whose performance is affected notifies the other promptly of the existence and 
nature of such delay. 

Failure to comply with the above conditions and 
requirements or any attached specifications will be 
justification to reject any bid as incomplete. 
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Bid Form 
For the Upgrade and Expansion of the Facial Recognition System 

*Note: The estimated numbers of licenses are stated for the purposes of bid comparison only. The Sheriff's 
Department Essex will determine the actual number based on need and available funds. The Sheriff's 
Department reserves the right to schedule the training hours as seems appropriate. Support & Service shall 
be two years for the expansion and upgrade of this contract only. Alternate Bids will be entertained if the 
Bid Total for the alternate bid is the lowest price. Bidders submitting an alternate bid must use the G line 
marked "Alternate Bid" to provide an alternative to the existing system presently located at the Sheriffs 
Department Essex. The price should be a lump sum with a detailed breakdown attached to the Bid Form. 
The alternative system must equal or better than the existing system. The alternate bid portion should not 
include support & service. The Sheriff's Department Essex will be the sole judge of the equal or better 
standard in reviewing an alternative system. 

1. Year One 

A. Image Query License Fees 

B. Investigative Browser License Fees 

C. MIS Licenses 

C. Training 

D. Support & Service 

____ x 1 
Unit price Est. # 

____ x 1 
Unit price Est. # 

___ x 2-
Unit price Est. # 

___ x .12 
Unit price Hours 

E. Integration and Conversion of Existing Records 

F. Other 

G. Alternate Bid 

Total Year One (A+B+C+D+E+F+G) 

2. Year Two 

A. Support & Service 

B. Other 

Total Year Two (A+B) 

Bid Total (Total Year One Plus Total Year Two) 



Bid Form Signature Page 

Date Authorized Signature 

Name of Company 



Specifications 
Upgrade and Expansion of Facial Recognition System 

1. The contractor shall expand the current facial recognition system used at the 
Essex County Sheriffs Department into the correctional facilities of the 
Berkshire County (Pittsfield, MA) and Barnstable County (Bourne MA) 
Sheriffs Offices and at a select number of police departments in both 
counties. 

2. The Contractor shall analyze the complete inventory of the existing pictorial 
booking images contained in the central data bases of the Berkshire County 
Sheriffs Office Gail and house of correction) and the Barnstable County 
Sheriffs Office Gail and house of correction) and he shall convert these 
images for enrollment into the Facial Recognition Technology systems that 
will operate at these facilities. 

3. The contractor shall design, develop, and install investigative workstations 
that will tie into the installed facial recognition technology systems and data 
bases at the correctional facilities of Berkshire County and Barnstable County 
Sheriffs Offices. Stored facial images must be easily retrievable. 

4. The contractor shall design, develop, and install investigative workstations at 
a number of police departments across Berkshire and Barnstable Counties in 
order to compare outside sourced still and video surveillance facial images 
against stored system database images to determine an individual's identity. 

5. The contractor must provide training, including the development and writing 
of a standard user manual for user staff at the correctional facilities and police 
stations. 

6. The contractor's end result will be an operational MSA Law Enforcement 
Information Sharing Network among three counties in the Commonwealth of 
Massachusetts. 

7. The contractor must provide support and maintenance on an as needed basis. 
8. The contractor must provide a detail assessment of the technical requirements 

and details needed for the further future expansion into the remaining eleven 
Massachusetts counties. 

9. The contractor must increase the total license count on the current system 
from 200K to 300K. 

10. There will be a mandatory site visit to view the current system at the Essex 
County Sheriffs Department for all bidders. The booking system used by 
Essex is SIRS. 

11. There will be site visits by appointment to the Berkshire and Barnstable 
facilities. The booking system used by Barnstable is SIRS. The booking 
system used by Berkshire is IMA T. 

12. The number of Barnstable intakes for FY08 was 2,789. The number of intakes 
for Berkshire for FY08 was 1,670. 



13. The Sheriffs Association will accept alternate bids, which replace the entire 
existing system at Essex and includes the needed services to Berkshire and 
Barnstable. Any alternate system must be equal to or better than the existing 
system and the specified upgrade and expansion. It will only be considered if 
it is the lowest Bid Total. 



Legal Notice 

Commonwealth of Massachusetts 
Sheriff's Department Essex on behalf of the Massachusetts Sheriffs 

Association 

Sealed Invitations for Response (IFR) in the form of bids will be 
received at the Essex County Correctional Facility and Sheriff's 
Headquarters, 20 Manning Avenue, P.O. Box 807, Middleton, MA for 
an Upgrade and Expansion of Existing Facial Recognition System. 
To be considered, bids must be received prior to 2:00 PM, Thursday, 
December 17, 2009. Envelopes containing bids must be clearly 
marked on the outside, BID FOR Upgrade and Expansion of Facial 
Recognition System. Bids received after the hour named will not be 
considered. 

Details of contract requirements, conditions, and specifications 
may be viewed and obtained at the Office of the Purchasing Agent, 
Essex County Correctional Facility and Sheriff's Headquarters, 20 
Manning Avenue, Middleton, MA, 01949. Bid awards are made by the 
Purchasing Agent and are subject to approval by the Sheriff. 

The Essex County Sheriff's Department, acting as agent for the 
Massachusetts Sheriff's Association, reserves the right to reject any 
or all bids; or to waive any informalities in the bidding, if deemed in 
the Massachusetts Sheriff's Association's best interest. 

Tuesday, November 17, 2009 

Dennis F. Daly 
Assistant Fiscal Director 



.20MMONWEAL TH OF MASSACHUSETTS - STANDARD CONTRACT FORM 

This form, to be used for New Contracts and Contract Amendments/Renewals, is jointly issued and published by the Executive Offlce for Administration and Finance 
(ANF), the Office of the Comptroller (CTR) and the Operational SeNices Division (OSD) for use by all Commonwealth Departments. Any changes to the official printed 
language of this form shall be void. Additional non-conflicting terms may be added by Attachment. Contractors should only complete sections marked with a 
"+". For Instructions and hyperlinks (italics), please view this form at: www.mass.gov/osc under Guidance For Vendors-Forms or at www.mass.gov/osd under OSO Forms. 

-+ Contractor Legal Name (and d/b/a): Deparlment MMARS Alg_ha Code and Name: 

-+Legal Address (from W-9): Business Mailing Address: 

-+Pay_ment Remittance Address (from W-9): Billing Address (if different): 

-+Contract Manaaer. Contract Manaaer. 

-+ E-Mail Address: • Phone: E-Mail Address: j Phone: 

• Fax: f+ TTY: Fax: I TTY: 

-+State oflncorporation (if a corporation) or 'N/A": MMARS Doc ID(s): 

• Vendor Code: RFR!Procurement or Other ID Number (if applicable): 

MMARS Obiecl Code: Account(s) Funding Contract 

-- NEW CONTRACT -- CONTRACT AMENDMENT/RENEWAL 
COMPENSATION (Check only one): 

_ Total Maximum Obligation of this Contract$ ENTER CURRENT CONTRACT START and END DATES (prior to amendment) 

Rate Contract (Attach details of rate(s) units and any calculations): Current Start Date: . Current End Date: 

The following COMMONWEALTH TERMS AND CONDITIONS for this Contract COMPENSATION: (Check Either, 'No Compensation Change"; 'Maximum Obligation" or "Rate 
change·. ATTACH Amended Scope and Budget to support Amendment.) has been executed and filed with CTR (Check only one): 

_ Commonwealth Terms And Conditions _ NO Compensation Change (Skip to 'OTHER" section below and select change) 

_ Commonwealth Terms And Conditisns For Human And Social Services _ Redistribute Budget Line Items (No Maximum Obligation Change) 

PROCUREMENT OR EXCEPTION TYPE (Check one option only): 
_ Maximum Obligation Change. 

a) Current Total Contract Maximum Obligation: $ 
_ Single Department Procurement/Single Department User Contract (Total Contract Maximum Obligation, including all prior amendments). 
_ Single Department Procurement/Multiple Department User Contract b) Amendment Amount("+" or "·'1: $ 
_ Multiple Department Procurement/Limited Department User Contract c) NEW TOTAL CONTRACT MAXIMUM OBLIGATION: $ 
_ Statewide Contract (OSD or an OSD-designated Department) _ Rate Changes to Rate Contract 
_ Grant (as defined by 815 CMR 2.00) 
_ Emergency Contract (attach justification) OTHER: (Check option, explain under "Brief Description' below, and attach documentation.) 
_ Contract Employee (Complete Employment Status Form) _Amend Duration Only (No Compensation or Performance Change) 
_ Collective Purchase (attach OSD approval) _ Amend Scope of Services/Performance Only (no budget impact) 
_ Legislative/Legal Exemption (attach authorizing language) _Interim Contract (Temporary Extension to complete new Procurement) 
_ Other (Specify and attach documentation): _ Other: (Describe Details and Attach documentation): 

ANTICIPATED START DATE: • (Enter the Date Contract ANTICIPATED START DATE: • (Enter the Date Amendment 
Obligations may begin. Review Certification for Effective Date Below prior to entry.) Obligations may begin. Review Certification for Effective Date Below prior to entry.) 

CONTRACT END DATE: NEW CONTRACT END DATE: 

+PROMPT PAYMENT DISCOUNTS. Contractor has agreed to the following Prompt Pay Discounts for the listed Payment Issue Dates. See Prompt Pay_ment Discount Policy: 
_ % Within 10 Days _ % Within 15 Days_ % Within 20 Days _ % Within 30 Days OR, Check off the following if: 
_ Contractor either claims hardship, or chooses not to provide PPD, or compensation is not subject to prompt pay discounts (grants, non-commodity or non-service compensation) 

BRIEF DESCRIPTION OF CONTRACT PERFORMANCE OR REASON FOR AMENDMENT (Reference to attachments is insufficient): 

CERTIFICATIONS: Notwithstanding verbal or other representations by the parties, or an earlier Start date listed above, the "Effective Date" of this Contract or Amendment shall 
be the latest date this Contract or Amendment has been executed by an authorized signatory of the Contractor, the Department, a later Contract or Amendment Start Date 
specified above, or the date of any required approvals. By executing this Contract/Amendment, the Contractor makes, under the pains and penalties of pe~ury, all certifications 
required under the attached Contractor Cerlifications, and has provided all required documentation noted with a"•", or shall provide any required documentation upon request. and 
the Contractor agrees that all terms governing performance of this Contract and doing business in Massachusetts are attached or incorporated by reference herein, including the terms 
of the applicable Commonwealth Terms and Conditions available at www.mass.gov/osc under Guidance For Vendors - Forms or at www.mass.gov/osd under OSD Forms, the terms 
of the attached Instructions, the Request for Response (RFR), solicitation (if applicable) or other authorization, the Contractor's response to the RFR or solicitation (if applicable), and 
any addltional negotiated performance or budget provisions. The terms of this Contract shall survive its termination for the purpose of resolving any claim, dispute or other Contract 
action, or for effectuating any negotiated representations and warranties. THE PARTIES HEREBY ALSO CERTIFY THAT (Check one option only): 
1. _ the Contractor has NOT incurred .any obligations triggering a payment obligation for dates ll£iQ[ to the Effective Date of this Contract or Amendment; OR 
2. _ any obligations incurred by the Contractor IHfQ[ to the Effective Date of this Contract or Amendment (for which a payment obligation has been triggered) are intended to be 

part of this Contract/Amendment and shall be considered a final Settlement and Release of these obligations which are incorporated herein, and upon payment of these 
obligations, the Contractor forever releases the Commonwealth from any further claims related to these obligations. 

AUTHORIZING SIGNATURE FOR THE CONTRACTOR: AUTHORIZING SIGNATURE FOR THE DEPARTMENT: 

+X: . Date: X: . Date: 
(Signature and Date Must Be Handwritten At Time of Signature) (Signature and Date Must Be Handwritten At Time of Signature) 

+ Print Name: Print Name: 
+ Print Title: Print Title: 

(Issued 6/8/2007) Page 1 of 1. 



COMMONWEALTH OF MASSACHUSETTS - STANDARD CONTRACT FORM 

INSTRUCTIONS 

The following instructions to the Standard Contract Form are provided to assist both Contractors and Commonwealth Departments with the interpretation 
and completion of the Standard Contract Form, These Instructions, including policies, procedures and legal references, are incorporated by reference into 
the Standard Contract Form. The Standard Contract Form is the boilerplate contract used by the Commonwealth for commodity and service Contracts, 
Grants and any other agreements for which another standard boilerplate is not already prescribed by statute, regulation or policy. 

The Standard Contract Form is not a stand alone contract document but is used as the key document that incorporates the various documents that make 
up a Commonwealth Contract, which include in the hierarchy of precedence: (1) the applicable Commonwealth Terms and Conditions or the Commonwealth 
Terms and Conditions for Human and Social Services (T&C) (2) this Standard Contract Form, (3) a Request for Response (RFR), other procurement 
solicitation document, or procurement exception supporting documentation, (4) the Contractor's response to the RFR or other solicitation, or scope of 
performance and budget for procurement exceptions, and (5) any other non-conflicting negotiated terms and conditions and attachments. Departments may 
not sign Vendor Contracts but may attach copies of the Contracts, with appropriate redaction of conflicting terms. A Contractor may not condition execution 
of the Standard Contract Form or the applicable T&C on the Department's signing the Contractor's contract or other contractual form, invoice, or other 
documents with additional or conflicting contractual terms. Any of these attached terms or documents shall be superseded by the documents in the order of 
precedence listed above. 

Ne>te: Any changes to the official printed language of this form shall be void. This form is designed to have data electronically added, rather than 
manually completed and table boxes will expand to accommodate text that is required to be added. Departments and Contractors may not alter 
the format or add fields to the form. The Department and a Contractor may negotiate by attachment, any additional language which clarifies their 
understanding of, but does not change, the language of the applicable Commonwealth Terms and Conditions and this Standard Contract Form. 
Clarifications may fill in the gaps and 'spell-out' the understanding of the Department and the Contractor regarding their respective contract responsibilities. 
Clarifications may not be used to have the effect of negating, modifying, or replacing language in the applicable Commonwealth Terms and Conditions or 
this Standard Contract Form. For example, the following are acceptable additional terms: prior written notice periods, types of reports and timing of 
submission, details of delivery or acceptance of performance, records storage requirements, identifying what items are considered 'deliverables' and what 
items are 'contractor materials' that are already copyrighted or owned prior to the Contract, and are being used to complete performance. Ownership can not 
be conveyed after performance if the Commonwealth has paid for development of a deliverable with just compensation. 

Contract Should be Sent and Reviewed Electronically. The Standard Contract Form is designed to be used electronically and should be reviewed by 
Contractors online to ensure access to hyperlinked references. Departments completing the Standard Contract Form for execution should enter the 
information electronically and send the form electronically to the Contractor to ensure timely completion and execution. 

Links to policies, procedures and legal references. Text that appears italicized and underlined in the Standard Contract Form indicates a 'hyperlink" 
that will link you to an Internet or bookmarked site for the particular reference being cited. Pressing the "Alt" and 'F9' keys while in the Microsoft® Word 
version of this document will display the full text of hyperlinks which can be copied and pasted or typed into your Internet browser address field if you can not 
connect directly to the Internet by clicking on a hyperlink. Hyperlinks to legal requirements such as statutes and regulations are links to unofficial versions of 
these documents. While reasonable efforts have been made to assure the accuracy of the data provided, Departments and Contractors should consult with 
their legal counsel to ensure compliance with all legal requirements. Using the Web Toolbar will make navigation between the form and the hyperlinks 
easier. Please note that not all applicable laws have been cited in this document. Instructions and hyperlinks may be added or changed without 
notice, so please periodically check this document at: www.mass.gov/osc under Guidance For Vendors - Forms or at www.mass.gov/osd under OSD 
Forms for updates. 

A Department is NOT responsible for providing a paper copy of the Standard Contract Form Instructions to Bidders or Contractors. The Standard 
Contract Form Instructions are incorporated by reference into the Standard Contract Form and do not have to be filed with the completed Contract 
documents. Departments and Contractors are responsible for reviewing the Standard Contract Form electronically online including the 
Instructions and hyperlinks. 

Contractor Name {and d/b/a): Enter the full legal name of the Contractor's business as it appears on the Contractor's W-9 Form and the applicable 
Commonwealth Terms and Conditions. If Contractor also has a "doing business as' (d/b/a) name, both the legal name and the "d/b/a' name must appear in 
this section. Changes to the Contractor's Legal Name without a maior structural change (such as a merger or consolidation) will require an updated W-9 and 
Commonwealth Terms and Conditions signed by an Authorized Signatory of the Contractor and filed with CTR. The Department should update the Contract 
and attachments either at the time of the name change, or when the Contract is next amended. The Department is required to make the necessary changes 
using a VCM for the VCUST table to update the Contractor's Vendor Code. 
Contractor Legal Address: Enter the Legal Address of the Contractor which matches the W-9 filed for this Contractor where all tax reporting forms will be 
sent. This address must match the legal address the Contractor has on file with the Internal Revenue Service (IRS) and the Department of Revenue (DOR) 
and must match the 1099 information for the Vendor Code listed for this Contract. Updates to the Legal Address without a maior structural change to the 
Contractor (such as a buyout, merger, or other change) requires an updated W-9 from an Authorized Signatory of the Contractor, but does not require other 
contract document changes. The Department is required to make the necessary changes using a VCM for the VCUST table to update the Master and Legal 
Addresses for the Contractor's Vendor Code. 
Contractor Payment Remittance Address: Also enter the "Remittance Address' if payments are to be mailed to a separate mailing address, which much 
match the remittance address on the W-9 submitted by the Contractor. Unless otherwise specified in the Contract, legal notice sent or received by the 
Contractor's Contract Manager (with confirmation of actual receipt) through the listed address, fax number(s) or electronic mail address will meet any 
requirements for written notice under the Contract. Updates to the Remittance Addresses require an updated W-9 from an Authorized Signatory of the 
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COMMONWEALTH OF MASSACHUSETTS - STANDARD CONTRACT FORM 

Contractor, but do not require other contract document changes. The Department is required to make the necessary changes using a VCM for the 
VCUST table to update the Master and Legal Addresses for the Contractor's Vendor Code. 
• Contractor Major Structural Change. The Contractor is required to provide the Department with a minimum of 45 days written advance notice of any 

planned or potential structural change (merger, buyout, acquisition, consolidation). Contract performance may not be automatically assigned to the new 
entity (since the underlying procurement may be affected) and the Contractor may be required to negotiate continued performance and execute a 
Contractor Change in Identity Form in lieu of a Standard Contract Form. See the Amendments, Suspensions, and Termination Policy for additional 
information. 

Contractor Contract Manager: Identify the authorized Contract Manager who will be responsible for managing the Contract. The Contract Manager should 
be an Authorized Signatory or, at a minimum, a person designated by the Contractor to represent the Contractor, receive legal notices and negotiate ongoing 
contract issues. The Contract Manager is considered "Key Personnel' and may not be changed without the prior approval of the Department. Notice of a 
change of Contract Manager may be sent in writing by letter, e-mail, or fax to the Department Contract Manager and does not require a formal Amendment. 
If the Contract is listed on Comm-PASS, the Contract Manager should be listed in the Vendor Section. 

Contractor Phonelfax/TTY1E-Mail Address: Identify the phone, fax and TTY/TTD number(s) and electronic mail (e-mail) address of the Contract Manager. 
The Contractor is required to ensure that this information is kept current to ensure that the Department can contact the Contractor and provide any notice 
under the Contract. Unless otherwise specified in the Contract, legal notice sent or received by the Contract Manager (with confirmation of actual receipt) 
through the listed address, fax number(s) or electronic mail address will meet any requirements for written notice under the Contract. Notice of a Change of 
this information may be sent in writing, by e-mail or fax to the Department Contract Manager and does not require a formal Amendment. If the Contract is 
listed on Comm-PASS, the Contract Manager Information should be listed in the Vendor Section. 

State of Incorporation: If Contractor is a corporation, enter the state in which the Contractor is incorporated. If the Contractor is not a corporation enter 
"NIA": 

Contractor Vendor Code: Enter the state accounting system Vendor Code (also known as the Vendor Customer Number) assigned by the Commonwealth. 
If a Vendor Code has not been assigned, leave this space blank and the Department will complete this section when a Vendor Code has been assigned. 
The Department must ensure that the Contractor's Vendor Code matches the Vendor Code created on the state accounting system MMARS VCUST table. If 
the Contractor has a Vendor Code with multiple payment remittance addresses (see the MMARS VEND file), the Department must verify the correct Vendor 
Code with the Contractor to ensure timely and properly directed payments. See Vendor/Customer Policy. The Contractor's failure to verify the correct 
Vendor Code will waive the Department's liability for late payment interest for payments sent to the incorrect remittance address. A change in Vendor Code 
is usually considered a significant Contract Amendment (unless the change involves no major structural change and the underlying procurement is not 
affected). Changes in Vendor Codes which result in change of Contractors are restricted (see maior structural change). 

MMARS Object Code: MMARS is the Massachusetts Management and Accounting Reporting System. This field is entered by the Department and should 
identify the MMARS Object Code(s) from the Expenditure Classification Handbook that represent the type of expenditures for this Contract, and is used to 
match with the MMARS encumbrance transaction. The object code may be changed by the Department without a formal amendment. 

Department MMARS Alpha Code and Name: Enter the MMARS Department Alpha code assigned to this Department and the full legal Department name, 
which must be a Department recognized in the MMARS state accounting system with a three (3) letter MMARS Code. A Division within a recognized 
MMARS Department may not sign contracts or make other obligations, but must have contracts and other obligations signed under the Department 
recognized in MMARS. 

Department Contract Manager: Identify the authorized Contract Manager who will be responsible for managing the Contract. The Contract Manager should 
be an authorized signatory or, at a minimum, an employee designated by the Department to represent the Department to receive legal notices and negotiate 
ongoing contract issues. Notice of a proposed change of a Contract Manager may be sent in writing by letter, e-mail or fax to the Contractor's Contract 
Manager (with confirmation of actual receipt) and does not require a formal Amendment. 

Department Business Mailing Address: Enter the address where all formal correspondence to the Department must be sent. Unless otherwise specified 
in the Contract, legal notice sent or received by the Department's Contract Manager (with confirmation of actual receipt) through the listed address, fax 
number(s) or electronic mail address for the Contract Manager will meet any requirements for written notice under the Contract. 

Department Billing Address:. Enter the Billing Address if invoices must be sent to a different location. Billing or confirmation of delivery of performance 
issues should be resolved through the listed Contract Managers. 

Department Phone/Fax/TTY/E-Mail Address: Identify the phone, fax and TTYITTD number(s) and electronic mail (e-mail) address for the Contract 
Manager. Unless otherwise specified in the Contract, legal notice sent or received by the Contract Manager (with confirmation of actual receipt) through the 
listed address, fax number(s) or electronic mail address will meet any requirements for written notice under the Contract. 

MMARS Document ID: Enter the state accounting system (MMARS) encumbrance transaction number associated with this Contract. The same MMARS 
Document ID should be used as a reference number on all transactions, documentation or other correspondence related to the Contract for audit, Quality 
Assurance and Records Management purposes. This information can be entered after the Contract is executed. If more than one ID has been used for this 
Contract or Amendment, identify all that apply. This information must be completed for all contracts and amendments. For Statewide Contracts, OSD 
may enter the Comm-PASS ID in addition to the MMARS doc id. 

Request for Response (RFRI/Procurement Reference number or other Contract Identifier. Enter the reference number of the RFR or other 
Procurement Number for this Contract or Amendment (even if you are using an RFR that was issued by another Department). If the RFR was posted on 
Comm-PASS, use RFR Reference Number as posted. If an RFR was not used, enter Contract No. or other reference number. If none, indicate "N/A '. This 
information is necessary for Audit, Quality Assurance and Records Management purposes. 

Accounttsl Funding Contract: Enter the account(s) funding the Contract. This information can be entered after the Contract is executed. If more than one 
ID has been used for this Contract or Amendment, identify all that apply. This information must be completed for all contracts and amendments. 
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COMMONWEALTH OF MASSACHUSETTS - STANDARD CONTRACT FORM 

Funding accounts may change during the life of Contract. Please note that accounts with earmark language that provide a procurement exception may 
not be replaced in whole or in part with a different funding account (that does not have earmarked or procurement exception language) unless a 
procurement process or exception is supported under the new funding account. Earmark or procurement exception authorization in one account is not 
transferable to another funding source. 

CONTRACT TYPE: The Department must select one of two options to indicate whether this is a "NEW CONTRACT' or a 'CONTRACT 
AMENDMENT/RENEWAL' and complete the "Left' side only for New Contracts, and the "Right' side only for Contract Amendments/Renewals. 

FOR NEW CONTRACTS (left side): 

COMPENSATION: Identify if the Contract has a Maximum Obligation or is a Rate Contract: 
• Maximum Obligation. A maximum obligation is used for either unit-based or project-based compensation when performance (commodity, service, 

grant, etc.) is predictable and measurable and a maximum amount of funds will be set aside for the Contract. 
o The amount entered in this space must be fully encumbered by the Department for the duration of the Contract (including 'out years' for multi-year 

contracts) according to the Effective Date, and any settled obligations that are included. 
o Any fiscal year in which Contract Terms will still be effective, but no compensation will be paid, must also be reflected in MMARS to ensure that 

the total duration of the Contract is included. 
o The attached budget or cost information must match the Contract Maximum Obligation (or as amended) and the MMARS transaction. 

• Rate Contract A Rate Contract is used when the rate per unit of performance (e.g., commodity or service) is known but the number of units that will 
be needed during the Contract period is unknown or may vary based upon need or usage. Rate Contracts are also used when there are multiple 
Contractors available to provide performance and it is unknown which Contractors will be selected at any given time to provide performance. If the 
Rate Contract is signed solely with one Contractor, the Department must encumber sufficient funds on behalf the Contractor to support the anticipated 
use of the Contract. If the Rate Contract is signed with multiple Contractors that may or may not provide performance during the Contract period, the 
Department must encumber sufficient funds to support the anticipated use of the Contract. The encumbrances may be "vendor specific' with one 
encumbrance per Contractor, or may be done through a Departmental Master Agreement (MA) or a CT with Event Type 51 ('open order") if not tied to a 
Departmental MA (where funds are not encumbered on behalf of any single Contractor). Attach rates and types of unit (per hour, day, week, item, etc.) 
including any supporting documentation for rates. If rates are to be negotiated, attach a description of the process, index or schedule that will be used 
to negotiate the rates. Rate Contracts with negotiated rates should identify a range of rates or a cap in rates and may not be used for open-ended 
arrangements but are appropriate for lists of pre-qualified contractors and certain Statewide Contracts for which rates are negotiated on a per project, 
program, task or work order basis depending upon the performance required. 

Commonwealth Terms and Conditions That Apply To This Contract: Check either "Commonwealth Terms and Conditions' or "Commonwealth Terms 
and Conditions for Human and Social Services', whichever is applicable to the Contract performance. (See Expenditure Classification Handbook for 
assistance in determining applicable Commonwealth Terms and Conditions). The applicable "T&C' is signed only once by the Contractor and filed by the 
initial contracting Department with the Office of the Comptroller (CTR) and is recorded on the VCUST table on the 'Business Type' screen. The signed and 
filed Commonwealth Terms and Conditions will be incorporated by reference and apply to any contract, Grant or other agreement entered into by the 
Contractor and any Commonwealth Department. Therefore, Contractors do not have to re-sign the applicable T&C for subsequent procurements or 
contracts, unless the Contractor has a legal name change, or a maior structural change. 

Departments are required to verify that the T&C is executed by an Authorized Signatory of the Contractor. The applicable T&C must be on file at CTR 
PRIOR to submitting this Contract for encumbrance processing at either CTR or OSD, or if the Department has transaction delegation, prior to processing the 
encumbrance in MMARS. A Department must check the MMARS VCUST under the 'Business Type' tab to determine if the Contractor has already signed 
the applicable Commonwealth Terms and Conditions and should not request additional copies if already filed. Contractors may submit photocopies of a 
previously signed T&C if so requested. Additional original T&Cs should not be retained by a Department, but must be sent to the Office of the Comptroller 
Payee Unit to be maintained on file to ensure that CTR and the VCUST table reflect the most recent documents. 

If the Contractor does not have the applicable Commonwealth Terms and Conditions on file and recorded on the MMARS VCUST table, the Department 
must complete a VCM on MMARS and then mail the completed Commonwealth Terms and Conditions to CTR's Payee Unit. Changes to the Contractor's 
identity during the period of the Contract require an updated W-9 and execution of another Commonwealth Terms and Conditions reflecting the new 
information. See Guidelines for Material Changes in Contractor Identity under Amendments. Suspensions. and Termination Policy. For more information on 
Vendor Code requirements see Vendor File Policy. 

Procurement or Exception Type: Check the appropriate type of procurement or exception for this Contract. Only one option can be selected. 
• Commodity or Service Contracts. If the Contract is for the procurement of commodities or services, the Department must indicate if the Contract 

was procured as a 'Single Department Procurement/Single Department User Contract'; "Single Department Procurement/Multiple Department User 
Contract', "Multiple Department Procurement/Limited Department User Contract'; or a 'Statewide Contract (Only for use by OSD or an OSD­
designated Department)'. See Commodities and Services Policy and Use of a Procurement by a Single or Multiple Departments for more information 
and documentation requirements for these options. 

• Grants. If the Contract is being used for the award of a Grant, the Department must check 'Grant'. Grants are governed by 815 CMR 2. 00 and State 
Grants and Federal Subqrants Policy. See "Required Standard Contract Form Contents" below for additional information. 

• Competitive Procurement Exception. If the Contract did not result from a competitive procurement, the Department must check off the appropriate 
exception: 'Emergency Contract'; "Contract Employee'; "Collective Purchase approved by OSD'; a 'Legislative/Legal Exemption' or 'Other' (and 
specify procurement exception). Documentation proving the exception and a justification memorandum identifying how the Contractor was selected 
and why the selection represents best value, must also be attached. See 'Required Standard Contract Form Contents' below for additional 
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information. Please note that the 'Interim Contract" competitive procurement exception is only available for Contract Amendments/Renewals (right 
side ofform; see below). 

Anticipated Start and End Dates: See Effective Date, Anticipated Start Date and End Date below. 

FOR CONTRACT AMENDMENT/RENEWAL (right side): 
There are no automatic Contract Renewals and both parties must execute an Amendment for a Contract Renewal. Any 'material' change in the Contract 
terms must also be memorialized in an Amendment even if the Maximum Obligation or a corresponding MMARS transaction is not needed to support the 
change. "Material' changes are any significant change to the performance obligations of a Contractor or the performance expectations of the Department 
(such as any change in duration or maximum obligation). Minor adjustments to the scope and budget that do not materially impact the maximum obligation 
or performance responsibilities of the Contractor, or do not materially change the performance expectations of the Department do not require a formal 
Amendment, but it is presumed that the terms of performance (scope) and costs (budget) will be updated as part of the Contract file, unless already identified 
under the Contract. See Amendments, Suspensions, and Termination Policy for further guidelines on Amendments and Options to Renew. 

The parties may negotiate a change in any element of contract performance or cost identified in the RFR or the Contractor's response which results in lower 
costs, or a more cost-effective or better value performance than was presented in the original selected response. Provided the negotiation results in a better 
value within the scope of the RFR than what was proposed by the Contractor in the original selected response, ii is negotiable. 

CURRENT CONTRACT ST ART AND END DATES: Enter the "Current Start Dale" and the Current End Dale" for the Contract prior to the Amendment. This 
information is necessary to validate the MMARS transaction that is being changed and to ensure that the dates of performance are accurate for the entire 
duration of the Contract. This information can be obtained from the original contract form, or if previously amended from the Amendment Form. 

COMPENSATION: Check either. 'No Compensation Change"; 'Redistribute Budget Line Items"; 'Maximum Obligation' or "Rate change'. 

• No Compensation Change, should only be selected if there is no change to the compensation under the Contract, including Maximum Obligation, 
Line-item redistribution or Rates. Then Skip to "Other" and identify the type of Amendment being made and attach documentation for change. 

• Budget Line Items Redistribution (No Maximum Obligation Change). Identify any changes in budget line items that move funding around within 
current Maximum Obligation and procurement parameters. Attach amended performance and budget terms to support redistribution. 

• Maximum Obligation Change. (Check off this section and complete if Maximum Obligation is increasing or decreasing.) 
a) Enter Current Total Contract Maximum Obligation (prior to Amendment/Renewal reflecting all prior amendments). 
b) Enter the Amendment/Renewal Amount (indicate whether increase or decrease by including'+' or"-' respectively before the amount). (MMARS 

transaction must match this amount.) 
c) Enter New Total Contract Maximum Obligation, which must equal the Current Total Contract Maximum Obligation plus('+') or minus('-') the 

Amendment/Renewal amount. (MMARS transaction must match this amount.) 
d) Note: Carry over funds. Multi-year contracts in which encumbered amounts in any fiscal year that remain unexpended at the close of the fiscal 

year are NOT automatically available for compensation for Contractor performance in subsequent fiscal years unless so authorized by the 
Department. For operating accounts, unexpended balances revert at the close of the fiscal year and are not available for subsequent fiscal year 
obligations. Unexpended, encumbered amounts in continuing accounts (federal, trust, capital) will balance forward obligation ceilings for these 
amounts in MMARS. The Department is responsible for reconciling performance and expenditures in each fiscal year and authorizing use of carry 
over amounts for performance in the subsequent fiscal year(s) either as part of amendments to the scope and budget of the Contract, and 
underlying MMARS transactions, or as part of the original Contract performance terms and budget. 

• Rate Changes to Rate Contract. (Check off this section if Rates are being changed. Attach rate changes.) 

OTHER (Check off Change and attach all supporting documentation): 
• Amend Duration Only (No Compensation Change): Check off this section only if duration is being changed with no changes to compensation or 

performance. This option is commonly used to extend the date for completion of performance with no additional compensation. 
• Amend Scope of Services/Performance Only (no budget impact): Attach detailed description of changes to Scope or performance. 
• Interim Contract: Check off this section for a temporary extension (Interim Contract) of a current Contract in order to accommodate the completion of a 

new procurement. 
• Other: (Describe Details of the other type of amendment and attach documentation) 

Payments and Prompt Pay Discounts. Payments under this Contract or Amendment are made in accordance with the applicable Commonwealth Terms 
and Conditions and the Commonwealth Bill Paving Policy. 
• Electronic Funds Transfer {EFT!. If the Contractor does not yet receive payments electronically, the Contractor should complete the Authorization for 

EFT Payments Form. In addition to sending the remittance information to the Contractor's financial institution with the payment, CTR's 
MassFinanceNendor Web site allows Contractors access to their remittance information, payment history and pending payments under their Vendor 
Code (listed above). 

• Legal Payment Date. An invoice/obligation is considered legally paid based upon the Payment Issue date recorded in the state accounting system 
(MMARS) which will be when the payment is issued by the Commonwealth via EFT (Electronic Funds Transfer) when issuance file is transmitted to the 
bank or, for checks, when the check is sent to the U.S. Post Office by the State Treasurer's Office. The issuance date is the relevant date for Prompt 
Payment Discounts. (See Prompt Pav Discount Policy.) Under the applicable Commonwealth Terms and Conditions, pursuant to G.L. c. 29, s. 26, s. 
27 ands. 29, obligations may not be incurred unless there are sufficient appropriated or non-appropriated funds available and allotted to support the 
obligations. 

• Intercept. All payments due to the Contractor shall be subject to intercept pursuant to G.L. c. 7 A. s. 3 and 815 CMR 9. 00. Overpayments shall be 
reimbursed by the Contractor or may be offset by the Department from future payments in accordance with state finance law. Offset shall include 
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intercept of other funds paid to the Contractor from other state Departments. The Contractor may not penalize any state Department or assess late 
fees, or cancel a Contract or other services if funds are intercepted due to outstanding taxes, child support, or other overdue debts of the Contractor. 

• Prompt Payment Discounts. This section of the Contract/Amendment is used to identify prompt payment discounts that the Contractor has agreed to 
provide if the Contractor is issued payment in less than the standard payment cycle of 30 days via EFT. (See Commonwealth Bill Paving Policy and 
Prompt Pav Discount Policy). Prompt Payment Discounts are of greatest benefit to both the Commonwealth and the Contractor if the Contractor 
accepts payments through EFT. If the Contractor does not yet receive payments electronically, the Contractor should complete the Authonzation for 
EFT Payments Form. Prompt Payment Discounts should be negotiated for commodity and service contracts. If an Amendment is being executed, the 
current Prompt Payment Discounts should be re-entered and verified as current or new Prompt Payment Discounts should be entered if more beneficial 
to the Commonwealth. Check off the box if the Contractor has demonstrated a hardship from providing PPD or the Contract is for a grant, other 
financial assistance or other non-commodity or service that would not normally identify PPDs. 

• Invoices. Invoices must be submitted in accordance with the terms of the Contract and the Bill Paving Policy. Final invoices in any fiscal year must be 
submitted no later than August 15th for performance made and received (goods delivered, services completed) prior to June 30th, in order to make 
payment for that performance prior to the close of the fiscal year and reversion of appropriated funds. By signing this Contract or Amendment the 
Contractor agrees that it the Contractor fails to provide timely final invoices for final payments by August 15th, the Department may make payment 
based upon the terms and prices of the Contract for the goods or services that are accepted by the Department, and the Contractors acceptance of 
payment shall release the Commonwealth from further claims for payment. If the Contractor disputes the final payment and refuses payment, available 
funds may revert and may be delayed significantly until funds are available to make payment once the dispute is resolved, and the Department will not 
be subject to late payment interest for this delay. 

• Pandemic, Disaster or Emergency Performance. In the event of a serious emergency, pandemic or disaster outside the control of the Department, 
the Contractor agrees the Department may request performance changes related to the Contract, or may negotiate additional performance from the 
Contractor to address the emergency needs of the Commonwealth (subject to appropriation), even if not contemplated under the original Contract. 
Departments will receive guidance on allowable or mandated emergency actions in the event of an emergency. 

Brief Description of Contract Performance: Enter a brief description of the Contract performance, project name and/or other identifying information for the 
Contract or the reason for the Contract or Amendment. The description is used to specifically identify the Contract performance, match the Contract with 
attachments, and determine if the appropriate expenditure code (as listed in the Expenditure Classification Handbook) has been selected. Merely stating 
"see attached' or referencing attachments without a narrative description of performance is insufficient. The Department may include any additional 
information in this section to identify unique or important information related to this Contract or the Contractor. 

Effective Date, Anticipated Start Date And End Date 

• The "Effective Date' of the Contract or Amendment is determined by the execution dates of the Contract and any required approvals as outlined in 
Section 1 of the applicable Commonwealth Terms and Conditions. For contracts exceeding the MMARS transaction delegation threshold that are 
routed through workflow lo CTR and OSD may have the dates corrected in the stale accounting system (MMARS) to reflect the legal Contract 
Effective Date, as appropriate. 

• For Contracts using the Commonwealth Terms and Conditions, "the effective start date of performance under a Contract shall be the date a 
Contract has been executed by an authorized signatory of the Contractor, the Department, a later date specified in the Contract or the date of 
any approvals required by law or regulation, whichever is later." 

• For Human and Social Service Contracts using the Commonwealth Terms and Conditions for Human and Social Services, "the effective start 
date of a Contract shall be the tater of.' the date the Contract was executed by an authorized signatory of the Contractor; the date the Contract 
was executed by an authorized signatory of the Department; the date specified in the Contract; or the date of Secretariat authorization pursuant 
to G.L. c. 29, s. 298." 

The Contractor and the Department are required to certify that the "Effective Date' of the Contract or Amendment being executed is the latest date the 
Contract or Amendment has been executed by an authorized signatory of the Contractor, the Department, a later Start Date specified, or the date of any 
required approvals. If the Effective Date of the Contract or Amendment is later than the Start Date listed, the Contractor and Department agree that by 
signing the Contract or Amendment they have identified if any obligations have been incurred prior to the Effective Date for which a payment obligation has 
been triggered prior to that date, which shall be included as final settlement of these obligations as part of the Contract/Amendment and payment of these 
obligations shall release the Commonwealth from any claims related to these obligations. 

• Anticipated Contract/Amendment Start Date: The Department must enter the 'anticipated" start dale of 'obligations' under the Contract that will 
trigger a payment obligation. Departments must consider when a payment obligation is "incurred" (creates an obligation to make payment). For most 
goods, payments obligations are incurred when goods are delivered and accepted. For services, the Contract should specify if obligations are incurred 
based upon performance (such as performance charged al an hourly rate as services are provided; services for clients in residence, services upon 
request) or the date the services are made available (such as the start date of maintenance or customer service hours are available for use), or whether 
the performance obligation occurs at a later date, such as when a periodic, final report, program or system component is delivered and accepted, or 
other Contract milestone has been achieved (delivered and accepted). Most grants provide financial assistance for a public purpose, rather than a fee 
for service or good (or other performance) for the Department, and will have installment payments with obligations being incurred based upon the 
schedule of payments, grant milestones or reporting requirements in the Contract, not the actual date grant performance is started. 

• End Date of this Contract/Amendment: The Department must enter the date the Contract will terminate. A Contract must be signed for at least the 
initial duration listed in the RFR, or other solicitation document (if applicable). Amendments to extend the termination dale, such as exercising an 
option to renew, must be made using this Form and must be signed prior to any new obligations being incurred by the Contractor. Please see 
Amendments. Suspensions, and Termination Policy for additional guidelines. 
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CERTIFICATIONS AND EXECUTION: As part of Contract/Amendment execution, the Department and Contractor must identify whether any obligations 
were performed prior to the 'Effective Date' of the Contract or Amendment (as outlined above). Contractors are not authorized to deliver performance for 
which compensation is sought under a contract or amendment (even if requested by the Department or any other Commonwealth representative) prior to the 
Contract effective start date of that contract or after the termination date of that contract. Any oral or written representations, commitments, or assurances 
made by the Department or any other Commonwealth representative are not binding and a Department may not back-date a contract or amendment in order 
to cover the delivery of performance prior to the Contract effective date. The Commonwealth has no legal obligation to compensate a Contractor for 
performance that is not requested and is intentionally delivered by the Contractor outside the scope of a Contract. In the event obligations have been 
incurred by the Contractor that were intended to be included as part of the Contract/Amendment prior to the Effective Date, the parties have two options to 
resolve the settlement of these obligations: 

1. Execute a separate Settlement and Release document for the performance and attach to the original contract; OR 
2. Include the performance as part of the ContractlAmendment, as follows: The Department would enter the actual date the performance 

obligations began under 'Anticipated Start Date' for either the new Contract or Contract Amendment on the Standard Contract Form and check 
off box '2.' indicating that the performance prior to the Effective Date is included under a Settlement. By completing the Contract/Amendment to 
include the performance prior to the Effective Date, the Department is able lo enter the MMARS encumbrance to include the performance under 
the properly executed Contact/Amendment. 

Please note that if no performance occurred or was anticipated to occur until on or after the Effective Date of the Contract/Amendment, the parties 
would check off box "1', thereby indicating that no obligations were incurred prior to the Effective Date. 

Authorizing Signature for Contractor/Date: The Authorized Contractor Signatory must, in their own handwriting and in ink, sign AND enter the date the 
Contract is signed. See section above under "Anticipated Contract Start Date'. Acceptance of payment by the Contractor shall waive any right of the 
Contractor to claim the Contract/Amendment is not valid and the Contractor may not void the Contract. Rubber stamps, typed or other images are not 
acceptable. Proof of Contractor signature authorization may be required by the Department if not already on file. See "Required Standard Contract Form 
Contents' section below. See also CTR Department Head Signature Authorization Policy for the policy requiring live signatures and signature dates and 
Contractor signature authorization verification. See Contractor Authorized Signatory Listing. 

Contractor Name fTitle: The Contractor Authorized Signatory's name and title must appear legibly. 

Authorizing Signature For DepartmentJDate: The Authorized Department Signatory must, in their own handwriting and in ink, sign AND enter the date the 
Contract is signed. See section above under 'Anticipated Contract Effective Start Date'. Rubber stamps, typed or other images are not accepted. See 
also CTR Department Head Signature Authorization Policy. 

Department Name fTitle: The Department Authorized Signatory's name and title must appear legibly. For Contracts requiring secretariat signoff, if the 
Department Signatory is not an authorized signatory of the Secretary, evidence of Secretariat signoff must be included in the Contract file. 

EXPEDITED EXECUTION. The Contract/Amendment may be sent electronically to the Contractor, completed, executed by the Contractor and faxed back 
to the Department for start date purposes. The Department does not have to wait to receive a hard copy of the executed Contract/Amendment and may sign 
the fax copy for start date purposes. When the hardcopy of the Contractor's executed Contract/Amendment is submitted, the Department has the option of 
re-signing the hardcopy with the date from the earlier signed fax or may just attach the fax copy to the hardcopy of the Contract. In the alternative, the 
Department and the Contractor may each sign a separate Contract/Amendment and the two separately signed documents may be attached representing one 
executed Contract/Amendment, provided there are no conflicts in the information contained on each signed document. 

PLEASE NOTE: Any corrections to information on the Standard Contract Form after execution must be initialed and dated by the parties. Faxed 
copies of initialed changes are sufficient for records management purposes, although hardcopies are preferred. 

REQUIRED STANDARD CONTRACT FORM CONTENTS CHECKLIST 

Originals or true attest copies of contracts. Massachusetts G.L c. 7 A. s. 5 requires that either the original or a certified copy of all Contracts be filed as 
directed by the Comptroller. The 'record copy' contents of a Contract (as listed below) must be filed either at CTR, OSD (commodity contracts) or at the 
Department if so delegated. Pursuant to the Delegation of MMARS Transaction Policy and 815 MCR 10.00, Departments retain the record copy of all 
contract documents. If a Contract exceeds the published delegation threshold, the Department must submit a copy of Contract package to CTR or OSD 
(Commodity contracts) for secondary review using the appropriate Transmittal Form (if applicable). CTR or OSD secondary review is not legal approval of a 
Contract, but an expedited quality assurance review to ensure Contract documents support minimum procurement and contracting requirements. All 
contracts are subject to additional post audit and quality assurance reviews. The Standard Contract Form Instructions are incorporated by reference 
and are not required to be filed as part of the original or true attest copy of the Standard Contract Form. A Department official who has seen the 
original of a document can attest that a copy submitted is a 'true attest' or 'true copy' of the original. This certification can be done on the top page of the 
copy or by attachment. See also Department Head Signature Authorization Policy. For additional guidance for contents and submission requirements see 
Contracts Quick Reference and State Finance Law and General Requirements Policy. In addition to this Standard Contract Form, the following Contract 
content checklists apply to each respective contract type: 

CONTENT CHECKLIST FOR NEW CONTRACTS 

Applicable Commonwealth Terms and Conditions: Department must verify if Contractor is already on VCUST table on MMARS. New Contractors 
must have T&C filed with CTR along with appropriate VCCNCM to update table. T&C must be on file with VCUST before encumbrance can be entered 
for this Contract. For an existing Contractor's Standard Contract Form, Contractor information must match VCUST table for the Vendor Code, 
Division and Remittance address. (AD001, AD002 ... ) 

Evidence of Procurement (if procurement done): A copy of the RFR, or a Comm-PASS close-out Contract Summary screen print (provided the 
RFR has been properly closed out and the close-out Summary posted on Comm-PASS verifies the location of the RFR and RFR Reference Number on 
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Comm-PASS), or copy of other solicitation, grant application, etc. (if applicable). The "Board Award Field" on MMARS Encumbrance must contain 
this reference number ID or exception ID (See Evidence of Exception below). 

Evidence of Exception (If competitive procurement was not done): Attach documentation for the exception: Justification Memorandum for 
Emergency; copies of legislative language or other legal exemption for Contracts with legislative earmark or legal exemption from procurement; copy of 
approval from OSD for Collective Purchase Contract with federal or other public entity; or copy of posting/hiring documentation and resume for Contract 
Employees. Attach copy of public posting or notice of intent to contract with Contractor, if done. Also include documentation of how the Contractor 
was selected and why this selection supports best value; See also 801 CMR 21.05 and 'Competitive Procurement Exceptions' of the OSO 
Procurement Information Center /PIG/. For grants, see by 815 CMR 2.00 and State Grants and Federal Subgrants Policv. 

Please note that if Emergency performance or other contract performance has been fully completed prior to signing this Standard Contract Form, 
and no additional performance is intended to be made after signing this Standard Contract Form, Departments may use the Settlement and Release 
Form in lieu of the Standard Contract Form to document completed performance to enable final payment. 

Contractor's Response: an original or true attest copy of the Contractor's Response (bid) to the RFR or Response to another procurement or grant 
application, or a copy of the Responses if the RFR/procurement was conducted by another procuring Department. Attach any additional negotiated 
terms that either modify or are in addition to the RFR or Response. If an RFR or other procurement was not done, attach a detailed description of the 
scope of performance, work or task order, and a detailed budget or schedule of fees or compensation for this Contract. Performance terms may not 
modify terms of applicable Commonwealth Terms and Conditions or Standard Contract Form. 

Human and Social Services Contracts: attach required Human and Social Services Attachments 1-6. See Instructions for Attachments. 

Individual Contractors: Departments hiring "individual contractors' as either "contract employees' or 'independent contractors' are required to comply 
with the policy Individual Contractors - Independent Contractors vs. Contract Employees and attach the Employment Status Form. 

Consultant Contracts (HH, N01-N14, U05 object codes per the Expenditure Classification Handbook): 
o Contractor Disclosures. Contractors must disclose Individuals with Financial Interest (if applicable); Other income (if applicable); and ~ 

Personnel. Please note that key personnel may be deemed to be state or special state employees pursuant to G.L. c. 268A. Contractors may 
make required disclosures as part of the RFR Response, by attachment or may use the Consultant Contractor Mandatory Submission Form .. 

o Secretariat Siqnoff. Departments must obtain secretariat signoff for all contracts under G.L. s. 29. s. 29A and s. 29B PRIOR to performance 
beginning. Secretariat signoff does not have to be on the Standard Contract Form. but must be included as part of the Contract File. 

o TELP (Tax Exempt Lease Purchase). TELP attachments: ANF TELP Authorization Form, TELP Lease Purchase Quote, Acceptance 
Certificate. Essential Use Letter) must be included. Certificate of Appropriation and Payment Schedule. Payment schedules must use current 
MMARS standard recurring payment schedule: See RPSCHD (TELP-quarterly; TEMO-monthly; TESA-semi-annual, TEAN-annual). TELPs paid 
with state funds must use the Commonwealth TELP (ITD) or the Statewide TELP (OSD). Please note that TELP payments take the highest 
priority for payment, even above payroll. Contact CTR immediately if Department faces any uncertainty of making TELPs payments on time. 
Please coordinate with ANF to ensure sufficient allotments to make timely payments. 

o Legal Services Contracts lH09. N03l. All Commonwealth Departments are required to obtain: 
o GOV Approval. Attorneys hired by Executive Departments are required to competitively procure all legal services (See 801 CMR 21.01/2)(b)) 

and obtain prior approval of the Governor's Chief Legal Counsel PRIOR to posting or hire (See G.L. c. 30, s. 65.) 
o AGO Review. PRIOR to the start of performance, prior review of planned services by the Office of the Attorney General (AGO) for legal 

representation of the Department under a contract, and appointment as a Special Assistant Attorney General "SAAG" for litigation services. 
The Attorney General Review Form for Attorneys Providing Legal Services form must be completed and mailed (with required attachments) to 
the AGO for any new legal services contract, and for any significant amendment to the scope of services under an existing contract, PRIOR to 
the start of performance or a material change in performance. See: Attorney General Policy for Prior Review of Attornevs. 

o MMARS Encumbrance - Rates and Purpose in Comments Field. For Executive Departments, the MMARS encumbrance "Comments field" 
must contain the Units and 'Rates' or "Range of Rates' for the services and a brief description of the type of services under the engagement to 
enable completion of annual reporting requirements under G.L. c. 30, s. 65. Departments that fail to include this information as part of the 
original encumbrance will be required to modify the encumbrance to add this information in order to complete reporting requirements. 

CONTENT CHECKLIST FOR AMENDMENTS 

Attach a detailed description of the changes that are being made to the scope of performance (if any), and any corresponding changes to the detailed 
budget or schedule of fees. For renewals funded by continuing accounts, verify if any carry over funds from prior fiscal years need to be re-authorized 
for the current or a future fiscal year. 

For Interim Contracts (or for grants), attach justification memorandum for reasons for Interim Contract (or for grant). 

If Contractor is undergoing a major structural change which impacts the underlying procurement, the Contractor may be required to negotiate continued 
performance and execute a Contractor Change in Identity Form INSTEAD of this Standard Contract Form. See the Amendments. Suspensions. and 
Termination Policvfor additional information. Performance terms may not modify terms of applicable Commonwealth Terms and Condition or Standard 
Contract Form. 

CONTENT CHECKLIST FOR ALL CONTRACTS AND AMENDMENTS 

Form W-9 if Contractor is not already on VCUST table (new Contracts). If new W-9, file with CTR with T&C and VCC. For Existing Vendors, verify that 
VCUST matches any new W-9 and the Standard Contract Form. and if there is new information on W-9 or Standard Contract Form, update VCUST 
with updated W-9 and VCM. For Amendments, no updates are necessary unless the Contractor's information on the Standard Contract Form is 
changing which may require an updated W-9 and T&C. If Contractor is undergoing a major structural change which impacts the underlying 
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procurement, the Contractor may be required to negotiate continued performance and execute a Contractor Change in Identity Form INSTEAD of 
this Standard Contract Form. See the Amendments. Suspensions, and Termination Policy for additional information. Vendors must be careful when 
submitting W-9s that information is accurate, since the VCUST table will be updated for all business with the Commonwealth. Departments should 
verify with the Contractor when information is updated to ensure that the update is accurate since changes will impact all business with the 
Commonwealth. 

Contractor Signature Verification For All Contracts, Grants or Other Agreements. The Contractor Authorized Signature Listing, or any other 
alternate format, may be used for this purpose. Pursuant to the Contractor Authorized Siqnatorv Policy. Departments are responsible for verifying that 
the Standard Contract Form, T&C, W-9 and other documents related to the Contract (regardless of amount) is signed by an authorized signatory for 
the Contractor. Verification includes authentication of identify and authority to sign of the person signing the documents. 

MMARS must match total Contract, including settlements. 
o Current state finance law policy requires the information input in MMARS to match the underlying contract or supporting documents, including 

extensions, renewals and amendments. What appears in the MMARS system will be considered the "official record' or "record copy' of fiscal 
activities and will supersede paper or other formats of the same information. Therefore, the MMARS encumbrance must match the terms of the 
Contract including Vendor Code, start and end dates and compensation. If a settlement is part of the Contract or Amendment, include all 
settlement amounts on the same MMARS encumbrance as the Contract/Amendment, unless otherwise directed by CTR 

o MMARS encumbrances must be entered as soon as possible after Contract/Amendment execution to ensure funds are timely encumbered. 
o At least one commodity line with appropriate corresponding accounting line is required for each budget fiscal year of the Contract. 
o All supporting documentation must be included in the Contract File. Departments must remember that MMARS is an accounting system, which is 

used to accurately record and report on fiscal activities. Compliance responsibility remains at all times with the Department employees who 
process documents to "Final' status. Since MMARS will track the UAID of the Department employee who approves documents, quality assurance 
reviews will identify not only the documents that will be reviewed, but also the security identification (UAID) of the employee who approved the 
MMARS transactions. Departments must be especially careful when modifying MMARS transactions (such as encumbrances) to support contract 
extensions and amendments, specifically effective dates. It is improper for Departments to enter a modification to a MMARs transaction to reflect 
start and end dates that are not supported by the underlying Contract documentation. 

o MMARS changes/adjustments with no underlying Contract changes do not require a Contract amendment. For fiscal changes with no underlying 
Contract change that exceed the Department's MMARS transaction processing limit, submit a CTR Transmittal Form referencing the Doc Id of 
the MMARS document and indicating the change required (Non-Commodity contracts). For example, enter the Doc Id and 'Rate Contract 
Increase/Decrease' for Rate Contract increases and decreases in total obligations. For appropriation account changes (switching, adding or 
deleting accounts) with no underlying contract change, enter Doc Id and 'Appropriation Account Change'. 

Records Management-Procurement and Contract Files. In accordance with 815 CMR 10.00, the Department is the record keeper of the official 
record copy of the Contract documents and the Contract/Procurement file. MMARS is the official record of the encumbrance and payment documents 
and will supersede any paper copies of the same information. The Contract/Procurement file must contain, or refer to the location of, all documentation 
related to the Procurement and resulting Contract(s). A Department is responsible for retaining and archiving Contract records in accordance with the 
Statewide Records Retention Schedule issued by the Secretary of State Records Conservation Board. 

Public Information and Privacy Concerns. It is important to provide Contractors with remittance information that will facilitate proper payment 
application to their receivables. When negotiating a Contract, Departments should establish a mutually agreeable data structure to communicate goods 
delivered or services rendered. Since these fields are a matter of public record, MMARS Doc IDs (encumbrances, payments, etc.), vendor invoice 
numbers, contract numbers, check descriptions, and any comment fields MUST NOT contain personal information (such as individual's names, SSN 
numbers, bank account numbers, date of birth, addresses etc.) or other information that could jeopardize privacy or facilitate identity theft. MMARS 
Doc IDs and key comment fields may be printed on checks, sent electronically as part of remittance advice, and will appear on VendorWeb (and may 
be viewed related to public records requests), therefore care must be taken that individual personal information is not used. 

CONTRACTOR CERTIFICATIONS AND LEGAL REFERENCES 

By executing this Contract, the Contractor under the pains and penalties of pe8ury, makes all certifications required under the certifications listed below, and 
has provided all required documentation and disclosures (identified below with an "~"), or shall provide any required documentation upon request, and the 
Contractor agrees that all terms governing performance of this Contract and doing business in Massachusetts are attached to this Contract or incorporated 
by reference herein, including in the following order of precedence: the terms of the applicable Commonwealth Terms and Conditions available at 
www.mass.gov/osc under Guidance For Vendors - Forms or at www.mass.gov/osd under OSD Forms, the terms of the Standard Contract Form and 
attached Instructions, the Request for Response (RFR) or solicitation (if applicable), the Contractor's response to the RFR or solicitation (if applicable), and 
any additional non-conflicting negotiated provisions: 
• The Contractor is qualified and shall at all times remain qualified to perform this Contract; that performance shall be timely and meet or exceed industry 

standards, including obtaining requisite licenses, registrations, permits and resources for performance; and that the Contractor shall provide access to 
records to state officials under Executive Order 195 and G.L. c. 11, s.12; and the Contractor certifies that the Contractor and any of its subcontractors 
are not currently debarred or suspended by the federal or state government under any law or regulation including, Executive Order 147; G.L. c. 29, s. 
29F and G.L. c. 152, s. 25C; 

• The Contractor shall comply with the terms of the Request for Response (RFR) or solicitation for this Contract, if applicable; and any additional 
negotiated provisions for this Contract. Including the RFR - Required Specifications if an RFR was done for this Contract, which are incorporated by 
reference herein if not already included as part of the Request for Response under 801 CMR 21.00; or for any other procurement; 
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• The Contractor shall comply with all appliable state laws and regulations including Massachusetts General Laws: Official Code of Massachusetts ;,:;,. 
Regulations; Partial CMR Listing: 801 CMR 21.00 (Procurement of Commodity and Service Procurements, Including Human and Social Services): ~"'ii~i?1~ 

815 CMR 2.00 (Grants and Subsidies): 808 CMR 1.00 (Compliance, Reporting and Auditing for Human And Social Services): A/CPA Standards; 
confidentiality of Department records under G.L. c. 66A; and the Massachusetts Constitution Article XVIII if applicable. 

• The Contractor agrees to the terms for 'Effective Date' and 'Payments' and any terms under the Instructions of this Contract or Amendment. The 
Contractor certifies that there is no authorization to deliver performance for which compensation is sought under this Contract or Amendment (even if 
requested by the Department or any other Commonwealth representative) prior to the effective date and that any oral or written representations, 
commitments or assurances made by the Department or any other Commonwealth representative are not binding and a Department may not back-date 
this Contract or Amendment in order to cover the delivery of performance prior to the Effective date. The Commonwealth has no legal obligation to 
compensate a Contractor for performance that is not requested and is intentionally delivered by the Contractor outside the scope of a Contract or 
Amendment. 

• The Contractor certifies Tax Compliance with Federal tax laws: State tax laws including G. L. c. 62C, G.L. c. 62C. s. 49A (the Contractor has complied 
with all laws of the commonwealth relating to taxes. reporting of employees and contractors. and withholding and remitting of child support and is in 
good standing with respect to all returns due and taxes payable to the commissioner of revenue); reporting of employees and contractors under G.L. c. 
62E. withholding and remitting child support including G.L. c. 119A. s. 12: 

-+ The Contractor certifies it has not been in bankruptcy and/or receivership within the last three calendar years, and the Contractor certifies that it will 
immediately notify the Department in writing if there is any risk to the solvency of the Contractor that may impact the Contractor's ability to timely fulfill the 
terms of this Contract or Amendment. 

-+ The Contractor shall affirmatively disclose the details of any pertinent judgment, criminal conviction. investigation or litigation pending against the 
Contractor or any of its officers. directors, employees, agents, or subcontractors of which the Contractor has knowledge. or learns of during the Contract 
term. Law firms or Attorneys providing legal services are required to identify any potential conflict with representation of any Department client in 
accordance with Massachusetts Board of Bar Overseers (BBQ) rules. Contractors must affirmatively disclose any potential structural change in its 
organization at least 45 days prior to the change. 

• Corporations. If incorporated, the Contractor certifies that it has identified the Contractor's state of incorporation, and the Contractor certifies 
compliance with all filing requirements of both the incorporating state and the Massachusetts Secretary of State. If the Contractor is a foreign 
corporation, the Contractor certifies compliance with all requirements for certification. reporting, filing of documents and service of process. 

• Filing of required certificates and reports. The Contractor certifies compliance with filing requirements for the Secretary of the Commonwealth and 
Office of the Attorney General or other Departments as related to its conduct of business in the Commonwealth: 

• Employer requirements. If an employer. the Contractor certifies compliance with applicable state and federal employment laws or regulations. 
including but not limited to minimum wages and prevailing wage programs and payments: unemployment insurance and contributions; workers' 
compensation and insurance. child labor laws, AGO fair labor practices: G.L. c. 149 (Labor and Industries); G.L. c. 150A (Labor Relations); G.L. c. 151 
and 455 CMR 2.00 /Minimum Fair Wages/: G.L. c. 5. s. 1 (Prevailing Wages for Printing and Distribution of Public Documents): G.L. c. 151A 
(Employment and Training); G. L. c. 1518 (Unlawful Discrimination): G.L. c. 151E (Business Discrimination): G.L. c. 152 (Workers' Compensation): G.L. 
c.153 (Liability for Injuries): 29 USC c. 8 (Federal Fair Labor Standards); 29 USC c. 28 (Federal Family and Medical Leave Act: AGO Consumers and 
Civil Rights: 

• Federal And State Laws And Regulations Prohibiting Discrimination including but not limited to the Americans with Disabilities Act.; 42 U.S.C Sec. 
12.101, et seq., Disability Law Resources: the Rehabilitation Act, 29 USC c. 16 s. 794: 29 USC c. 16. s. 701; 29 USC c. 14, 623: the 42 USC c. 45: 
(Federal Fair Housing Act); G. L. c. 1518 (Unlawful Discrimination); G.L. c. 151E (Business Discrimination); the Public Accommodations Law G.L. c. 
272, s. 92A; G.L. C. 272. s. 98 and G.L. C. 272 s. 98A: the Massachusetts Constitution Article CX/V and G.L. C. 93, s. 103: 47 USC C. 5, SC. II, Part II, s. 
255 (Telecommunication Act; Chapter 149. Section 1050, G.L. c. 151C, G.L. c. 272. Section 92A Section 98 and Section 98A, and G.L. c. 111, 
Section 199A, and Massachusetts Disability-Based Non-Discrimination Standards For Executive Branch Entities. and related Standards and Guidance, 
authorized under Massachusetts Executive Order 478 or any disability-based protection arising from state or federal law or precedent. See also MCAD 
and MCAD links and Resources: 

• Northern Ireland Certification. Pursuant to G.L. c. 7 s. 22C for state agencies, state authorities, the House of Representatives or the state Senate, 
the Contractor certifies that it does not employ ten or more employees in an office or other facility in Northern Ireland and if the Contractor employees 
ten or more employees in an office or other facility located in Northern Ireland the Contractor certifies that it does not discriminate in employment, 
compensation, or the terms. conditions and privileges of employment on account of religious or political belief; and ii promotes religious tolerance within 
the work place, and the eradication of any manifestations of religious and other illegal discrimination: and the Contractor is not engaged in the 
manufacture, distribution or sale of firearms, munitions. including rubber or plastic bullets, tear gas, armored vehicles or military aircraft for use or 
deployment in any activity in Northern Ireland. 

• Executive Orders. For covered Executive state Departments, the Contractor certifies compliance with applicable Massachusetts Executive Orders (for 
most recent, see Governor's Executive Orders) including but not limited to: 

• Executive Order.481. Prohibiting the Use of Undocumented Workers on State Contracts. For all state agencies in the Executive Branch, including 
all executive offices, boards, commissions, agencies, Departments. divisions, councils, bureaus, and offices. now existing and hereafter established 
the Contractor certifies under the pains and penalties of perjury they shall not knowingly use undocumented workers in connection with the 
performance of Contracts; that, pursuant to federal requirements, they shall verify the immigration status of all workers assigned to Contract without 
engaging in unlawful discrimination; and that they shall not knowingly or recklessly alter, falsify, or accept altered or falsified documents from any 
such worker. The Contractor understands and agrees that breach of any of these terms during the period of a Contract may be regarded as a 
material breach, subjecting Contractor to sanctions. including but not limited to monetary penalties, withholding of payments, contract suspension or 
termination. 

• Executive Order 478. Non-discrimination. Diversity. Equal Opportunity, and Affirmative Action. And Executive Order 390. Establishing an 
Affirmative Market Program in Public Contracting. The Contractor and any subcontractors may not engage in discriminatory employment practices: 
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and the Contractor certifies that they are in compliance with all applicable federal and state laws, rules, and regulations governing fair labor and 
employment practices; and committing to purchase supplies and services from certified minority or women-owned businesses, small businesses, 
or businesses owned by socially or economically disadvantaged persons or persons with disabilities. These provisions shall be enforced through the 
contracting agency, the Operational Services Division, and/or the Massachusetts Commission Against Discrimination. Any breach shall be regarded 
as a material breach of Contract that may subject Contractor to appropriate sanctions. 

• Executive Order 130. Anti-Boycott. The Contractor warrants, represents and agrees that during the time this Contract is in effect, neither ii nor any 
affiliated company, as hereafter defined, participates in or cooperates with an international boycott, as defined in Section 999(b) (3)and (4) of the 
Internal Revenue Code of 1954, as amended, or engages in conduct declared to be unlawful by Section 2 of Chapter 151 E, Massachusetts General 
Laws. If there shall be a breach in the warranty, representation, and agreement contained in this paragraph, then without limiting such other rights 
as ii may have the Commonwealth shall be entitled to rescind this contract. As used herein, an affiliated company shall be any business entity of 
which at least 51% of the ownership interests are directly or indirectly owned by the Contractor or by a person or persons or business entity or 
entities directly or indirectly owning at least 51 % of the ownership interests of the Contractor, or which directly or indirectly owns at least 51 % of the 
ownership interests of the Contractor. 

• Executive Order 346. Hiring of State Employees By State Contractors Contractor certifies compliance with both the conflict of interest law G. L. c. 
268A specifically s. 5 (f} and this order; and includes limitations regarding the hiring of state employees by private companies contracting with the 
Commonwealth. A privatization contract shall be deemed to include a specific prohibition against the hiring at any time during the term of Contract, 
and for any position in the Contractor's company, any state management employee who is, was, or will be involved in the preparation of the RFP, the 
negotiations leading to the awarding of the Contract, the decision to award the Contract, and/or the supervision or oversight of performance under 
the Contract. 

• Executive Order 444. Disclosure of Family Relationships With Other State Employees. Each person applying for employment within the Executive 
Branch under the Governor must disclose in writing, upon such application, the names of all immediate family as well as persons related to 
immediate family by marriage who serve as employees or elected officials of the Commonwealth. All disclosures made by applicants hired by the 
Executive Branch under the Governor shall be made available for public inspection to the extent permissible by law by the official with whom such 
disclosure has been filed. (This section applies to Contract Employees.) 

.+Consultant Contractor Certifications. (For Consultant Contracts "HH" and "N01-N14' and 'U05' object codes). Contractors may make required 
disclosures as part of the RFR Response, by attachment or may use the Consultant Contractor Mandatory Submission Form: 

• +Disclosure of Additional Income. Pursuant to the provisions of M.G.L. c. 29, s. 29A, the Contractor shall affirmatively disclose any contracts, 
grants or other income due from entities other than Commonwealth state Departments (including any political subdivision or public authority) 
during the period of a Contract. For state departments, the Department can identify all obligations and payments made through MMARS through 
a query or through Vendor Web using the Contractor's listed Vendor Code. 

• +Disclosure of Persons with Financial Interest (other than the Contractor). Pursuant to the provisions of M.G.L c. 29, s. 29A and c. 7 A, s. 
6, the Contractor shall affirmatively disclose all individuals (other than the Contractor) who have a financial interest of more than one percent (1 %) 
interest in the capital stock of the Contractor. If no disclosure is made, Contractor is certifying that this section is not applicable. 

• +Key Personnel. The Contractor shall identify all key personnel assigned to the performance of this Contract, in addition to the Contract 
Manager. Key personnel may not be changed without prior written approval of the Department. 

• Anti-Lobbying Requirements. The Contractor certifies compliance with federal anti-lobbying requirements_including 31 USC 1352: other federal 
requirements when receiving federal funds; Executive Order 11246: Air Pollution Act: Federal Water Pollution Control Act. 
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Form W-9 
(Massachusetts Substitute W-9 Fonn) 
Rev. May 2004 

Request for Taxpayer 
Identification Number and Certification 

Completed form should be 
given to the requesting 
department or the department 
you are currently doing 
business with. 

Name ( Lisi legal name, if joint names, list first & circle the name of the person whose TIN you enter in Part I-See Specific Instruction on page 2) 

Business name, if different from above. (See Specific Instruction on page 2) 

Check the appropriate box: D Individual/Sole proprietor D Corporation D Partnership D Other •-----~------
Legal Address: number. street, and apt. or suite no. Remittance Address: if different from legal address number, street, and apt. or 

suite no. 

City, state and ZIP code City, state and ZIP code 

Phone# ( Fax# ( Email address: 

Taxpayer Identification Number (TIN) 

Social security number Enter your TIN in the appropriate box. For individuals, this is your social 
security number (SSN). However, for a resident alien, sole 
proprietor, or disregarded entity, see the Part I instruction on 
page 2. For other entities, ii is your employer identification number 
(EIN). If you do not have a number, see How to get a TIN on page 2. 
Note: If the account is in more than one name, see the chart on page 2 
for guidelines on whose number to enter. 

• • •-• •-• • • • 
OR 

Employer identification number 

••-••••••• 
Certification 

Under penalties of perjury, I certify that: 
1. The number shown on this form is my correct taxpayer identification number (or I am wailing for a number to be issued to me), and 

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

3. I am an U.S. person (including an U.S. resident alien). 

4. I am currently a Commonwealth of Massachusetts's state employee: (check one): No __ Yes __ If yes, attach a copy of the letter from 
the State Ethics Commission. Individual information, induding address will be part of the public record and accessible under Freedom of 
Information. 

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup 
withholdin because ou have failed to re ort all interest and dividends on our tax return. For real estate transactions, item 2 does not a 

Sign 
Here Authorized Signature • Date • 

Purpose of Form 
A person who is required to file an information 
return with the IRS must get your correct 
taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate 
transactions, mortgage interest you paid, 
acquisition or debt, or contributions you made to 
an IRA. 

Use Form W-9 only if you are a U.S. person 
(including a resident alien), to give your correct 
TIN to the person requesting it (the requester) 
and , when applicable, to: 

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

2. Certify you are not subject to backup 
withholding 

If you are a foreign person, use the 
appropriate Form W-8. See Pi.lb 515, 
Withholding of Tax on Nonresident Aliens and 
Foreign Corporations. 

What is backup withholding? Persons making 
certain payments to you must withhold a 
designated percentage, currently 29% and pay to 
the IRS of such payments under certain 

conditions. This is called "backup withholding.· 
Payments that may be subject to backup 
Withholding include interest, dividends, broker and 
barter exchange transactions, rents, royalties, 
nonemployee pay, and certain payments from 
fishing boat operators. Real estate transactions 
are not subject to backup withholding. 

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

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

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

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

4. The IRS tells you that you are subject to 
backup Withholding because you did ·not 
report all your interest and dividends only), or 

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

Certain payees and payments are exempt from 
backup Withholding. See the Part II instructions 
on page 2. 

Penalties 

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

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

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

Misuse of TINs. If the requester discloses or uses 
TINs in violation of Federal law, the requester may 
be subject to civil and criminal penalties. 
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Specific Instructions 
Name. If you are an individual, you must 
generally enter the name shown on your social 
security card. However, if you have changed 
your last name, for instance, due to marriage 
without informing the Social Security 
Administration of the name change, enter your 
first name, the last name shown on your social 
security card, and your new last name. 

If the account is in joint names, list first and 
then circle the name of the person or entity 
whose number you enter in Part I of the form. 

Sole proprietor. Enter your individual name 
as shown on your social security card on the 
'Name" line. You may enter your business, 
trade, or 'doing business as (OBA)' name on 
the "Business name" line. 

Limited liability company (LLC). If you are a 
single-member LLC (including a foreign LLC 
with a domestic owner) that is disregarded as 
an entity separate from its owner under 
Treasury regulations section 3, enter 
the owner's name on the "Name" line. Enter 
the LLC's name on the "Business name" line. 

Caution: A disregarded domestic entity that 
has a foreign owner must use the appropriate 
Form W-8. 

Other entitles. Enter your business name as 
shown on required Federal tax documents on 
the "Name" line. This name should match the 
name shown on the charter or other legal 
document creating the entity. You may enter 
any business, trade, or OBA name on the 
"Business name" line. 

ml -Taxpayer Identification 
Number (TIN) 

Enter your TIN in the appropriate 
box. 

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

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

If you are an LLC that is disregarded as an 
entity separate from its owner (see Limited 
lfability company (LLC) above), and are 
owned by an individual, enter your SSN (or 
"pre-LLC" EIN, if desired). If the owner of a 
disregarded LLC is a corporation, partnership, 
etc., enter the owner's EIN. 

Note: See the charl on this page for furlher 
clarification of name and TIN combinations. 

How to get a TIN. If you do not have a 
TIN, apply for one immediately. To apply for an 
SSN, get Form SS-5, Application for a Social 
Security Card, from your local Social Security 
Administration office. Get Form W-7, Application 
for IRS Individual Taxpayer Identification Number, 
to apply for an ITIN or Form SS-4, Application for 
Employer Identification Number, to apply for an 
EIN. You can get Forms W-7 and SS-4 from the 
IRS by calling 1-800-TAX-FORM (1-800-829-
3676) or from the IRS's Internet Web Site { 
HYPERLINK http://www.irs.gov }. 

If you do not have a TIN, write "Applied For" in 
the space for the TIN, sign and date the form, and 
give it to the requester. For interest and dividend 
payments, and certain payments made with 
respect to readily tradable instruments, generally 
you will have 60 days to get a TIN and give it to 
the requester before you are subject to backup 
withholding on payments. 

The 60-day rule does not apply to other types of 
payments. You will be subject to backup 
withholding on all such payments until you 
provide your TIN to the requester. 

Note: Writing "Applied For' means that you have 
a/ready applied for a TIN or that you intend to 
apply for one soon. 

@'.GIii -Certification 

To establish to the paying agent that your TIN is 
correct or you are a U.S. person, or resident 
alien, sign Form W-9. 

For a joint account, only the person whole TIN is 
shown in Part I should sign (when required). 

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

Privacy Act Notice 

Section 6109 of the Internal Revenue Code 
requires you to give your correct TIN to persons 
who must file information returns with the IRS to 
report interest, dividends, and certain other 
income paid to you, mortgage interest you paid, 
the acquisition or abandonment of secured 
property, cancellation of debt, or contributions 
you made to an IRA or MSA. The IRS uses the 
numbers for identification purposes and to help 
verify the accuracy of your tax return. The IRS 
may also provide this information to the 
Department of Justice for civil and criminal 
litigation, and to cities, states, and the District of 
Columbia to carry out their tax laws 

You must provide your TIN whether or not you 
are required to file a tax return. Payers must 
generally withhold a designated percentage, 
currently 29% of taxable interest, dividend, and 
certain other payments to a payee who does not 
give ·a TIN to a payer. Certain penalties may also 
apply. 

What Name and Number to 
Give the Requester 

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

1. Individual The individual 
2. Two or more The actual owner of the 

individuals (joint account or, if combined 
account) funds, the first 

individual on the 
account 1 

3. Custodian account of The minor 2 

a minor (Uniform Gift 
to Minors Act) 

4. a. The usual The granter-trustee 1 

revocable savings 
trust (grantor is 
also trustee) 

b. So-called trust The actual owner 1 

account that is not 
a legal or valid 
trust under state 
law 

5. Sole proprietorship The owner 3 

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

6. Sole proprietorship The owner 0 

7. A valid trust, estate, or Legal entity 4 

pension trust 
8. Corporate The corporation 
9. Association, club, The organization 

religious, charitable, 
educational, or other 
tax-exempt organization 

10. Partnership The partnership 
11. A broker or registered The broker or nominee 

nominee 
12. Account with the The public entity 

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

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

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

3 You must show your individual name, but you may 
also enter your business or "DBA" name. You may 
use either your SSN or EIN (if you have one). 

4
. List first and circle the name of the legal trust, estate, 

or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal 
entity itself is not designated in the account tiUe.) 

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

If you have questions on completing this form, 
please contact the Office of the State Comptroller. 
(617)  or  

Upon completion of this form, please 
send it to the Commonwealth of 
Massachusetts Department you are 
doing business with. 
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COMMONWEALTH TERMS AND CONDITIONS 
14. Forum. Choice of Law And Mediation. Any 
actions arising out of a Contract shall be governed by the 
laws of Massachusetts, and shall be brought and 
maintained in a State or federal court in Massachusetts 
which shall have exclusive jurisdiction thereof. The 

Department, with the approval of the Attorney General's Office, and the 
Contractor may agree to voluntary mediation through the Massachusetts Office of 
Dispute Resolution (MOOR) of any Contract dispute and will share the costs of 
such mediation. No legal or equitable rights of the parties shall be limited by this 
Section. 
15. Contract Boilerplate Interpretation, Severabiliru Conflicts With Law 
Integration. Any amendment or attachment to any Contract which contains 
conflicting language or has the affect of a deleting, replacing or modifying any 
printed language of these Commonwealth Terms and -Conditions, as officially 
published by ANF, CTR and OSD, shall be interpreted as superseded by the 
official printed language. If any provision of a Contract is found to be superseded 
by state or federal law or regulation, in whole or in part, then both parties shall be 
relieved of all obligations under that provision only to the extent necessary to 
comply with the superseding law, provided however, that the remaining provisions 
of the Contract, or portions thereof. shall be enforced to the fullest extent 

CONTRACTOR AUTHORIZED SIGNATORY: 

permitted by law. All amendments must be executed by the parties in accordance 
with Section I. of these Commonwealth Terms and Conditions and filed with the 
original record copy of a Contract as prescribed by CTR. The printed language of 
the Standard Contract Form, as officially published by ANF, CTR and OSD, 
which incorporates by reference these Commonwealth Terms and Conditions, 
shall supersede any conflicting verbal or written agreements relating to the 
performance of a Contract, or attached thereto, including contract forms, purchase 
orders or invoices of the Contractor. The order of priority of documents to 
interpret a Contract shall be as follows: the printed language of the 
Commonwealth Terms and Conditions, tbe Standard Contract Form, the 
Department's Request for Response (RFR) solicitation document and the 
Contractor's Response to the RFR solicitation, excluding any language stricken 
by a Department as unacceptable and including any negotiated terms and 
conditions allowable pursuant to law or regulation. 

IN WITNESS WHEREOF, The Contractor certify under the pains and 
penalties of perjury that it shall comply with these Commonwealth Terms 
and Conditions for any applicable Contract executed with the 
Commonwealth as certified by their authorized signatory below: 

-----------------------------------
(signature) 

Print Name: 

Title: _______________________ _ 

Date: _________________________ _ 

(Check One): ____ Organization ___ Individual 

Full Legal Organization or Individual Name: 

Doing Business As: Name (If Different):----------------------------------

Tax Identification Number: _________________ _ 

Address: 

Telephone: --------------- FAX: _____________________ _ 

INSTRUCTIONS FOR FILING THE COMMONWEALTH TERMS AND CONDITIONS 
A "Request for Verification of Taxation Reporting Information" form (Massachusetts Substitute W-9 Format), that contains the 
Contractor's correct TIN, name and legal address information, must be on file with the Office of the Comptroller. If the Contractor has not 
previously filed this form with the Comptroller, or if the information contained on a previously filed form has changed, please fill out a W-
9 form and return it attached to the executed COMMONWEALTH TERMS AND CONDITIONS. 

If the Contractor is responding to a Request for Response (RFR), the COMMONWEAL TH TERMS AND CONDITIONS must be 
submitted with the Response to RFR or as specified in the RFR. Otherwise, Departments or Contractors must timely submit the completed 
and properly executed COMMONWEALTH TERMS AND CONDITIONS (and the W-9 form if applicable) to the: Payee and Payments 
Unit, Off,ce of the Comptroller, 9th Floor, One Ashburton Place, Boston, MA 02108 in order to record the filing of this form on the 
MMARS Vendor File. Contractors are required to execute and file this form only once. 
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COMMONWEALTH TERMS AND CONDITIONS 
This Commonwealth Terms and Conditions form is jointly 
issued by the Executive Office for Administration and 
Finance (ANF), the Office of the Comptroller (CTR) and 
the Operational Services Division (OSD) for use by all 
Commonwealth of Massachusetts (" State") Departments 

and Contractors. Any changes or electronic alterations by either the 
Department or the Contractor to the official version of this form, as jointly 
published by ANF, CTR and OSD, shall be void. Upon execution of these 
Commonwealth Terms and Conditions by the Contractor and filing as prescribed 
by the Office of the Comptroller, these Commonwealth Terms and Conditions will 
be incorporated by reference into any Contract for Commodities and Services 
executed by the Contractor and any State Department, in the absence of a 
superseding law or regulation requiring a different Contract form. Performance 
shall include services rendered, obligations due, costs incurred, commodities and 
deliverables provided and accepted by the Department, programs provided or 
other commitments authorized under a Contract. A deliverable shall include any 
tangible product to be delivered as an element of performance under a Contract 
The Commonwealth is entitled to ownership and possession of all deliverables 
purchased or developed with State funds. Contract shall mean the Standard 
Contract Form issued jointly by ANF, CTR and OSD. 
1. Contract Effective Start Date. Notwithstanding verbal or other 
representations by the parties, or an earlier start date indicated in a Contract, the 
effective start date of performance under a Contract shall be the date a Contract 
has been executed by an authorized signatory of the Contractor, the Departmcmt, a 
later date specified in the Contract or the date of any approvals required by law or 
regulation, whichever is later. 
2. Pavments And Compensation. The Contractor shall only be compensated for 
performance delivered and accepted by the Department in accordance with the 
specific terms and conditions of a Contract. All Contract payments are subject to 
appropriation pursuant to M.G.L. C. 29, §26, or the availability of sufficient non­
appropriated funds for the purposes of a Contract, and shall be subject to intercept 
pursuant to M.G.L. C. 7A, §3 and 815 CMR 9.00. Overpayments shall be 
reimbursed by the Contractor or may be offset by the Department from future 
payments in accordance with state finance law. Acceptance by the Contractor of 
any payment or partial payment, without any written objection by the Contractor, 
shall in each instance operate as a release and discharge of the State from all 
claims, liabilities or other obligations relating to the performance ofa Contract. 
3. Contractor Payment Mechanism. All Contractors will be paid using the 
Payment Voucher System unless a different payment mechanism is required. The 
Contractor shall timely submit invoices (Payment Vouchers - Form PV) and 
supporting documentation as prescribed in a Contract. The Department shall 
review and return rejected invoices within fifteen (15) days of receipt with a 
written explanation for rejection. Payments shall be made in accordance with. the 
bill paying policy issued bY the Office of the Comptroller and 8 I 5 CMR 4.00, 
provided that payment periods listed in a Contract ofless than forty-five (45) days 
from the date of receipt of an invoice shall be effective only to enable a 
Department to take advantage of early payment incentives and shall not subject 
any payment made within the forty-five (45) day period to a penalty. The 
Contractor Payroll System, shall be used only for "Individual Contractors" who 
have been determined to be "Contract Employees" as a result of the Department's 
completion of an Internal Revenue Service SS-8 form in accordance with the 
Omnibus Budget Reconciliation Act (OBRA) 1990, and shall automatically 
process all state and federal mandated payroll, tax and retirement deductions. 
4. Contract Termination Or Suspension. A Contract shall terminate on the date 
specified in a Contract, unless this date is properly amended in accordance with all 
applicable Jaws and regulations prior to this date, or unless terminated or 
suspended under this Section upon prior written notice to the Contractor. The 
Department may terminate a Contract without cause and without penalty, or may 
terminate or suspend a Contract if the Contractor breaches any material term or 
condition or fails to perform or fulfill any material obligation required by a 
Contract, or in the event of an elimination of an appropriation or availability of 
sufficient funds for the purposes of a Contract, or in the event of an unforeseen 
public emergency mandating immediate Department action. Upon immediate 
notification to the other party, neither the Department nor the Contractor shall be 
deemed to be in breach for failure or delay in performance due to Acts of God or 
other causes factually beyond their control and without their fault or negligence. 
Subcontractor failure to perform or price increases due to market fluctuations or 
product availability will not be deemed factually beyond the Contractor's control. 
5. Written Notice. Any notice shall be deemed delivered and received when 
submitted in writing in person or when delivered by any other appropriate method 
evidencing actual receipt by the Department or the Contractor. Any written notice 
of termination or suspension delivered to the Contractor shall state the effective 
date and period of the notice, the reasons for the termination or suspension, if 
applicable, any alleged breach or failure to perform, a reasonable period to cure 
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any alleged breach or failure to perform, if applicable, and any instructions or 
restrictions concerning allowable activities, costs or expenditures by the 
Contractor during the notice period. 
6. Confidentiality. The Contractor shall comply with M.G.L. C. 66A if the 
Contractor becomes a ''holder" of "personal data". The Contractor shall also 
protect the physical security and restrict any access to personal or other 
Department data in the Contractor's possession, or used by the Contractor in the 
performance of a Contract, which shall include, but is not limited to the 
Department's public records, documents, files, software, equipment or systems. 
7. Record-keeping And Retention, Inspection Of Records. The Contractor 
shall maintain records, books, files and other data as specified in a Contract and in 
such detail as shall properly substantiate claims for payment under a Contract, for 
a minimum retention period of seven (7) years beginning on the first day after the 
final payment under a Contract, or such longer period as is necessary for the 
resolution of any litigation, claim, negotiation, audit or other inquiry involving a 
Contract. The Department shall have access, as well as any parties identified 
under Executive Order 195, during the Contractor's regular business hours and 
upon reasonable prior notice, to such records, including on-site reviews and 
reproduction of such records at a reasonable expense. 
8. Assignment. The Contractor may not assign or delegate, in whole or in part, 
or otherwise transfer any liability, responsibility, obligation, duty or interest under 
a Contract, with the exception that the Contractor shall be authorized to assign 
present and prospective claims for money due to the Contractor pursuant to a 
Contract in accordance with M.G.L. C. 106, §9-318. The Contractor must 
provide sufficient notice of assignment and supporting documentation to enable 
the Department to verify and implement the assignment. Payments to third party 
assignees will be processed as if such payments were being made directly to the 
Contractor and these payments will be subject to intercept, offset, counter claims 
or any other Department rights which are available to the Department or the State 
against the Contractor. 
9. Subcontracting By Contractor. Any subcontract entered into by the 
Contractor for the purposes of fulfilling the obligations under a Contract must be 
in writing, authorized in advance by the Department and shall be consistent with 
and subject to the provisions of these Commonwealth Terms and Conditions and a 
Contract Subcontracts will not relieve or discharge the Contractor from any duty, 
obligation, responsibility or liability arising under a Contract The Department is 
entitled to copies of all subcontracts and shall not be bound by any provisions 
contained in a subcontract to which it is not a party. 
10. Affirmative Action, Non-Discrimination In Hiring And Emplovment. The 
Contractor shall comply with all federal and state laws, rules and regulations 
promoting fair employment practices or prohibiting employment discrimination 
and unfair labor practices and shall not discriminate in the hiring of any applicant 
for employment nor shall any qualified employee be demoted, discharged or 
otherwise subject to discrimination in the tenure, position, promotional 
opportunities, wages, benefits or terms and conditions of their employment 
because of race, color, national origin, ancestry, age, sex, religion, disability, 
handicap, sexual orientation or for exercising any rights afforded bY law. The 
Contractor commits to purchasing supplies and services from certified minority or 
women-owned businesses, small businesses or businesses owned by socially or 
economically disadvantaged persons or persons with disabilities. 
11. lndemnificatiolL Unless otherwise exempted by law, the Contractor shall 
indemnify and hold harmless the State, including the Department, its agents, 
officers and employees against any and all claims, liabilities and costs for any 
personal injury or property damages, patent or copyright infiingement or other 
damages that the State may sustain which arise out of or in connection with the 
Contractor's performance of a Contract, including but not limited to the 
negligence, reckless or intentional conduct of the Contractor, its agents, officers, 
employees or subcontractors. The Contractor shall at no time be considered an 
agent or representative of the Department or the State. After prompt notification 
of a claim by the State, the Contractor shall have an opportunity to participate in 
the defense of such claim and any negotiated settlement agreement or judgment. 
The State shall not be liable for any costs incurred by the Contractor arising under 
this paragraph. Any indemnification of the Contractor shall be subject to 
appropriation and applicable law. 
12. Waivers. Forbearance or indulgence in any form or manner by a party shall 
not be construed as a waiver, nor in any way limit the legal or equitable remedies 
available to that party. No waiver by either party of any default or breach shall 
constitute a waiver ofany subsequent default or breach. 
13. Risk O(Loss. The Contractor shall bear the risk ofloss for any Contractor 
materials used for a Contract and for all deliverables, Department personal or 
other data which is in the possession of the Contractor or used by the Contractor in 
the performance of a Contract until possession, ownership and full legal title to the 
deliverables are transferred to and accepted by the Department. 



CERTJFJCATE OFNON-COLLUSJON 

The undersigned certifies under penalties of perjury that this bid or proposal has bsen 

made and submitted in good faith and without collusion. or fraud with any other person. 
. -~ ' 

As used in this certification, the word "person" shall me3:n any natural person, business, 

partnership, corporat.ion, union, committee, club, or other organization, entity, or group 

of individuals. 

(Signature of individual submitting bid or proposal) 

(Name of Business) 
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