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I.

FOREWORD

The Connecticut State University System (CSUS), the largest public university system serving
Connecticut, consists of four comprehensive universities: Central Connecticut State University
(CCSU), Eastern Connecticut State University (ECSU), Southern Connecticut State University
(SCSU), and Western Connecticut State University (WCSU), and the Connecticut State
University System Office. Integral to the operation of CSUS is the acquisition of goods and
services needed to support operations at the four universities and the System Office. The Board
of Trustees for the Connecticut State University System has adopted policies relating to the
acquisition of goods and services by CSUS in conformity with Section 10a-151b of the
Connecticut General Statutes and other applicable procurement statutes. (See Exhibit A.)
Each of the universities and the System Office operates its own Procurement Services
Department. The goal of each such Department is to support the educational mission of its
respective university by providing superior service to its faculty, staff, and students in the
acquisition of goods and services while ensuring that procurement decisions are made in the best
interest of the university and in compliance with applicable statutes, regulations and Board of
Trustees policies and procedures.

II.

PURPOSE OF THIS MANUAL

The purpose of this Procurement Manual is to set forth purchasing policies and objectives and
the procedures related to the procurement process so that State statute and Board policy are
adhered to. Unless otherwise noted, the use of "CSUS" and/or "the Procurement Services
Department" will refer to the System Office and the four CSUS universities collectively. The
word "agency" used herein shall refer generically to the System Office and any of the four CSUS
universities.
This manual was developed by a Systemwide committee, and has been reviewed by a wide
constituency, including university and System Office procurement staff, fiscal officers, and
university presidents.
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III.

GENERAL PROCEDURES
A.

Purchasing Responsibility

Responsibility for the purchasing of goods and services is the sole responsibility of each
Procurement Services Department. By centralizing responsibility for the acquisition of
goods and services, uniform adherence to the policies and procedures set forth herein
may be more readily achieved. Although individual departments may, under certain
circumstances, conduct preliminary investigations into sources for new products or
services, final commitments for acquisition of goods and services may be made only by
the Procurement Services Department.
B.

Purchase Requisitions

All requests for the purchase of goods and services must be made by submitting an
authorized and approved purchase requisition to the Procurement Services Department.
Exceptions are purchases made using the P-card, approved direct purchases, and
approved on-line orders. Adequate funding must be in place prior to the final issuance of
a purchase order to a vendor.

C.

Signature Authority

Board Resolution #07-14 (see, Exhibit B) identifies the CSUS positions authorized to
sign contracts for the acquisition of goods and services. In addition, the Chancellor and
University Presidents may authorize other staff members to sign contracts with a value of
up to $25,000. Such authorization must be in writing and must identify the types of
documents the staff member is authorized to sign and any funding or other restrictions. A
copy of the authorization must be provided to the university's Procurement Services
Department. No employee not so authorized may sign a contract for the acquisition of
goods or services on behalf of CSUS Rubber stamp signatures will not be accepted.
D.

Unauthorized Purchases

Goods or services identified upon delivery as not related to a properly authorized
purchase order or personal service agreement may be refused and/or returned to the
vendor. If accepted, payment for such unauthorized purchases may be the personal
responsibility of the ordering individual, including restocking fees, if applicable.
Unauthorized purchases made via a P Card may also be the personal responsibility of the
purchasing individual.
If a purchase is identified as non-conforming to procedures, or unauthorized, the end-user
will be required to submit to the Procurement Services Department and his or her
supervisor a written explanation of the circumstances leading to the purchase and an
explanation for the lack of prior approval., The end-user's supervisor will be required to
provide to the Procurement Services Department a statement of action to be taken to
prevent future unauthorized purchases. Payments due the vendor will be halted and
3

goods received will be held pending resolution. Department Heads, Deans or Directors
of employees who repeatedly initiate unauthorized purchases will be made aware of the
repeated offenses via a letter from the Procurement Services Department.
E.

Radioactive Materials

All purchases of radioactive materials must be made in accordance with applicable
federal and state laws and regulations and System and university policies and procedures.
F.

IT Purchases

All purchases of hardware, software and consulting services shall be made in accordance
with the CSUS IT Purchasing Protocol (a copy of which is appended hereto as Appendix
I). Any such purchase with a cost equal to or exceeding $10,000.00 must first be
approved by the Chief Information Officer or designee and requested via a requisition
bearing the proper Banner account code.
G.

Construction Contracts

Agency-administered construction contracts are subject to particular requirements and
procedures. Information relating to agency-administered construction projects and
agency-administered CHEFA projects is set forth in Appendices II and III of this Manual,
respectively.
H.

Emergency Procurements

Section 10a-151b(c) of the Connecticut General Statutes provides that purchases may be
made without competitive bidding "whenever an emergency exists by reason of
extraordinary conditions or contingencies that could not reasonably be foreseen and
guarded against, or because of unusual trade or market conditions.” The determination of
whether such an emergency exists shall be made by the chief executive officer of the
university or the System, as appropriate, or his/her designee. The existence of an
emergency may preclude the use of an existing contract if the contract vendor cannot
meet the emergency delivery requirements.
Each requisition for an emergency purchase shall be signed by the procurement manager
and identified therein as an “emergency purchase”. A written statement documenting
the nature of the emergency justifying the purchase and identifying the official
authorizing the purchase shall be attached to the file copy of the purchase order at the
time the order is placed.
I.

Requests for Information

Requests for Information ("RFI") may be used as information gathering tools to
determine what is available in the marketplace or to fine-tune the scope of a future
project. The RFI must be posted on the Department of Administrative Services ("DAS")
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portal and all responses shall remain sealed until the time of opening. Under no
circumstances may an award or purchase be made solely based on a response to an RFI.
J.

Sole Source/Sole Acceptable Brand Transactions

The requirement that goods and services be obtained through competitive bids or
quotations does not apply when the acquisition of the goods or services may be justified
as a "Sole Source" or "Sole Acceptable Brand" purchase. A Sole Source” acquisition
occurs when there exists only one vendor from which particular goods or services can be
purchased. A “Sole Acceptable Brand or Model” (a/k/a “no substitute”) acquisition
occurs when products or services similar to those required may exist, but the product or
service required, for reasons of standardization, quality, compatibility with existing
equipment, specifications, technical features, expertise, etc., is the only brand acceptable
to the requester or the University. Note that "Sole Acceptable Brand" products or
services may be available from more than one source and, if so, the acquisition of such
products or services may be subject to competitive bidding. (A request for acquisition of
a Sole Source/Sole Acceptable Brand product or service must be made in the form
attached hereto as Exhibit C). Sole Source/Sole Acceptable Brand acquisitions should be
rare exceptions, and not standard practice.
Sole Source/Sole Acceptable Brand transactions may be based on the following:
•
•
•
•
•

Evidence of extraordinary or unusual trade or market conditions or contingencies
that preclude the availability of qualified alternative vendors.
Necessity of acquiring a proprietary item which must be compatible with existing
equipment or systems and which is available only from the original manufacturer.
Necessity of acquiring items possessing specific features essential for the
completion of the task or project at hand and which are available from only one
source.
Change of brands or manufacturers would compromise the continuity and
integrity of the project.
Necessity of acquiring unique or specialized goods or services supplied by a
vendor who has the exclusive right to manufacture and/or sell such items or
provide such services. The vendor may be requested to produce a letter on its
letterhead verifying its exclusive right to sell their own product or, in a protected
sales territory, a certain manufacturer’s product.

The following will not validate sole source/sole acceptable brand procurement:
•
•
•

Departmental preference for a specific vendor, product, or service.
Budgetary considerations or constraints.
Historical precedence or a claim of best price. Only current competitive bidding
in the open market substantiates best possible pricing.

A request to engage in a Sole Source/Sole Acceptable Brand purchase must be
accompanied by the following:
5

•
•
•
•
•

A statement to the effect that the requester has thoroughly researched the purchase
and to the best of his/her knowledge and belief, the good or service is the only one
to fit the particular need.
A detailed explanation of the requester's needs.
A detailed description of the good or service, its purpose, and what it is about the
product/service that makes it unique.
A list of the other brands/services considered and an explanation as to why they
will not meet the requester's needs.
A description of the efforts made by the requester to determine that the cost for
the good or service is not out of line with current market pricing for similar goods
or services.

It is the responsibility of the Vice Chancellor for Finance and Administration, Vice
President for Finance and Administration, Chief Financial Officer, or his or her designee
to determine whether a purchase may proceed as a Sole Source/Sole Acceptable Brand
acquisition or must be made through competitive bids or quotations, as applicable.
K.

Competitive Bids or Quotations
1.

Statutory Requirements: The thresholds for contracts which must be
competitively bid, which are governed by applicable sections of the
Connecticut General Statutes, are as follows:
•

Purchases estimated at $10,000.00 or less: Competitive bidding
is not required for purchases with an anticipated value (including
shipping and handling) of $10,000.00 or less.

•

Purchases estimated at greater than $10,000.00 but less than
$50,000.01: All purchases estimated at greater than $10,000.00
but less than $50,000.01 must be made in the open market and
shall, when possible, be based on at least three competitive
quotations.
Competitive quotations may include quotations
submitted within a safe and secure electronic environment.

•

Purchases estimated at $50,000.01 or greater: Such purchases
must be based, when possible, on competitive bids or proposals.
The chief executive officer, or his/her designee, shall solicit
competitive bids or proposals by sending notice to prospective
suppliers and posting notice on a public bulletin board in his office.
The notice must contain a notice of state contract requirements
pursuant to section 4a-60 of the General Statutes. Requests for
competitive bids or proposals must be posted on the DAS
Purchasing Portal at least five (5) calendar days before the final
date for submission of bids or proposals. The issuance of addenda
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may postpone the dates for submission and/or opening of bids or
proposals.
Substantive addenda to any request for competitive bids or
proposals must be issued at least five (5) calendar days prior to the
date set for the submission of bids or proposals. Addenda which
merely extend the date set for the submission of bids or proposals
must be issued at least three (3) calendar days prior to that
extended submission date.
Each bid or proposal shall be kept sealed until opened publicly at
the time stated in the notice soliciting such bid or proposal. Sealed
bids or proposals shall include bids or proposals sealed within an
envelope or maintained within a safe and secure electronic
environment until such time as they are publicly opened.
Note: Vendors debarred by the State of Connecticut may neither be
solicited nor considered for award.
2.

Request for Quotations ("RFQ"): An RFQ may be utilized for the
acquisition of goods or services that are readily comparable (e.g., a
machine part which is obtainable from multiple suppliers) and for which
cost is the only determinative criterion. The purpose of an RFQ is to
enable the agency to obtain the required goods or services from the lowest
qualified bidder.

3.

Request for Proposals ("RFP"): An RFP may be utilized to obtain
competitive proposals for the provision of goods and/or services in
circumstances when cost is not the sole criterion on which selection of a
contractor will be based. An RFP shall include, but not be limited to, the
following components:
•
•
•
•
•
•
•
•

Statement of objectives;
Relevant background on CSUS;
Scope of work;
Special conditions, if any;
Request for vendor information;
Proposal submission requirements;
General instructions and conditions (including all required
affidavits, certifications and required contract provisions); and
Criteria by which the proposals will be evaluated.

The weight to be accorded each of the evaluation criteria shall be finalized
and set forth in a notarized document prior to the opening of the bids or
proposals.
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4.

Communication with Potential Bidders: All communications with
potential bidders regarding the RFP or the RFQ shall be in writing and
shall be conducted through the Procurement Services Department.
Members of the selection committee (see subsection 4 below) shall not
have direct communication with bidders relating in any manner to the RFP
or the RFQ. A pre-bid conference may be convened by the agency if
deemed to be in its best interest.

5.

Opening and Review of Proposals: A representative of the agency's
Procurement Services Department and one (1) other agency employee
shall administer a sealed bid opening.
A selection committee will be formed to evaluate and score proposals on
the basis of the criteria set forth in the RFP. The committee shall consist
of at least three (3) but no more than ten (10) voting members. The
committee may include a representative of the agency's purchasing
department, who may or may not be a voting member. The voting
members of the committee members shall elect a chairperson from among
the voting members.
Each committee member shall review all bidder proposals in accordance
with the criteria set forth in the RFP. Each committee member will
complete an evaluation sheet which shall list the criteria set forth in the
RFP, provide entry of a numeric score, if desired, and provide space for
additional commentary. Each committee member shall include on his or
her evaluation sheet a brief written explanation of the score assigned by
that member to each of the evaluation criteria. (See, Exhibit D for a
sample evaluation and score sheet.)
Once the committee members have finished their review of the proposals
and completed their evaluation sheets, the committee members shall meet
to discuss their evaluations and to determine which proposer(s) to
recommend for award of the contract(s). The chairperson of the
committee shall collect and maintain the evaluation sheets completed by
the members of the committee. The chairperson of the committee may,
but shall not be required to, complete a spreadsheet setting forth the scores
assigned to each criterion by each committee member and a tally of those
scores.
All proposals, including samples, if any, evaluation and spread sheets, if
any, and the "Recommendation of Award" memorandum (see, subsection
5 below) shall be retained by the Procurement Services Department for at
least three (3) years beyond the date of the last transaction relevant to any
resultant contract award, or until audited, whichever is later.
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6.

Recommendation of Award, Summary Spreadsheet and Narrative
Justification: At the conclusion of the selection process, the chairperson
of the selection committee shall prepare a "Recommendation of Award"
memorandum, explaining in detail the process by which the
recommendation was reached and the basis for the recommendation. The
"Recommendation of Award" memorandum shall be submitted to the Vice
President for Finance and Administration/CFO, who will review the
memorandum and determine whether to recommend the award to the chief
executive officer for approval. Approval of the award shall be made by
the chief executive officer or his/her designee.

7.

Bidding Procedures for the Procurement of Construction Services:
Permission to agency-administer a project must be obtained from the
Connecticut Department of Public Works ("DPW") before CSUS may
award and/or administer any contract for the construction, renovation,
repair, or alteration of any of its facilities. Moreover, any request for
proposals relating to the construction, renovation, repair or alteration of
CSUS facilities must be prepared and issued in accordance with
procedures developed by the DPW, which are posted at:
http://www.ct.gov/dpw/lib/dpw/Agency_Admin_Project Procedures.doc.

8.

Reciprocal Preference:
(a)

Definitions:
(i)
"Nonresident bidder" means a business that is not a resident
of the state that submits a bid in response to an invitation to bid
issued by the agency; and
(ii)
"Resident bidder" means a business that submits a bid in
response to an invitation to bid issued by the agency and that has
paid unemployment taxes or income taxes in this state during the
twelve calendar months immediately preceding submission of such
bid, has a business address in the state, and has affirmatively
claimed such status in the bid submission.

(b)
In the award of a contract, after the original bids have been
received and the original lowest responsible qualified bid has been
identified, the agency shall add a per cent increase to the original bid of a
nonresident bidder equal to the per cent, if any, of the preference given to
such nonresident bidder in the state in which such nonresident bidder
resides. If, after application of such per cent increase, the bidder that
submits the lowest responsible qualified bid is a resident bidder, the state
contracting agency shall award such contract to such resident bidder
provided such resident bidder agrees, in writing, to meet the original
lowest responsible qualified bid. Any such agreement by such resident
9

bidder to meet the original lowest responsible qualified bid shall be made
not later than seventy-two (72) hours after such resident bidder receives
notice from the agency that such resident bidder may be awarded such
contract if such resident bidder agrees to meet the original lowest
responsible qualified bid.
(c)
In determining the lowest responsible bidder, the agency may rely
upon the list published by the State Contracting Standards Board of states
that give preference to in-state bidders and the per cent increase applied in
each state.
L.

Certifications Required in Connection with Contracts with Value of
$50,000.00 or greater

Contractors entering into contracts with a value of $50,000.00 or greater are required to
execute certifications attesting to their compliance with Sections 4a-60(a)(1) and 4a60a(a)(1) of the Connecticut General Statutes. Because these forms are periodically
updated, Procurement Services Department personnel should regularly access the OPM
website to insure that the most current version of the certifications is being utilized. The
OPM website may be accessed at: http://www.ct.gov/opm/cwp/view.asp? a=2982&q=
386038&opmNav_GID=1806.
M.

Required Contract Provisions

All contracts executed by CSUS must currently include provisions regarding choice of
law, the assertion of claims against the state, compliance with nondiscrimination statutes,
compliance with applicable Executive Orders, SEEC compliance, audits, and, if the
contract value is in excess of $500,000.00, whistleblower language. Because such
requirements change from time to time, it is the responsibility of the Procurement
Services Department to maintain a current inventory of clauses required by state and
federal law and regulation, the Governor, and the Attorney General.
In addition, the following provisions must be inserted if required by the subject matter of
the contract:
1.

FERPA: Certain contracts may require the disclosure of identifiable
student information protected by the Family Educational Rights and
Privacy Act ("FERPA"). All such contracts must contain the following
provision:
The Contractor acknowledges that such information is
subject to the Family Educational Rights and Privacy Act
("FERPA") and agrees that it will utilize such information
only to perform the services required by this agreement and
for no other purpose. The Contractor further agrees that it
will not disclose such information to any third party
10

without the prior written consent of the student to whom
such information relates.
2.

GLBA: Other contracts may require the disclosure of personal financial
information protected by the Gramm-Leach-Bliley Act ("GLBA"). All
such contracts must obligate the contractor to comply with the addendum
attached hereto as Exhibit E, and the addendum must be appended to the
contract.

3.

Red Flags Rules: In the event that CSUS engages a service provider to
perform an activity in connection with one or more "covered accounts," the
contract concluded with such provider must contain the language set forth
below. (A "covered account" is an account used mostly for personal,
family or household purposes that involves or is designed to permit
multiple payments or transactions. Covered accounts include credit card
accounts, cell phone accounts, checking accounts and savings accounts. A
covered account is also any other account for which there is a reasonably
foreseeable risk to customers or to the safety and soundness of CSUS from
identity theft, including financial, operational, compliance, reputational or
litigation risks.)
Contractor hereby represents that it has enacted policies
and procedures designed to detect relevant Red Flags, as
defined in 16 CFR 681.2, that may arise in the performance
of the Contractor's activities, and that agrees that it shall
report any such Red Flags detected to ___[CSUS entity]___
and take appropriate steps to prevent or mitigate identity
theft.

4.

Set-Aside Contracting: Sections 4a-60g through 4a-60j of the Connecticut
General Statutes impose certain requirements upon CSUS with regard to
the utilization of small business enterprises (SBE) and minority business
enterprises (MBE). These set-aside programs require that twenty-five
percent (25%) of CSUS’s acquisitions be “set aside” and directed to such
enterprises as have been certified by DAS, provided that all other statutory
and regulatory requirements are met. In addition, twenty-five percent
(25%) of that twenty-five percent (25%) is to be directed specifically to
minority (MBE) owned business enterprises, which include women-owned
business enterprises. The Procurement Services Department must submit
quarterly reports detailing the progress toward meeting these goals.
The Procurement Services Department may change the vendor on any
requisition in order to direct purchases to this program, and may set aside
specific purchases or bids for exclusive participation by SBE and MBE
businesses.
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RFQs and RFPs that are issued expressly for set-aside contracting shall
include the following text:
This request for quotation and any subsequent purchase
order(s) is reserved as a “set-aside” transaction as
outlined in Connecticut General Statutes 4a-60g
through 4a-60j. Vendors bidding must include a copy of
their current certificate as issued by the State of
Connecticut Department of Administrative Services, in
order to be considered for award.
5.

Wage Provisions:

Department of Labor ("DOL")
regulations regarding prevailing wage (see, Exhibit F) require that
all public works projects, irrespective of funding, comply with
prevailing wage regulations if they meet specific dollar thresholds.
Under DOL regulations all public works projects involving new
construction must meet prevailing wage requirements if the total
cost of the project exceeds $400,000.00. For public works projects
involving renovation, remodeling, alteration, or repair of an
existing structure, the dollar limit requiring prevailing wage
compliance is $100,000.00.
The Procurement Services
Department must request from DOL a prevailing wage schedule
for any project that meets the dollar threshold, whether the project
is bid or not. Any RFP for a public works project that meets an
applicable prevailing wage threshold must specify therein that the
project is subject to prevailing wage requirements. The wage
schedule should either be included in the RFP or provided at the
pre-bid conference. Contractors that perform prevailing wage
work for CSUS must submit certified payrolls to the contracting
agency to meet current DOL requirements.

(a)

Prevailing Wage Regulations:

(b)

Payment of Standard Wages: DOL regulations also require that
contractors pay standard wages (defined in C.G.S. §31-57f, as
amended from time to time) for all work performed under service
worker agreements entered into with the State of Connecticut or its
agencies. Covered agreements include food service, property
management, equipment services, and maintenance. Listed wage
rates are minimums to be paid under the statutes.

DOL also requires the payment of standard wages for certain service
workers who are bound by collective bargaining agreements. For further
information or to see whether standard wages are required, please see
Conn. Gen. Stat. §31-57f.
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6.

Income Tax Withholding for Athletes and Entertainers: Connecticut
income tax must be withheld from athletes and entertainers where the
payment to be made exceeds $1,000.00. Such withholding is relevant to
athletes, entertainers and public speakers performing services within
Connecticut and who are not residents of the State of Connecticut. There
are limited exceptions to this requirement, set forth below:
(a)

DRS has granted a request for reduced withholding;

(b)

DRS has granted a request for a waiver of withholding; or

(c)

The designated withholding agent is an educational institution, the
payment is to be made by that institution to a speaker engaged
either as part of a course offered by the institution or as part of an
academic conference, seminar or symposium sponsored by the
institution, and the payment to be made for the engagement is
$5,000.00 or less.

In addition, certain contractors or individuals may be registered directly
with the Department of Revenue Services (“DRS”), and as such, will file
directly with DRS. The Procurement Services Department should contact
DRS directly for further information.
Refer to the following website for the most current withholding
information, instructions, and required forms: http://www.ct.gov/drs/cwp/
view.asp?a=1427&q=265056.
N.

Supporting Documentation
1.

Confirmation of competitive bidding, competitive quotations, or sole
source justification: See, subsections J and K above.

2.

Evidence of Signatory Authority:
(a)

If contractor is a partnership: A certification from a general
partner other than the signatory stating that the general partner
executing the contract has authority to do so;

(b)

If contractor is an LLC: A certification stating that: (i) the LLC is
run by members or managers; (ii) that the signatory is either a
member or manager of the LLC; and (iii)that as such, he or she is
not prohibited or limited by the articles of organization from
binging the LLC;

(c)

If contractor is a corporation:
(i)

A certified copy of the corporate resolution authorizing the
13

signatory to execute contracts on behalf of and bind the
corporation,
(ii)

A certified copy of minutes of the meeting of the board of
directors at which the signatory was authorized to execute
either the contract under review or the particular type of
contract of which the contract under review is an example;
or

(iii)

A certified copy of that section of the corporate by-laws
which authorizes the signatory to execute contracts on
behalf of and bind the corporation, along with certification
that the person signing the contract in fact holds the office
in question.

If the contractor is either an LLC or a corporation, the seal of the entity
should appear on the certification. If the LLC or corporation has no seal,
the "L,S," notation may be used instead, but the certification must
specifically state that the LLC or corporation has no seal. (See, Exhibit G
for sample certifications.)
3.

Nondiscrimination Certifications:
(a)

If an individual: Form A ("Representation by Individual");

(b)

If other than an individual:
(i)

Form B ("Representation by Entity");

(ii)

Form C ("Representation by Entity, For Contracts Valued
at $50,000 or More")

(iii)

Form D ("New Resolution by Entity, For Contracts Valued
at $50,000 or More"); or

(iv)

Form E ("Prior Resolution by Entity, For Contracts Valued
at $50,000 or More").

For the most current information and forms, refer to the website
maintained by the Office of Policy and Management at:
http://www.ct.gov/opm/cwp/view.asp?a=2982&q=390928&opmNav_GID
=1806;
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4.

Gift and Campaign Contribution Certification: This certification must
accompany a State contract with a value of $50,000.00 or more in a
calendar or fiscal year. The completed form is submitted by the contractor
with the executed contract. The form is also used with a multi-year
contract to update the initial certification on an annual basis.

5.

Certification of State Agency Official or Employee Authorized to Execute
Contract: This certification must accompany a contract with a value of
$50,000.00 or more in a calendar or fiscal year. The completed form is
signed at the time the contract is executed by authorized signatory for the
agency.

6.

Consulting Agreement Affidavit: This affidavit must accompany a
contract for the purchase of goods or services with a value of $50,000.00
or more in a calendar or fiscal year. This affidavit is normally submitted
by the contractor to the awarding State agency with its bid or proposal.
However, for a sole source or no bid contract, it is submitted at the time of
contract execution.

7.

Affirmation of Receipt of State Ethics Laws Summary: This affirmation
must accompany a contract with a cost of more than $500,000.00. The
affirmation is normally submitted by the contractor with the bid or
proposal. However, for a sole source or no bid contract, the affirmation is
submitted at the time of contract execution. When applicable, the
affirmation is also used by a subcontractor or consultant of the contractor.
The subcontractor or consultant affirmation is submitted to the contractor,
who then submits it to the agency.

8.

If the
Employee/Independent Contractor Classification Checklist:
contractor is an individual, a test (based on IRS guidelines) must be
conducted by the Project Director to determine whether the contractor
would be considered a common-law employee or an independent
contractor under IRS standards. (See, Exhibit H.) This form must be
provided to the Finance and Administration (or Fiscal Affairs)
Department.
(a)

If it is determined that the contractor would be considered an
employee: The contractor will be paid through the payroll system
and will be subject to federal and state income tax withholdings
and the Banner account being charged for these services will be
liable for fringe benefit expenditures, if applicable. Furthermore, a
copy of a dual employment form, if appropriate, must be sent to
the agency's Payroll and/or Human Resources Department.

(b)

If it is determined that the contractor would be considered an
independent contractor: The contractor will be paid through
15

Accounts Payable by way of the normal processing of vendor
payments.
9.

W-9 Tax ID Verification Form: If applicable.

10.

Dual Employment Request Form: State law provides that no State
employee shall be compensated for services rendered to more than one
State agency during a bi-weekly pay period unless the appointing authority
of each agency certifies that the duties performed are outside the
responsibility of the agency of principal employment and that no conflict
of interest exists between the services being performed. The hours worked
at each agency are to be documented and reviewed to preclude duplicate
payment.
If a contractor is a State employee, a contract cannot be processed without
a completed Dual Employment Request Form (PER-DE-1). (See, Exhibit
I). For purposes of this regulation, each CSUS university is considered a
separate State agency. (Note, however, that ten-month instructional
faculty need not complete a Dual Employment Request Form for
employment through a PSA during the intersession and summer session.)
The form, including a copy of the PSA and related documentation, must
be forwarded to the “Primary Agency” (i.e., the agency of principal
employment for the contractor) for its review and approval. The original
Dual Employment Request Form must be returned to the Finance and
Administration (or Fiscal Affairs) Department along with the original PSA
and supporting information. In addition, contracts for services to be
rendered by state employees must be reviewed and approved by the
Human Resources Department prior to the commencement of services.

11.

O.

Justification for execution of the contract after services have been
provided: If applicable.

Indemnification / Hold Harmless Provisions

A contract may not contain a provision agreement to indemnify or hold harmless the
contractor as such a provision would constitute a waiver of the State's sovereign
immunity. Nor may an agreement establishing internships or clinical affiliations for
university students contain a provision obligating students participating therein to execute
waivers or other documents containing such provisions.
P.

Review and Approval by the Office of the Attorney General

The Office of the Attorney General must review and approve as to form all contracts
executed by CSUS, and all amendments to such contracts, with the exception of:
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(i)

personal service agreements with a value over any given twelve (12)
month period of less than $3,000.00;

(ii)

memoranda of agreement between CSUS and another Connecticut state
agency;

(iii)

any contract set forth on a template approved for use without such
approval by the Office of the Attorney General; and

(iv)

purchase orders written against master contracts; and

(v)

purchase orders which do not contain material terms in addition to, or
which modify, the terms appearing on the preprinted form (i.e., other than
insertion of product identification, quantity, price, shipping, delivery and
payment information).

Payment may not be made pursuant to any such contract until such written approval has
been obtained.
Note: It is not permissible to split a contract in order to avoid the aforementioned
review and approval process.
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IV.

PURCHASE REQUISITIONS

A Purchase Requisition is a document provided to the Procurement Services Department that
describes the goods and/or services requested and identifies the funding available to support the
purchase. A Purchase Requisition does not constitute a contract with any party.
The information required to be included in a Purchase Requisition includes:
•
•
•
•
•
•
•

Identity of requesting department;
Required delivery date;
Suggested vendor(s);
Appropriate Banner funding source (FOAPAL accounting string);
Description of the goods and/or services required, including quantities, if
applicable;
Estimated cost of the goods and/or services;
Supporting documentation (quote, specifications, etc.), if any; and
necessary approval(s).
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V.

PURCHASE ORDERS
A.

Preparation of the Purchase Order

The Purchase Order ("PO") constitutes the vendor’s authority to provide and invoice for
the goods and/or services specified therein. A PO is generated by the Procurement
Services Department on the basis of the information provided in the purchase requisition.
The PO must include the following information:
1.

Name, Address and FEIN of Vendor: The vendor’s name on the PO must
be the same as the name of the company that will invoice the order. The
vendor’s FEIN is required to allow entry of the vendor in the Banner
system.

2.

Description of Product/Service: A description of the type and quantity of
goods and/or the nature of the services being purchased and the dates upon
which they are to be provided.

3.

Delivery Information: The delivery date must be specified. When
applicable, special instructions including location of delivery, time of day
of delivery, and/or special handling instructions should be included.

4.

Price: When price is based on a competitive quotation or bid, reference
should be made to the quotation or bid number. If the order is to be placed
against a master contract, the price, contract award number, and contract
source must be identified. When a Purchase Order is issued against a
contract executed by another state agency (DAS, DOIT, CSUS or CCPG
contract) the following language should be included: “The terms of
(Specify Type) Contract Award # ______ are hereby incorporated by
reference and shall be a part of this order.”

5.

Warranty of Equipment: Although a manufacturer may provide a standard
written warranty, CSUS can seek to negotiate any aspect of the warranty it
determines to be in its best interest, such as the period or extent of the
warranty. If a delay is anticipated in putting purchased equipment into
service, one of two options should be pursued:

6.

•

Scheduling the delivery to coincide with the date the equipment
can be used. This option minimizes the risk of damage in storage
and eliminates questions about the warranty on-site date; or

•

Negotiation of a deferred warranty.

Payment Terms: Payment must be made within forty-five (45) days of
receipt of a validly executed invoice, with the exception of small business
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contractors, which must receive payment no later than thirty (30) days
from receipt of a validly executed invoice.

B.

7.

Free on Board (F.O.B.): Whenever possible, purchase orders should be
clearly marked F.O.B. Destination (not F.O.B. Shipping Point), with
freight either included in the product cost or prepaid and added to the
amount due under the invoice.

8.

Authorized Signature: Authorized personnel are required to sign each PO.
Authority to sign documents is specified per Board of Trustees Resolution
No. BR#07-14).

Standing Orders

The purpose of a standing order is to obviate the need for the issuance of repetitive
purchase orders for those items a department utilizes on a "repeat" basis during its normal
daily or monthly operations.
A standing order should contain the following elements:
•
•
•

C.

Term (start and end dates within the same fiscal year) of the PO stated;
Delivery "as requested by department personnel";
A “not-to-exceed” dollar figure.

Amendment of Purchase Orders

The purpose of a purchase order amendment is to modify the terms and conditions of an existing
purchase order. Changes to an existing purchase order shall be requested via the submission of a
new purchase requisition along with a detailed explanation of the reason for the request,
identifying the number of the original purchase order to be amended. All such amendments must
be completed within ten (10) business days of approval of the requested amendment.
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VI.

PERSONAL SERVICE AGREEMENTS

The Personal Service Agreement ("PSA") (Form CO-802A) is used to contract for the provision
of personal services by independent contractors. The PSA is neither to be utilized in connection
with the hiring of CSUS employees or temporary staff, nor to compensate contractors for work
which has been recognized as belonging to one of the collective bargaining units within CSUS.
Note: See Section VIII below with regard to contracting for certain services having a cost of
less than $3,000.00.
The Personal Service Agreement may require multiple reviews and approvals; therefore,
sufficient lead-time is a critical factor.
A.

Preparation of the PSA

The following instructions refer to the correspondingly-numbered blocks which appear
on Form CO-802A. Refer to the following website for a sample document:
http://www.osc.state.ct.us/agencies/forms/pdf/CO-802a.pdf.
(1)

ORIGINAL or AMENDMENT: Mark as appropriate.

(2)

IDENTIFICATION NO.: Leave this block blank as the number will be
assigned once the PSA has been approved.

(3)

CONTRACTOR NAME, ADDRESS and FEIN/SSN.: Enter the vendor’s name,
address and Federal Employer Identification Number (FEIN) if the contractor
is a business. In accordance with the State Comptroller’s Memorandum 200008, an IRS form W-9 Tax ID Verification form must be provided by the
contractor or on file with CSUS.

(4)

ARE YOU PRESENTLY A STATE OF CONNECTICUT EMPLOYEE?: If the
vendor is presently an employee of the State of Connecticut, check “yes” and
complete a Dual Employment Request form (PER-DE-1). This form must be
executed and attached to the PSA to submitting the PSA to the Office of the
Attorney General for review and approval. (See, Section II.N.10 above for
instructions on completing the Dual Employment Request form.)

(5)

AGENCY NAME AND ADDRESS: Enter the main address for the university
(excluding names of individuals).

(6)

AGENCY NO.: Insert the appropriate agency number. The agency numbers
are as follows:
System Office:
CCSU:
ECSU:

7801 (CORE-CT # CSU83500)
7802 (CORE-CT # CSU84000)
7805 (CORE-CT # CSU85500)
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SCSU:
WCSU:

7804 (CORE-CT # CSU85000)
7803 (CORE-CT # CSU84500)

(7)

DATE (FROM) THROUGH (TO): List the full contract period. Block (23)
also requires the contract period. If services are rendered in one day, repeat
the same date in both the FROM and TO on both blocks (7) and (23). When
stating the contract period, causes of possible postponements should be
considered and the term should include sufficient “grace” days to allow for
such unexpected occurrences. Doing so may obviate the need to prepare an
amended PSA.

(8)

INDICATE MASTER AGREEMENT, CONTRACT AWARD, NEITHER: If the
document is the result of competitive negotiation via the bid process, check
“Contract Award.” Otherwise, check “Neither.”

(9)

CANCELLATION CLAUSE:
Enter the number of days' written notice
required for cancellation of the contract.

(10)

CONTRACTOR AGREES TO: Provide a complete and specific description of
the services that the contractor is to provide. The language must be
sufficiently specific that a third party unfamiliar with the nature of the contract
can understand the services to be provided. If applicable, the contract must
clearly identify who owns the developed product or service after completion
of the PSA. If necessary, the description may continue on additional pages,
but if such additional pages are attached, the following language must appear
in box (10): "Continued on pages ________ which are attached hereto and
incorporated herein." Neither the RFP and the contractor's proposal, or forms
provided by the contractor, should be appended to the PSA. The name and
contact information for any project manager assigned to contract be also in
inserted in box (10).

(11)

PAYMENT TO BE MADE UNDER THE FOLLOWING SCHEDULE UPON
RECEIPT OF PROPERLY EXECUTED AND APPROVED INVOICES:
Insert the amount to be paid the contractor and the schedule upon which
payment is to be made. If possible, payment amounts and scheduling should
be tied to the completion of discrete services or the provision of certain
deliverables. Payment should not be made unless and until the contractor has
satisfactorily performed and a satisfactory invoice has been received.
Typically, payment terms are net forty-five (45) days from receipt of a
properly executed invoice. However, payments to certified small and
minority business enterprises are net thirty (30) days. If the contractor is to be
reimbursed for travel expenses, it must clearly be stated in box (11) that any
such reimbursement will be made only in accordance with the CSUS Travel
Policy.
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If applicable, the statement “May be Subject to Athletes and Entertainers Tax
Withholding” should be included in block 11. (See, Section III.M.6 above.)
(12)-(22) To be completed, if necessary, by the Procurement Services Department.
(23)

CONTRACT PERIOD (FROM/TO): See instructions for box (7) above.

(24)-(30) Leave blank.
(31)

Insert the Banner organization and account numbers to be charged.

(32)-(33) Leave blank.
(34)

STATUTORY AUTHORITY: Enter C.G.S. 10a-151b.

(35)

CONTRACTOR (OWNER OR AUTHORIZED SIGNATURE), TITLE, DATE:
The contractor must sign the PSA, indicate the capacity in which he or she is
signing, and date the PSA. The title should be entered as follows:
Individual:
Partnership:
LLC/LLP:
Corporation:

(36)

(37)

(38)

A contractor who is an individual may either leave the
"Title" section blank or insert the word "contractor";
The signatory should be identified as either a general or
limited partner;
The signatory should be identified as either "Member" or
"Manager";
The signatory should be identified by the title of the office
held at the corporation, such as president, vice president, or
treasurer.

AGENCY (AUTHORIZED OFFICIAL), TITLE, DATE:
The agency's
authorized signatory must sign the PSA and insert his or her title and date
upon which he or she executed the PSA.
OFFICE OF POLICY & MGMT. (OPM)/DEPT. OF ADMIN. SERV., TITLE,
DATE: Leave blank.
ATTORNEY GENERAL (APPROVED AS TO FORM): If required, an
authorized representative of the Office of the Attorney General must review,
approve and sign the PSA, and insert the date upon which the PSA was
signed.

NOTE: Handwritten notations and/or revisions made to the PSA must be initialed by the
authorized signatories of both the contractor and the agency.
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B.

Amendment of the PSA

A Personal Service Agreement may be amended for any of the following reasons:
•
•
•
•
•
•

The scope of the project has changed in minor respects;
Certain terms and conditions of the contract have changed;
The dates of the contract period have changed;
The amount and/or schedule of payments has changed;
The contract end date requires extension;
The contractor is now operating as or under another business entity.

Section (1) of the amended PSA must be marked as an AMENDMENT, the amendment
number must be provided, and revisions must be set forth in the applicable blocks of the
form. The following language should be inserted in block (10): "Except as explicitly
amended herein, all other terms and conditions of the original PSA remain in full force
and effect." The amendment must have attached to it a copies of the original PSA and
all previous amendments.
If the original PSA required the review and approval of the Office of the Attorney
General, the amendment must also be submitted for such review and approval.
NOTE: An amendment to a Personal Service Agreement cannot be processed if the
original contract has expired.
C.

Cancellation of the PSA

If a Personal Service Agreement is to be cancelled, a letter of cancellation, signed by an
authorized signatory, must be sent to the contractor notifying the contractor of the date upon
which the contract will be considered cancelled. A copy of the cancellation letter must be
provided to the Vice President for Finance and Administration (or Fiscal Affairs).
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VII.

DIRECT PAY VOUCHERS AND SERVICES AND HONORARIUM REQUEST
FORMS
Agreements for the engagement of personal or professional services (such as speakers or
performers) the total cost of which will not exceed $3,000.00 (including expenses) over
any twelve-month period may set forth on a Direct Pay Voucher or Service and
Honorarium Request Form.
A.

The Direct Pay Voucher

The Direct Pay Voucher may be used when the following conditions are met:
(i)

The contract period is less than one year;

(ii)

The contract does not qualify as an employer/employee relationship as defined by
State and federal law or does not involve teaching a credit bearing class (Adjunct
Faculty Rules);

(iii)

The contract is not with a state employee; and

(iv)

The contract is not for temporary office assistance.

The following requirements apply to use of the Direct Pay Voucher:
(i)

All expenses for which reimbursement has been requested must be itemized on
the Voucher, and any individual expense for which reimbursement of over $25.00
for which reimbursement is sought must be supported by receipts;

(ii)

If payment is required on a specific day or immediately after an event, this
information must be set forth at the top of the Voucher. (Note: Accounts Payable
should be notified ten (10) business days prior to the date upon which the
payment check is required. It is the responsibility of the requesting department to
notify Accounts Payable if the scheduled event does not occur and to return the
check).

The voucher form must be approved by the authorized budget authority and/or
department head and forwarded to Accounts Payable for payment.
B.

Services and Honorarium Request Forms

The Services and Honorarium Request Form must be processed prior to the engagement.
The department requesting payment must complete the form, which must include the
following information:
(i)

Identity of the service provider (whether a firm or individual);

25

(ii)

Necessary university information (specific for each university);

(iii)

Terms and conditions (i.e., the services to be performed and the amount to be paid
therefor);

(iv)

Acceptance and approvals (approval is required before services are performed);
and

(v)

Signature of the service provider and an authorized university official (if the fee
to be paid is greater than $600.00).

(A sample Service and Honorarium Request Form is appended hereto as Exhibit J.) The
completed form should be submitted to Finance and Administration or Accounts Payable, as
applicable, not fewer than ten (10) business days prior to the date of the engagement.
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VIII. PAYMENT OF AMOUNTS DUE FOR GOODS PROVIDED AND/OR SERVICES
RENDERED
Before a contractor may receive payment for goods provided or services rendered, the
vendor’s invoice and/or a copy of the agreement (whether a purchase order, personal
service agreement, direct pay voucher, or services and honorarium request form), along
with a voucher/disbursement or payment request form (depending upon agency
procedure), must be submitted to the Accounts Payable Department. (A sample
voucher/disbursement form is appended hereto as Exhibit K.) If applicable, a completed
W-9 Tax ID Verification form must also be submitted to the Accounts Payable
Department. The voucher/disbursement request form must be signed by an authorized
signatory as attestation that the goods have been provided and/or the services rendered,
and by an employee authorized to charge the payment against the applicable Banner
account. If payment is made against a PSA, both the contractor's invoice and invoice and
voucher/disbursement request form should contain the PSA number.
If a contractor provides services that are no cost to CSUS (CSUS pays no fees), travel
expenses may be reimbursed to the contractor. Reimbursement may be made via PSA or
Direct Pay Voucher with original receipts attached.
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IX.

REVIEW AND REVISION OF THIS MANUAL
This manual will be reviewed and revised as necessary to conform to updated information
or regulatory changes. Any suggested changes should be submitted through appropriate
channels for consideration and possible recommendation. Recommended changes will be
forwarded to CSUS Management for approval and implementation.
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Appendix I
CSU System IT Purchasing Protocol
Background: Pursuant to Section 10a-89e of the Connecticut General Statutes, the Connecticut State
University System has consolidated some purchasing for the System at the System Office, primarily
purchasing of common software products. With the recent adoption by the Board of Trustees of the
CSUS Strategic Plan for Information Technology, the Board has provided that additional purchasing
opportunities be centralized. Specifically, Section VIII of the Plan establishes the following objectives:
1. To take advantage of economies of scale, purchase all software licenses and hardware through State
contract, a higher-education purchasing consortium, a Systemwide negotiation or a Systemwide
competitive process, as appropriate.
2. Establish and implement protocols for sharing information about desired purchases and actual purchase
prices.
3. Establish and implement protocols for reporting all IT purchases.
4. Purchase all IT hardware, software, and consulting services, that are required by statute to be
competitively bid (currently in excess of $10,000), through centralized purchasing at the System Office,
unless otherwise authorized by the Chancellor.
The implementation of these objectives will be approached in phases, with the goal of full implementation
by FY 2005.
Phase I – Effective Immediately
Objective 1: Continue to follow the existing purchasing process, if it complies with the policy set out in
Objective 1 quoted above. If not, begin immediately to use any of the four methods indicated, with the
exceptions noted below.
Objective 2: Each Vice President for Finance and Administration, or his/her designee, should send an email to System Office IT, with copies to each university CIO, indicating desired IT purchases (including
product name and product category), as soon as an IT purchase is proposed. (This distribution will enable
System Office IT to determine if the hardware, software or service has already been purchased (e.g., with
a Systemwide license, or at another university with possible contract extension to sister universities.))
For the second part of Objective 2, see below.
Objective 3: Prior to the second Monday of each month, university purchasing departments will report by
e-mail all IT purchases as defined below to System Office IT and System Office Purchasing with copies
to each university CIO, via a completed form (copy attached) reporting the following information for all
IT purchases made at the university during the prior calendar month:
·
·
·
·
·
·
·

purchaser,
vendor,
name of the product,
category of the product (hardware, software, services),
the one time cost of the product,
the fund source used (operating or bond funds) to purchase the product, and
the on-going annual cost of the product.
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(This reporting is necessary at this time in order to prepare for centralized purchasing, and to assist in
determining the number and complexity of the IT purchases made at the universities. Note that “IT
purchases” do not encompass only those purchases made by the IT department at each university; rather,
they refer to purchase of a specific set of commodities/services, which are enumerated below.)
Objective 4: Centralized purchasing of all IT purchases required to be competitively bid will not be
implemented for all purchases at this time.
During this phase, the Chancellor will determine on a case-by-case basis whether to authorize the
universities to self-administer any IT purchase (as defined below) greater than $10,000, pursuant to the
following processes. Note that the Chancellor may reject, in whole or in part, any proposed purchase
greater than $10,000.
Additional process for IT purchases between $10,001 and $50,000: The request to purchase the
commodity/service must be e-mailed to System Office Purchasing at least seven (7) business days prior to
the time it is intended that a request for quotation go to bidders. The request should include the following
information:
·
·
·
·
·
·
·
·

the potential vendors,
name of the product,
reason for purchase,
category of product (hardware, software, services),
name of person responsible for the purchase,
the Systemwide or university strategic objective to which the purchase relates,
a copy of the specifications to be sent to the bidders, and
the fund source (operating or bond funds) to be used to purchase the product.

Based on this information, as well as any other follow-up information deemed necessary, the Chancellor
will determine if the proposed purchase should proceed, and whether university purchasing or System
Office Purchasing will manage the purchasing activity. It may be determined that the purchase in
question should be expanded to be Systemwide in nature. If the purchase authority is given to the
university, the university at the request of the System Office will include a System Office representative
on the evaluation team.
Additional process for purchases over $50,000: The request to purchase the commodity/service must be emailed to System Office Purchasing at least 10 business days prior to the time it is intended that an RFP
be issued. The request should include the following information:
·
·
·
·
·
·
·

the potential vendors,
name of the product,
reason for purchase,
category of product (hardware, software, services),
name of person responsible for the purchase,
the fund source (operating or bond funds) to be used to purchase the product,
the Systemwide or university strategic objective to which the purchase relates, and a copy of
the draft RFP.

Based on this information, as well as any other follow-up information deemed necessary, the Chancellor
will determine if the proposed purchase should proceed, and whether university purchasing or System
Office Purchasing will manage the purchasing activity. It may be determined that the purchase in
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question should be expanded to be Systemwide in nature. If the purchase authority is given to the
university, the university will include a System Office representative on the evaluation team.
Luminis and Vista purchases will be managed by System Office Purchasing.
Commodities/services to be reported: The following is a listing of the commodities/services purchases
that are subject to the above processes. Note that the purchase may or may not originate in the IT
department.
713140
721115
721145
721140
751100
751105
751110
752100
752105
752110
752115
753100
753105
761100
761105
762100
773140
781105
784400
784401
784402
784501
784601
784602
784603
784604
784605

Electronic Media
Consulting Services
Professional Services – Other (IT Related)
Non-professional Services – Other (IT Related)
Hardware Purchases under $1,000 (IT)
Equipment Rentals (IT)
Hardware Maintenance (IT)
Software Licenses
Software Maintenance
Software Support
Software Purchases
Data Processing Services
Data Processing Service Bureau
Telecom Equipment Purchase under $1,000
Telecom Network Services
Telecom Software
Operating Leases (IT)
Equipment Leases (IT)
Information Systems Equipment
Computer Equipment
Software
Education Equipment
Telecom Data Equipment
Telecom Video Equipment
Telecom Voice Equipment
Telecom Infrastructure
Telecom Computer Equipment

Responsibilities: The university Vice President for Finance and Administration, or his/her designee, is
responsible for generation of the monthly report of all purchases, and for requesting purchasing authority
for items in excess of $10,000.
Activation: This procedure will be effective immediately.

Phase II – Currently Effective
Objective 1: Same as Phase I.
Objective 2: Same as Phase I.
Objective 3: Same as Phase I.
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Objective 4: Same as Phase I with the following exception:
Process for purchases over $50,000: The request to purchase the commodity/service must be e-mailed to
System Office Purchasing at least ten (10) business days prior to the time it is intended that an RFP be
issued. The request should include the following information:
·
·
·
·
·
·
·

the potential vendors,
name of the product,
reason for purchase,
category of product (hardware, software, services),
name of person responsible for the purchase,
the fund source (operating or bond funds) to be used to purchase the product,
the Systemwide or university strategic objective to which the purchase relates, and a copy of
the draft RFP.

Based on this information, as well as any other follow-up information deemed necessary, the Chancellor
will determine if the proposed purchase should proceed. If so, Systemwide Purchasing will manage the
purchasing activity.
Responsibilities: The university Vice President for Finance and Administration, or his/her designee, is
responsible for generation of the monthly report of all purchases, for requesting purchasing authority for
items in excess of $10,000, and for requesting the purchase of items in excess of $50,000.
Activation: This procedure will be effective upon notification by the Chancellor, when System Office
Purchasing is capable of handling the load.

Phase III – Effective at a time to be determined.
Objective 1: Same as Phase I.
Objective 2: Same as Phase I.
Objective 3: Same as Phase I.
Objective 4: Same as Phase II, with the following exception:
During this phase, any IT purchase (as defined above) greater than $10,000 will be managed by System
Office Purchasing. Note that the Chancellor may reject, in whole or in part, any proposed purchase
greater than $10,000.
Process for IT purchases between $10,001 and $50,000: The request to purchase the commodity/service
must be e-mailed to System Office Purchasing at least 7 business days prior to the time it is intended that
a request for quotation go to bidders. The request should include the following information:
·
·
·
·
·

the potential vendors,
name of the product,
reason for purchase,
category of product (hardware, software, services),
name of person responsible for the purchase,
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·
·
·

the fund source (operating or bond funds) to be used to purchase the product,
the Systemwide or university strategic objective to which the purchase relates, and
a copy of the specifications to be sent to the bidders.

Based on this information, as well as any other follow-up information deemed necessary, the Chancellor
will determine if the proposed purchase should proceed. If so, Systemwide Purchasing will manage the
purchasing activity.
Responsibilities: The university Vice President for Finance and Administration, or his/her designee, is
responsible for generation of the monthly report of all purchases, and for requesting the purchase of items
in excess of $10,000.
Activation: This procedure will be effective upon notification by the Chancellor, when System Office
Purchasing is capable of handling the load.
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Appendix II
Connecticut Health and Educational Facilities Authority (CHEFA) Procedures
1.

Procedures for the Funding of Agency Administered Capital Projects
through CHEFA

Each CSUS university must adhere to guidelines and procedures issued by DPW (refer to “Department of
Public Works Agency Administered Project Procedures”.) In addition to DPW guidelines the following
procedures also apply to specific agency administrated projects funded through CHEFA.
•

Project must be included on approved list of CHEFA funded capital projects.

•

Campus must receive permission from DPW to agency administer the project.
•

The following documents must be forwarded to the CSUS Director of Capital Budgeting:
a. a letter requesting that permission be sought from the Commissioner of Public Works
to agency administer the proposed project
b. a completed DPW Supplement to OPM B-100 Form describing the proposed project,
signed and dated by the applicable University President or designee.

2.

•

The CSUS Director of Capital Budgeting will submit a formal request to the
Commissioner of Public Works.

•

The Commissioner of Public Works (or designee) will review the request and send
response to University President.

•

Once permission is received for a project not requiring the contracting of a design
consultant by the Department of Public Works, the university may initiate the bidding or
vendor quotation process.

Project Number Assignment

All CHEFA funded projects will be assigned a project number with a prefix of “CF” (CHEFA Funded)
rather than “BI” (Bond Issue) to differentiate between CHEFA funded and State bond fund projects.
3.

Design Process

The following process must be followed for any agency-administered project requiring the contracting of
a design consultant by the Department of Public Works:
•

Before signing off on a design contract, DPW will provide to the CSUS Director of Capital
Budgeting
a)

A copy of the draft design contract which includes:
total contract design amount,
estimated construction cost, and
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project scope

•

b)

A detailed project budget, including, but not limited to:
A/E fee (by contract),
estimated construction cost, and
contingency

c)

A “Funding Sign Off” form which requests that the CSUS Director of Capital Budgeting
signify whether or not funds are available for design of this project

The CSUS Director of Capital Budgeting and the CSUS Assistant Vice Chancellor for Planning and
Technical Services will confer with the appropriate campus designee and will sign a “Funding Sign
Off” form or issue a letter to DPW indicating that:
a)
b)
c)

funds are sufficient,
the project scope is correct, and
the design contract may be awarded

•

All requests for payment must be submitted to the CSUS Director of Capital Budgeting for payment
through CHEFA.

•

A copy of designs and specifications, including updated cost estimates, must be submitted to CSUS’s
Assistant Vice Chancellor for Planning and Technical Services at the same time they are transmitted
to the appropriate university.

•

All requests for changes in project scope and amendments to A/E contracts will be submitted to the
CSUS Assistant Vice Chancellor for Planning and Technical Services.

4.
•

a)

The CSUS Assistant Vice Chancellor for Planning and Technical Services will confer
with the appropriate university designee to determine if amendment is warranted.

b)

The CSUS Assistant Vice Chancellor for Planning and Technical Services will confer
with the CSUS Director of Capital Budgeting to determine availability of funding.

Submittal of Bid Results or Vendor Quotations
Following receipt of bids or vendor quotations, where applicable, a letter must be sent to the CSUS
Director of Capital Budgeting which includes:
a)
b)
c)
d)

name of project,
date that bid or quotation was received,
copy of bid tab sheet or submitted quotation,
name of accepted low bidder and amount of accepted low bid or, where applicable, the
name of vendor and quotation amount
o If lowest bid is not accepted, include a brief explanation as to why the low bid
was rejected
e)
if applicable, include list of supplemental bid(s), and a description of
base bid and supplemental bid(s)
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f)

g)

indicate whether or not the scope of work covered by this bid or vendor quotation will
complete the project. If not, indicate how many additional “phases” of bids or vendor
quotations are necessary to complete the project.
the university may also include a “Funding Sign Off” form which identifies the amount
of funds needed to finance the bid or quotation and includes a signature line for the CSUS
Director of Capital Budgeting to indicate the availability of funds.

•

The CSUS Director of Capital Budgeting will review the letter and determine if funding is available
to award a contract. If funds are available and paperwork is in order, the CSUS Director of Capital
Budgeting will send a letter to the university indicating that funds are available and a contract may be
awarded.
o In instances where a “Funding Sign Off” form is submitted along with bidding or
vendor quotation documentation, the CSUS Director of Capital Budgeting may,
in lieu of issuing a letter to the university, sign and date the “Funding Sign Off”
form and return a faxed copy to the university as indication that funds are
available and a contract may be awarded.

•

If the total project cost exceeds the estimated cost reflected on the letter issued by the Commissioner
of Public Works (or designee) granting permission to the agency to administer the project, a revised
DPW supplement to OPM B-100 Form reflecting the updated project budget must be forwarded to the
CSUS Director of Capital Budgeting, who will submit a formal request to the Department of Public
Works to agency administer the project at the increased project cost.

•

No contract for construction may be awarded until a revised permission letter to agency administer
the project is issued by the Commissioner of Public Works. (or designee).

•

Once the contract is awarded, a copy of the PO should be sent to the CSUS Director of Capital
Budgeting

5.

Processing Payments

All payments will be made through CHEFA.
•

In order to process payments, the following must be sent to the CSUS Director of Capital Budgeting:
a) A letter requesting payment of invoice(s) which includes:
name of project and assigned project number
total contract amount
total amount paid to date
total amount to be paid at this time
invoice or requisition number
method of payment preferred and relevant payment instructions:
o

If by check
 indicate to whom check should be made out
 indicate address where check should be sent

o

If by wire transfer
 indicate wire transfer instructions including bank name, account name,
account number and routing number.
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b) Indicate whether or not this is a final payment for the project or if additional payments will be
forthcoming
c) Attach a copy of the invoice
o Include signature of the university representative indicating approval to pay
invoice
o Invoice date and amount must be highlighted
o In lieu of an invoice, a copy of AIA documents G702 and G703 (Application and
Certificate for Payment), if applicable, as well as copies of all change orders
from contractor may be attached
•

If all is in order, the CSUS Director of Capital Budgeting will send the invoice or alternate
documentation to CHEFA requesting payment be made. A copy will be sent to the university.

•

CHEFA usually will make payment within two (2) weeks of receipt of invoice if by check, or within
five (5) days of receipt of invoice if by wire transfer.

6.

Processing Change Order Requests

All payments will be made through CHEFA; however, CHEFA has indicated it may not accept all change
orders. The CSUS Assistant Vice Chancellor for Planning and Technical Services must approve all
change orders.
Whenever the university receives a change order request (both those that are agency requested and those
resulting from field conditions), they must send it to the CSUS Assistant Vice Chancellor for Planning
and Technical Services along with the following:
•

A letter providing justification for and scope of the requested change order. A “Change
Order Funding Request” form may be submitted in lieu of a letter, provided it includes
justification and scope of the requested change, the price of the change order, and a
signature line for the CSUS Director of Capital Budgeting to indicate the availability of
funds.

•

An updated “issue log” which provides a list of all previously approved change order
requests and pending field office files.

The CSUS Vice Chancellor for Planning and Technical Services will review the change order request to
determine whether or not the requested change is necessary for completion of the project and consult with
the CSUS Director of Capital Budgeting to ensure funding availability. The CSUS Director of Capital
Budgeting will indicate to the university whether or not funds are available to cover the requested change
order.
The payment of change orders shall follow the same procedures as delineated in section 5 (“Processing
Payments”) of these procedures.
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7.

Close Out of Projects

DPW will send to the Assistant Vice Chancellor for Planning and Technical Services
a)
b)

A letter indicating the project is complete, and
A diskette and copies of As-Built drawings
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Appendix III
Department of Public Works Agency Administered Project Procedures
Before an agency may administer and/or award a contract for construction, renovations, repairs or
alterations to any State facility, permission must be received from the Department of Public Works
(DPW) in accordance with C.G.S. Sec. 4b-52.
State Agencies may be granted permission by DPW to administer projects based on the following
construction costs:
a) Constituent Units of Higher Education (except UConn) <= $2,000,000
b) Dept. of Environmental Protection
>$500,000 but <=$1,000,000
c) All Other State Agencies
<= $500,000
Permission of DPW is not needed to administer projects based on the following construction costs:
a)
b)
c)
d)
e)

Constituent Units of Higher Education (except UConn)
Judicial Department
Dept. of Environmental Protection
Legislative Management
University of Connecticut

<=$100,000
<= $100,000.
<= $500,000
Any
Any

Note: It is understood that all applicable State statutes, rules, regulations and codes will be
adhered to in administering all projects. CT State University System procurement rules govern
any procurement activities not governed by DPW Guidelines and Procedures for Agency
Administered Projects under CGS 4b-52 or consultants selected under C.G.S. 4b-55 through 4b-59.
Before DPW/Special Projects Unit gives permission for an Agency to administer their own construction
projects, per the above noted construction cost limits, one of the following two procedures is required:
•

A DPW Supplement to OPM B-100 form must be filled out and submitted by the Agency's
Representative for all projects that exceed $50,000. In the case of CSUS, said original form must be
signed by the University President or designee and submitted to the CSUS Director of Capitol
Budgeting. The CSUS Director of Capitol Budgeting will review the request to determine the
availability of funding and submit to DPW a formal request for the university to administer the
project. The request will be submitted to the DPW’s CSUS Team Supervising Project Manager or
Administrator of Client Teams.

•

Projects less than $50,000 only require a letter, signed by the University's representative and
submitted to the CSUS Director of Capitol Budgeting, who will submit to DPW a formal request for
approval for an agency administered project (See Appendix B)
•

A copy of the B-100 form or the above noted project request letter shall be submitted to
DPW’s CSUS Supervising Project Manager.

•

The DPW/Supplement OPM B-100 form must, at minimum, have the following blocks
filled out in order to be considered for review and approval:
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Section A:
Block No. 1
Block No. 2
Block No. 3
Blocks No. 8 & 9
Block No. 10b.

Project No.
Project Title
Date Initiated
Bond Act & Section and Other Funding Sources
Agency Admin Project Budget Item

Section D:
Project Request/Approval
(If design services are required by DPW - Yes/No)
Agency Head's Signature and Date

1.

•

DPW will evaluate: a) The documentation; b) The project's complexity; and, c) The
agency's abilities. If in agreement, DPW will sign the B-100 form or agency's Project
Request letter and it will be returned to the CSUS Director of Capital Budgeting, granting
permission to administer the project(s), with a copy to DPW's CSUS Team.

•

When professional design services are requested, DPW's CSUS Team will provide the
design selection via an appropriate process.

•

DPW’s CSUS team will authorize the design professional to initiate the design as soon as
the requesting agency provides for the allotment of fees to DPW.

•

Upon completion of the plans and specifications, the agency will obtain bids as outlined
in the following "Bidding Procedures".

Bidding Procedures

•

All bidders must receive the same information to assure that they are bidding on the same quantities
and design documents.

•

The date and time of bid opening must be clearly specified on the Invitation to Bid Form.

•

Bids must be opened in a public setting, with at least one (1) witness present.

•

A Bid Bond in the amount of 10% of the bid price must be submitted for projects in excess of
$50,000.

•

All bids received after the specified date and time shall be returned to the vendor unopened.

•

The Invitation to Bid Form must state that the contractor is required to hold his bid price for sixty (60)
days. In the event that the contract award is delayed beyond the sixty (60)-day period, the agency
must obtain written confirmation from the contractor extending his bid.

•

Minority & Small Business Set-Aside Program - All State Agencies that request to administer
construction projects must comply with the following:
a.

Apart from the exceptions shown below, construction contracts valued up to $500,000
shall be offered only to contractors that are registered with the Department of
Administrative Services’ Minority & Small Business Set-Aside Program.
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b.

At least two (2) bids must be received before a contract can be awarded. If, after a good
faith effort to reach a sufficient number of potential set-aside bidders, only one bid is
received, the agency may: (1) re-bid the project, including non-set-aside contractors, or
(2) request a waiver of the re-bid from DPW. A waiver may be granted based on a
demonstration of a good effort to reach a sufficient number of potential set-aside bidders
and/or extraordinary circumstances relating to the project.

c.

A minimum of 6.25 percent (6.25%) of each contract awarded to a Small Business
Enterprise shall be reserved for Minority Business Enterprises (MBE). NOTE: Minority
Business Enterprises include Women-Owned Business Enterprises.

Exceptions:

•

a.

If a project involves a specialty trade, for which no registered certified set-aside
contractor qualifies for submission of a bid, then the agency's contract compliance officer
may approve the award of a contract to a non-set-aside contractor;

b.

If a project involves a specialty trade, for which no certified set-aside contractor qualifies
for subcontractor status, then the agency's contract compliance officer may approve the
award of the contract without the 6.25% MBE requirement;

c.

If the contractor performs more than ninety-three and three quarter’s percent (93.75%) of
the work then the agency's contact compliance officer may waive the 6.25% MBE
requirement;

d.

Other extraordinary conditions authorized by the agency's contract compliance officer or
other authorized official, with justification provided to DPW will be considered on a
case-by-case basis;

e.

If a construction project is awarded to a DAS/On-Call service contractor,

Formal Advertisement of Bid Notices in local newspapers – C.G.S. 4b-91 requires that any project
estimated to cost more than $500,000, must be advertised in one or more newspapers with statewide
circulation. Projects less than $500,000 do not require formal advertisement and each agency's
commissioner has the authority to set the dollar limit for their formal bid ad requirements. The goal is
to obtain a minimum of three (3) competitive bids.
o

Standard Bid Documents - The following documents must be included in bid packages
sent to all potential bidders, for projects less than $500,000:
a.

Bid Form: Invitation to Bid Proposal Form
(for projects less than $100,000, the STO-93 Standard Quote Form may be
utilized)

b.

Instructions to Bidders and Conditions of Bid
(NOTE: MBE requirements should be part of Instructions to Bidders)

c.

Standard General Conditions

d.

Certificate of Insurance Form
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•

e.

Standard Bid Bond (For projects in excess of $50,000)

f.

Specifications/Contract Drawings

g.

Prevailing Wage Certifications Form (For projects in excess of $100,000)

h.

Prevailing Wage Scale (For projects in excess of $100,000)

i.

Contractor’s Minority Business Enterprises Utilization Form
(For projects in excess of $500,000)

Prevailing Wage Rates - Section 32-53 of the C.G.S. requires contractors to pay prevailing wages as
published by the State Labor Commissioner for projects with the following construction costs:
a.
b.

New Construction - greater than $400,000
Renovation projects - greater than $100,000

Projects costing less than the above amounts are not subject to the provisions of this statute. It is the
responsibility of the agency administering the project to obtain prevailing wage rates from the State
Department of Labor. Agencies can request wage rates through the Labor Department's web site
(http://www.ctdol.state.ctus/wgwkstnd/prevwgfm.htm).
•

Certificate of Insurance/Bonds
Contractors for all projects involving labor and material must submit to the administering agency a
certificate of insurance form covering Public Liability and Workers' Compensation, as well as surety
bonds covering performance, labor and materials prior to the commencement of work. Surety bonds
for labor and materials are not required for projects costing less than $50,000.
The administering agency is responsible for keeping a record of the bonds and for contacting the
surety company to release the bonds upon 100% completion of the project.

2.

Construction Phase
•

Approvals/Certificates

Section 29-252a of the C.G.S. requires all State agencies to comply with the State Building Code.
DPW can perform code reviews on drawings if an agency does not have adequate staff to perform
them.
Agencies are responsible for obtaining all applicable permits and approvals from the State Building
Inspector, Fire Marshal (where required), Department of Health Services and Department of
Environmental Protection.
•

Contractors Invoices

Agencies are responsible for the review and approval of contractors’ monthly invoices.
•

Change Orders
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In cases where additional work must be initiated, the agency must forward the following to the
DPW/Special Projects Unit (only if the Change Order exceeds $10,000):
a.

One (1) copy of the Change Order Request

b.

One (1) copy of the contractor's proposal

All funding requests for change orders will be dealt with on a case-by-case basis and will require the
above information. Funds for the individual change order will be transferred in accordance with
Transfer Invoice Procedures.
•

Project Completion

Upon completion of projects in excess of $50,000, the administering agency shall submit to
DPW/Special Projects Unit a "Certificate of Compliance" form, signed by the agency's authorized
representative, with a copy to the State Building Inspector’s office (see attached sample). The agency
should contact the contractor's surety company to authorize the release of the performance, labor and
material bonds.
The Department of Public Works reserves the right to inspect the project and to audit all project
records relating to design, bidding, construction or payments.
3.

Emergency Projects
Section 4b-52(c) of the Connecticut General Statutes authorizes the Commissioner of the Department
of Public Works to declare that an emergency exists to restore or repair a State facility when the
public safety or the proper conduct of essential State government operations are adversely affected by
fire or other disaster and the estimated cost of repairs is less than $500,000. If the estimated cost of
repairs is greater than $500,000 the written consent of the Governor must be obtained to declare that
an emergency condition exists.
NOTE
The Agency's Authorized Representative is authorized by DPW to perform emergency
building repairs (e.g., repair a steam line, roof leak) up to $7,500 without DPW's approval. The
DPW/Special Projects Unit requires a quarterly report on all emergency repairs performed by an
agency that were under the $7,500 limit, with a copy of the report to be given to DPW Client Team’s
Supervising Project Manager). In the event of an emergency in excess of the $7,500 limit, the agency
must contact the DPW/Special Projects Unit immediately.

4.

Transfer Invoice Procedures
As bids are received for each of the listed projects, the agency shall submit the bids and all supporting
documents to the DPW/Special Projects Unit for review.
Projects in excess of $50,000 must be submitted on an individual basis.
Projects less than $50,000 should be submitted in groups.
No work can begin until the PO is issued through the Office of the State Comptroller and all bonds
and certificates of insurance are in place. For general obligation bond funded capital projects, upon
Bond Commission approval, DPW Project Accounting will request allotment of funds. Upon
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approval and posting of bond funds, the DPW/Special Projects Unit will give the agency permission
to award and administer the project or group of projects.
The client agency shall accept DPW's Transfer Invoice and process such invoice through the
appropriate client agency account established to accept funds transferred for agency administered
projects.
DPW’s Transfer Invoices shall be in the amount of the construction bid only. Funds for change
orders will be provided on a case-by case basis from an agency’s “as needed” bond funds.
The agency is responsible for the processing of all payments on the project through the agency's
business and payment processing procedures.
All agencies requesting Transfer Invoices for project funds from DPW are required to submit to DPW
a bid tab form showing the names of all contractors invited to bid and all responses received from
those contractors. The agency's contract compliance officer shall include any waiver authorizations
to the bid tab memo.
5.

Compliance with P.A. 01-7
•

Completion/Status Reports

Sec. 18 of Public Act 01-7 requires that the Chief Administrative Officer of each agency that manages
agency-administered construction projects in excess of $10,000 must file a report with the Secretary
of the State Bond Commission no later than ninety (90) days following completion of the project.
Completion is defined as the receipt of a Certificate of Occupancy or upon final payment to the
contractor. This report must include the final cost of the project, the amount and reason for any funds
to be held in retainage and the amount of unexpended bond funds, if any.
All agencies receiving transfer invoices and permission to administer bond fund projects from DPW
must provide the following to the DPW/Special Projects Unit by the end of each quarter of the fiscal
year:
a.

A Transfer Invoice listing all balances of any unexpended bond funds that remain from
completed projects.
The transfer invoice must reference the Project Number, Title, and the DPW-PR-1 # from
the description field on the original Transfer Invoice.

b.

A status report on each project for which funds were transferred. This report must
include the percentage of project completion, an estimated date by which the project will
be completed, and the final cost and final payment date of any projects completed during
the quarter.
To facilitate reporting, DPW will provide an electronic spreadsheet listing all open
projects for which funds were transferred and for which permission to administer was
granted.

DPW will report all unexpended bond fund balances to the Secretary of the State Bond Commission
for possible reuse or referral to the General Assembly as determined by the Secretary.
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•

Annual Reports

Each Chief Administrative Officer must file electronically an annual report summarizing the projects
completed and the status of the bond funds allotted for each project. This report must be filed with
the Co-chairs of the Finance, Revenue and Bonding Committee on or before January 1st of each year.
A copy of this report must be provided to the Secretary of the State Bond Commission and the
Commissioner of the Department of Public Works.

6.

DAS On-Call Trade Contractor Services
Contract Award No. 07PSX0357 (Expires March 31, 2013)
When utilizing DAS/On-Call Trade Contractor Services, the Department of Public Works shall
require the following:
a.

For projects in excess of $10,000, agencies must submit the same request letter to DPW,
as for projects less than $50,000.

b.

Projects that are awarded and less than $10,000 shall be documented on a spreadsheet
and submitted to DPW with the agency's construction status report by January 30th and
June 30th of each year.

c.

If a project involves the use of multiple contractors, the total value of the POs cannot
exceed $95,000.

d.

Attached list for DAS/On-Call Trade Contractors includes 20 separate trades contract
services (Exhibit AA).

e.

If a Trade Service is not included in said contract, upon request to DAS, a supplement to
the existing contract may be added to include a new Trade Service.

f.

If an agency is administering multiple renovation projects within the same building or
buildings (campus-type facility), and the required renovations are within the same time
frame, an agency shall not issue construction POs to DAS/On-Call trade contractors that
exceed a total amount of $95,000. If initial construction estimates are in excess of
$95,000, the projects(s) shall be bid out through the informal bid process.

(NOTE: DPW can assist agencies in developing plans and specifications. DPW will require a fee
for said services.)
g.

POs that are awarded to DAS/On-Call trade contractors shall be on a “Not to Exceed”
dollar amount vs. a lump sum price. Hourly rates and material mark-ups shall be paid in
accordance with the DAS/On-Call Trade Services contract.

h.

Per said DAS contract, the use of sub-contractors is prohibited unless authorized in
writing by the DAS/Procurement Services Unit.

Agencies shall use discretion to ensure that no single vendor(s) is/are continually awarded Purchase
Orders from either the DAS/On-Call Trade Services Contract or through the Informal Bidding
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process. All efforts shall be made by an agency’s facility managers to identify and notify qualified
contractors and sub-contractors for performing agency-administered projects.
7.

Prequalification of Contractors
The DAS Contractor Prequalification Program (C.G.S. 4a-100) requires all contractors to prequalify
before they may bid on any construction, alteration, remodeling, repair or demolition of any public
building, for work by the State or a municipality, estimated to cost more than $500,000 and which is
funded in whole or in part with State funds.
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IExhibit A

Connecticut State University System
RESOLUTION #96-28
concerning
CSU PROCEDURES FOR PURCHASING,
PERSONAL SERVICE AGREEMENTS & HONORARIA,
AND TRAVEL
May 3,1996
WHEREAS, Board resolution 92-101 and 92-102 approved the administrative procedures regarding purchasing, travel
requests and expenses, personal service agreements and honoraria, and equipment inventory and disposition of surplus
property as authorized under Public Act No. 91-256, and
WHEREAS, Board policy allows Ithat these procedures may be amended from time to time with the approval of the
Board of Trustees, and
WHEREAS, These procedures are being updated by the CSlJ Business Services Committee to reflect current business
practices and were distributed to interested parties, both internally and externally, for review and comments, therefore be
it
RESOLVED, That Board Resolutions 92-18, 92-19, 92-101, and 92-102 are rescinded, and be it further
RESOLVED, That the attached amendments to the procedures regarding purchasing, personal service agreements and
honoraria, travel, and equipment inventory and disposition of surplus property are adopted, and be it further
RESOLVED, That henceforth the President of the Connecticut State University System is authorized to approve such
amendments to such policies as may be necessary from time to time.
A Certified True Copy:

Lawrence D. McHugh
Chairman
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Addendum to BR#96-28 July 20, 1999

CONNECTICUT STATE UNNERSITY SYSTEM
PURCHASING PROCEDURES

The purpose of this document is to provide procedures to implement the provisions of C.G.S. 1Oa-151 b
regarding the purchase of all commodities, equipment, public safety and emergency vehicles and equipment,
contractual services, printing, publishing, microfilming and lease of personal property.
1. Authority
a)

The Chief Executive Officer of the Connecticut State University system, the President of each
state university, or their respective designees shall have the authority to purchase goods and
services or lease personal property in accordance with policies adopted by the Board of Trustees
for the Connecticut State University system.

b)

Where the Department of Administrative Services has executed a State contract for the purchase
of such goods and services, purchases may be made from contract vendors in accordance with
terms and conditions of the contracts, provided that the use of a state contract is in the best
interest of the university.

2. Bidding
a)

Competitive bidding or competitive negotiation is not required for individual purchases often
thousand dollars ($10,000) or less, or such other amount as set by statute. No purchase will he
divided or sub-divided for the purpose of bringing such purchase within the limit prescribed.
Each university's Director of Purchasing may solicit competitive bids if they believe it to be in the
best interest ofthe university.

b)

Purchases exceeding ten thousand dollars ($10,000) but less than or equal to fifty thousand
dollars ($50,000) shall be made in the open market, but shall be b~ed on at least three
competitive bids or proposals whenever possible, except for non-competitive (sole source)
commodities or in the case of a bona fide emergency. Such competitive bids or proposals shall
be solicited by sending notice to prospective suppliers and by posting notice on a public bulletin
board. Notice may be sent via telephone, facsimile, or other appropriate means. Such notice
shall contain a notice of state contract requirements pursuant to e.G.S. 4a-60. Each bid or
proposal shall be kept sealed until opened publicly at the time stated in the notice soliciting the
bid or proposal.

c)

Competitive bids on all purchases exceeding fifty thousand dollars ($50,000) shall be solicited by
public notice inserted at least once in two or more publications, at least one of which shall be a
major daily newspaper published in the state, and shall be posted on the Internet, at least five
calendar days prior to the closing date for bid or proposal submissions. A minimum of three (3)
competitive bids or proposals are required whenever possible. Each bid or proposal shall be
kept sealed until opened publicly at the time stated in the notice soliciting such bid or proposal.
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d)

Competitive bidding is not required in the case of emergency purchases. However, such
purchases should be based on at least three competitive quotations whenever possible (see
paragraph 3).

e)

Competitive bidding or quotations are not required when participating in an available state
contract award which has already undergone competitive bidding by Department of
Administrative Services, Office of Information and Technology, or another state agency.

t)

If the nature of the purchase precludes solicitation of competitive prices, the notation
"non-competitive" shall be made on the agency's copy of the purchase order. If the reason for the
non-compditive nature of the purchase is not self-evident, an explanation shall also be attached.
Examples may include purchases from another state agency or the Federal government, purchases
from a publisher or exclusive distributor, advertising, dues, subscriptions, fees, and licenses.

3.

4.

g)

If the using department determines that the purchase should be made on a "sole source" (only one
vendor can supply the required product or service), or "sole product" (only one brand or model
can supply required needs), basis, the reasons must be based on clearly identified criteria
documented in the purchasing file.

h)

All invitations to bid or negotiate shall also be posted in a conspicuous location in each
university purchasing department.

Emergency Purchases
a)

Should an emergency exist" ...by reason of extraordinary conditions or contingencies that could
not reasonably be foreseen and guarded against, or because of unusual trade or market
conditions,..."(c.G.S. 1Oa-15l b(c» the university may, if it is in the best interest of the university,
make purchases without competitive bidding or competitive negotiation. Emergency purchases
may preclude the use of existing contracts if the contract vendor cannot meet the emergency
delivery requirements.

b)

The determination of whether an emergency exists is made by each university's chief purchasing
official on a case by case basis. The signature of the chief purchasing official on the purchase
requisition followed by the word "emergency" will constitute approval of an emergency purchase.

c)

A written statement documenting the nature of all emergency purchases shall be attached to the
agency's file copy of the purchase order at the time the order is placed.

d)

A statement of all emergency purchases of a dollar value exceeding ten thousand dollars
($10,000) are subject to the reporting procedures outlined in paragraph 10 below.

Data Processing
a)

All data processing purchases such as hardware, software, maintenance and contractual services
must conform to a Board of Trustees' approved five (5) year plan for the campus making the
acquisition, and where relevant, shall be compatible with standards for computer architecture
established by the Office of Information & Technology (OIT).
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b)

5.

6.

Existing Board of Trustees' policies and resolutions concerning data processing purchases must be
followed.

Disqualified Vendors
a)

Pursuant to e.G.S. Section 4a-63, the university shall not issue purchase orders to, or enter into
personal services agreements with any person, firm or corporation disqualified from doing
business with the State by the Commissioner of Administrative Services provided each university
is notified of said disqualifications in writing.

b)

The chief ~xe.cutive officer of a state university may disqualify any person, firm or corporation,
for up to two years, from bidding or negotiating on contracts with the constituent unit or
institutions under its jurisdiction, pursuant to section IOa-151 b, for supplies, materials, equipment
and contractual services as specified in e.G.S. 4a-52a and 4a-63.

System-wide Contracts
The Connecticut State University System may establish system-wide contracts for frequently ordered
goods and services. All purchases using university contracts shall be in accordance with the terms and
conditions set forth therein. Coordination with other units of Higher Education for bulk price savings
shall be encouraged.

7.

Garnishments
Section 3-25b ofthe Connecticut General Statutes exempts institutions ofhigher education from the statutory
requirements ofe.G.S. 12-39g regarding garnishments exceptfor vendor payments for funds generatedfrom
the general revenues ofthe state. It is understood that garnishments from external agencies such as the
Internal Revenue Service. federal court order and state agencies may levy. lien or garnish funds paid by
Connecticut State University.

8.

Restricted Funds
No purchase orders shall be issued by the university if doing so would violate restrictions placed on
funds by the funding source.

9.

Nondiscrimination
All purchases made by the university under its own authority shall be in full compliance with current
statutes regarding nondiscrimination. Standard terms and conditions related thereto, as set forth by the
Department of Administrative ServicesIBureau of Purchases and approved by the Attorney General,
shall be incorporated into each request for quotation and purchase order issued by the university.
Contract Compliance Regulations (e.G.S. section 4a-60) and Set-Aside Program Regulations (e.G.S.
section 32-ge) will be followed by each university.

10.

Reporting
The annual report of the president shall include a statement of all emergency purchases made under the
provisions of paragraph 3.

11.

Interpretation
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Disputes regarding the interpretation of the relevant statutes or their applicability to any purchase may
be resolved by the Attorney General if the individual university Vice President for Finance and
Administration determines that he/she cannot render a decision.
12.

Leasing Land or Buildings
"The Board of Trustees...may lease land or buildings, or both, and facilities under the control and
supervision of such board when such land, buildings or facilities are otherwise not used or needed for
use...and such action seems desirable to produce income or is otherwise in the public interest, provided
the Treasurer ~as determined that such action will not affect the status of any tax-exempt obligations
issued or to be issued by the state of Connecticut...The proceeds from any lease or rental agreement
pursuant to this subsection shall be retained by the constituent unit. Any land so leased for private use
and the buildings and appurtenances thereon shall be subject to local assessment and taxation annually
in the name of the lessee, assignee or sublessee, whichever has immediate right to occupancy of such
land or building, by the town wherein situated as of the assessment day of such town next following
the date ofleasing. Such land...shall not be included as property of the constituent unit for the purpose
of computing a grant in lieu of taxes pursuant to section l2-l9a..." (C.G.S. 4b-38(g».
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Exhibit B

RESOLUTION
07-14
concerning
Authorization to Sign Documents
for the
~onnecticut State University System
March 16, 2007
WHEREAS, The Board of Trustees under its statutory authority CGS 10a-89
"shall: (1) Make rules for the government of the Connecticut State University
system and shall determine the general policies of the university system, ... ",
and
WHEREAS, The Board of Trustees through Board Resolution 03-12 identified
those positions authorized to sign official documents for the Connecticut
State University System and the type documents to which this authorization
applied, and
WHEREAS, A new authorization is required because of the recent
restructuring of the System Office and resultant title changes to several
positions, now therefore be it
RESOLVED, That Board Resolution 03-12, dated April 3, 2003, is hereby
rescinded, and be it further
RESOLVED, That persons elected to or employed in the following positions
by the Board of Trustees shall be authorized to sign all offiCial documents
within their jurisdiction executed under the policies of the Board:
For the Board of Trustees for the Connecticut State University
System
Chairperson of the Board
Vice Chairperson of the Board
Secretary of the Board
Chancellor of the Connecticut State University System and Executive
Secreta ry to the Boa rd
Senior Vice Chancellor for Academic and Student Affairs
Chief of Staff
Vice Chancellor for Finance and Administration
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Chief Information Officer
Associate Vice Chancellor for Human Resources and Labor Relations
For the Universities
President
Executive Vice President
Provost and Academic Vice President
Senior Vice President
Vice President for Academic Affairs
Vice President for Finance and Administration
Vice President for Institutional Advancement
Vice President for Student Affairs
Vice President for Student and University Affairs
Chief Administrative Officer
Chief Financial Officer
Chief Human Resources Officer
and be it further
RESOLVED, That the Chancellor of the Connecticut State University System
and University Presidents may designate in writing those other persons who
shall act as their agents in signing contracts of up to $25,000 and other
documents in such areas as personnel, payrolls, purchasing, financial
matters, university planning, and maintenance, and shall indicate the
appropriate level of signing authority for each person so designated.
A Certified True Copy:
Lawrence D. McHugh, Chairman
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Exhibit C

JUSTIFICATION FOR SOLE SOURCE PURCHASE
REQUISITION NUMBER
DEPARTMENT

_

DATE

_

LOCATIONIBLDG

_

SUGGESTED VENDOR

ITEM DESCRIPTION AND REASON FOR SOLE SOURCE
(MAY ALSO BE AITACHED AS A MEMO)

TECHNICAL CHARACTERISTICS

REASON FOR REQUESTING SOLE SOURCE
( ) ITEM MUST MATCH EXISTING EQUIPMENT, WHICH IS;

) ITEM IS A REPAIR PART FOR EXISTING EQUIPMENT, WHICH IS;

) ITEM IS TO BE ATTACHED TO EXISTING ITEM, WHICH IS;

) TECHNICAL CHARACTERISTICS OF REQUESTED ITEM ARE ESSENTIAL TO OUR NEEDS BECAUSE;

) OTHER MANUFACTURERS OF THIS TYPE OF PRODUCT DO NOT MEET OUR MINIMUM REQUIREMENTS:
MANUFACTURER'S NAME

_

REASON
MANUFACTURER'S NAME
REASON

-

_

~

_
_

MANUFACTURER'S NAME

_

REASON

_

MANUFACTURER'S NAME

REASON

_

( ) OTHER

_
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Exhibit D
Sample Score Sheet

Vendor 1
Points Scale

IVenda underslands requ~~ ofl
RFPand all baalc Insurance
prO\rialoos oantanecl withl" the
of_

Weiahtina Factor

I Points Earned

Net Score

J==%" I

POints Earned

v""""',
Net Score

V5OdorJ

J~~

I

POUlts Ewnl!lCl

J::C:

Net SC<Il'e

Oto4

IVendCf nas provided a response to I
aU options requested, allowing for a
comprehensive award to be made
Id the base requirements

0 to 4

key.eea,
includlng.ave!
llbl'Olld propasal.

summary, eIe

Information provided on claims
pa~ents

Comments

Leftou1several

I

I.

Justification!

0 to 4

IVendor has provided all AIIeIIMlt

material necessary to adequately
reviewproposa),lncludingbutnot
limited to fee structure, standard
contract requirements, regIonal

Vendor 5

Venclor4

Did

not respond

on option #2

....

"ij

~,,!. Appears to meet

CSUS
requirements

meets CSUS

uirements for timeliness

IVendor has I1MeWed and aocepted
service standards requirements for

IA-,",

....'"

....

1
,~

standar<l:o on a

standards on a

prlJVislonaibasis

provisional basiS
ratherthsn
unconditionally.

tsthertharl
unCQ1dlUonaily

students

lAbility to accommodate polICY
chs.ngBS, web site requirements,
brochures, lnaurance Dept «C.,
including meeting tlmellne

....

luiremenls

....
Vendor lS Cllpflble of meeting all
daw cdlection requirements

....
PricinaleYel

lfnotrnet, di5Qualified
For thort u.t Firma:
Vendor pnRlentation, reference calls, above criteria (after clanfioabons of above critena and VIa presentabonlother materials),

and analysis of finl!il\Cial condition.

IVendor Is able to cleally snow
benefits of their proposal (commenls
are welcome'

Referenoes from vendors are
relevant to CSUS's size and scope,

....
....

IVerycasLOaland
curae:ty

Very casual and
~'''''Y

''''''''Y

PfSSIJfltstion

presentation 

poc!(showing.

presentation
poorshcwing

References
apprear relevant.

References

R_

apprearrelevanl

lIppI"earrelevant

IVeryc=ualand

poor showing

Verycasualancl
~'''''Y

presentation •

';;:1poot showing

and are positive.

All categones to be rated on a &ealeofO 104
o • not provided as requeated or do6S not meet requirements
1 • barely meets minimum requir.....,ts
2· meetsrequirernenta
3 • exceeds requirements
4 • exc:eIlent match of requirements

FinlinceJPurchaslngIRFP6JRFPEllah....n:mslSlltrlpl.EI/'uU.llcn Form.ncSca"'Sh.lIl.>ls
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IExhibit E

CONFIDENTIAL INFORMATION ADDENDUM

This Addendum is hereby incorporated into the existing Personal Service Agreement (hereinafter
the "Agreement"), entered into by and between
(hereinafter
"Contractor") and the Connecticut State University System (hereinafter "CSU") on or about
_ _ _ _ _ _,200_
CSU and Contractor mutually agree to modify the Agreement to incorporate the terms of this
Addendum in order to comply with the requirements of the Gramm-Leach-Bliley Act, 15 U.S.C.
§ 6801, et seq., and the rules and regulations promulgated thereunder ("GLBAA"), dealing with
the confidentiality of customer data and information.
1.
Definition of Covered Data and Information: "Covered data and information" means all
customer data and information required to be protected under GLBAA, whether in paper,
electronic or other form. "Covered data and information" also refers to financial information
that CSU has obtained from a customer in the process of offering a financial product or service,
or such information provided to CSU by another financial institution. "Offering a financial
product or service" to a customer includes offering student loans, receiving income tax
information from a current or prospective student or that student's parent(s) or legal guardian(s)
as part of a financial aid application, offering credit or interest bearing loans, and other
miscellaneous financial services as defined in 12 C.F.R. §225.28. Examples of "covered data
and information" relating to such products or services are names, addresses, phone numbers,
bank and credit card account numbers, income and credit histories and social security numbers.
"Covered data and information" shall also include any credit card information received in the
course ofbusiness by CSU, whether or not such credit card information is covered by GLBAA.
2.
Acknowledgment of Access to Covered Data and Information: Contractor acknowledges
that the Agreement allows Contractor access to covered data and information. Specifically,
access to the following categories of covered data and information is anticipated under the
Agreement:
Data and information collected and/or maintained in connection with student loan
accounts and related financial and personal information.
3.
Prohibition on Unauthorized Use or Disclosure of Covered Data and Information:
Contractor agrees to hold the covered data and information in strict confidence. Contractor shall
not use or disclose, or permit the use or disclosure of, covered data and information received
from or on behalf of CSU except as permitted or required by the Agreement, as required by law,
or as otherwise authorized in writing by CSU.
4.
Safeguard Standard: Contractor expressly warrants and represents to CSU that it has
implemented and currently maintains safeguards for the protection of covered data and
information that comply with the safeguarding requirements of GLBA.
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5.
Return or Destruction of Covered Data and Information: Upon termination, cancellation,
expiration or other conclusion of the Agreement, Contractor shall:
a.
Return to CSU or, if return is not feasible, destroy all covered data and
information in whatever form or medium that data or information was received from, or created
on behalf of, CSU by Contractor. This provision shall also apply to all covered data and
information that is in the possession of subcontractors or agents of Contractor. In such case,
Contractor shall retain no copies of such information, including any compilations derived from
and allowing identification of covered data and information. Contractor shall complete such
return or destruction as promptly as possible, but not less than thirty (30) days after the effective
date of the conclusion of this Agreement. Within such thirty (30) day period, Contractor shall
certify in writing to CSU that such return or destruction has been completed.
b.
If Contractor believes that the return or destruction of covered data and
information is not feasible, Contractor shall provide written notification of the conditions that
make return or destruction infeasible. Upon mutual agreement of the parties that return or
destruction is not feasible, Contractor shall extend the protections of this Agreement to covered
data and information received from or created on behalf of CSU, and limit further uses and
disclosures of such covered data and information, for so long as Contractor maintains the
covered data and information.
6.
Rights to Reports, Access and Inspection: Contractor shall, upon request from CSU,
provide to CSU, within two (2) business days of receiving such request, access to and the right to
inspect: (i) any assessment of internal and external risks to the security of covered data and
information maintained by Contractor; (ii) Contractor's information security plan or program;
(iii) any record(s) of unauthorized use or disclosure of covered data and information maintained
by Contractor and of the steps taken by Contractor in response to such unauthorized use or
disclosure, provided, however, that Contractor shall not be obligated to afford CSU access to any
records, data or information the disclosure of which would violate the provisions of GLBA or
any other applicable law or regulation.
7.
Termination: Notwithstanding, and in addition to, any termination rights of the parties
set forth in the Agreement, if CSU reasonably determines in good faith that Contractor has
materially breached any of its obligations under this Addendum, CSU, in its sole discretion, shall
have the right to:
(i)
exercise any of its rights to reports, access and inspection under this Addendum;
and/or
(ii)
require Contractor to submit to a plan of monitoring and reporting, as CSU may
determine necessary to maintain compliance with the terms of this Addendum; and/or
(iii)

provide Contractor with a fifteen (15) day period to cure the breach; and/or

(iv)
terminate this Agreement immediately if Contractor has breached a material term
of this Addendum and cure is not possible.
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Before exercising any of these options, CSU shall provide written notice to Contractor describing
the violation and the action that CSU intends to take.
8.
Subcontractors and Agents: If Contractor intends to provide any covered data and
information which was received from, or created for, CSU to a subcontractor or agent, prior to
the provision of such data and information to such subcontractor or agent, Contractor shall: (i)
notify CSU of its intent to provide covered data and information to such subcontractor or agent;
(ii) require such subcontractor or agent to agree, in writing, to comply with the same restrictions
and conditions as are imposed upon Contractor by this Addendum; and (iii) provide to CSU a
copy of the written agreement described in subsection (ii) hereof.
9.
Maintenance of the Security of Electronic Information: Contractor shall develop,
implement, maintain and use appropriate administrative, technical and physical security
measures to preserve the confidentiality, integrity and availability of all electronically maintained
or transmitted covered data and information received from, or on behalf of, CSU.
10.
Reporting of Unauthorized Disclosures or Misuse of Covered Data and Information:
Contractor shall report to CSU any use or disclosure of covered data and information not
authorized by this Addendum or in writing by CSU. Contractor shall make the report to CSU as
expeditiously as possible, but not later than twelve (12) hours after Contractor learns of such use
or disclosure. Contractor's report shall identify: (i) the nature of the unauthorized use or
disclosure; (ii) the covered data and information used or disclosed; (iii) the identity of the person
or entity who or which made the unauthorized use or received the unauthorized disclosure; (iv)
the actions which Contractor has taken or will take to mitigate any deleterious effect of the
unauthorized use or disclosure; and (v) the corrective action Contractor has taken or shall take to
prevent future similar unauthorized use or disclosure. Contractor shall provide such other
information, including a written report, as reasonably requested by CSU.
11.
Indemnity: Contractor shall defend and hold CSU harmless from all claims, liabilities,
damages, or judgments involving a third party, including CSU's costs and attorneys' fees, which
arise as a result of Contractor's failure to meet any of its obligations under this Addendum or
GLBA. Contractor shall also reimburse CSU for any and all costs incurred by CSU in
connection with the notification of customers of loss, damage, or unauthorized access to covered
data and information resulting from Contractor's failure to meet any of its obligations under this
Addendum or GLBA.
12.
Survival: The respective rights and obligations of Contractor under Sections 5 and 9 of
this Addendum shall survive the termination of this Agreement.
13.
Conflict: If any conflict exists between the terms of the original Agreement and this
Addendum, the terms of this Addendum shall govern.
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Exhibit F

Summary of Connecticut's
Prevailing Wage Law

last Updated: June 02, 2008

You are here: DOL Web Site , Wage and Workplace Issues , Summary of Connecticut's Prevailing Wage law

Connecticut's prevailing wage law is codified in Connecticut General Statutes Section
Section 31-53 and 31-53a. The law applies to each contract for the construction,
remodeling, refinishing, refurbishing, rehabHltation, alteration or repair of any public works
project by the State or it,s agents, or by any political subdivision of the State.

Coverage: Conn. Gen. Stat. Section 31-53(g) provides monetary thresholds which must be
met before the law is applicable. The prevailing wage law does not apply where the total
cost of all work to be performed by all contractors and subcontractors in connection with
new construction of a public works project is less than four hundred thousand ($400,000)
dollars. The prevailing wages law does not apply in connection with remodeling,
refinishing, refurbishing, rehabilitation, alteration or repair of any public works project
under one hundred thousand ($100,000) dollars.

Prevailing Rate: The prevailing rate consists of a base rate and a fringe benefit rate which
may be paid in cash or benefits. Conn. Gen. Stat. Section 31-53(d) permits the Labor
Commissioner to adopt and use the prevailing wage rate determinations as have been made
by the Secretary of Labor of the United States under the provisions of the Davis-Bacon Act,
as amended. The agent empowered to let such contract shall contact the Labor
Commissioner at least ten, but not more than twenty days, prior to the date such
contracts will be advertised for bid, to ascertain the proper prevailing rate. Under

Connecticut General Statutes, JJ~5_5a the rates will be adjusted annually on or before
July 1st of each year. These new rates will be on the Department of Labor website.
Certifications: Both the Contractor and the Contracting Agent must provide certifications to
the Labor Commissioner. Prior to the award of any contract subject to the prevailing wage
law, the contracting agent shall certify in writing to the Labor Commissioner the total dollar
amount of work to be done in connection with the public works project, regardless of
whether such project consists of one or more contracts. Upon the award of a contract
subject to the prevailing wage law, the contractor who is awarded the contract shall also
certify, under oath, to the Labor Commissioner the pay scale to be used by the contractor
and any of his subcontractors for the work to be performed under the contract.
Additionally, each employer subject to the prevailing wage law must file certified payrolls
with the contracting agent including information, including but not limited to, employee
names; occupations; hours worked; rates paid; and the employers compliance with various
provisions of law.
Penalties: There are various civil, criminal and administrative penalties for violations of the
prevailing wage law. Failure to pay the prevailing rate is a crime which may be a felony
depending upon the amount of unpaid wages. Knowingly filing a false certified payroll or
failure to file a certified payroll is a Class D felony for which an employer may be fined up to
five thousand dollars, imprisoned f9r up to five years, or both. Disregarding obligations
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under Conn. Gen. Stat. Section 31-53 may result in an administrative debarment which may
preclude any firm, corporation, partnership or association in which such person or firms have
an interest from receiving an award of a contract until a period of up to three years have
elapsed. Additionally, civil penalties of $300 per violation of law may also be assessed upon
the employer.
Effective October 1, 2005, Publk; AcJ 05-50: Any person performing the work of any
mechanic, laborer, or worker shaLL be paid prevailing wages -
ALL persons who perform work on site must be paid prevailing wage for the appropriate
mechanic, laborer, or worker classification;
ALL certified payroLLs must list the hours worked and wages paid to all persons who perform
work on site regardless of their ownership, Le.: (Owners, corporate officers, LLC members,
independent contractors, et. al);
Reporting and payment of wages is required regardless of any contractual relationship
alleged to exist between the contractor and such person.
For additional information contact:
Wage and Workplace Standards Division
Public Contract Compliance
(860)263-6542

Published by the Connecticut Department of Labor, Project Management Office
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Reference Guide
Standard Wage Rates for Certain
Service Workers
Sec. 31-57f. Standard wage rate for
certain service workers

Last Updated: June 02, 2008

You are here: DOL Web Site ~ Wage and Workplace Issues ,Reference Guide - Standard Wage Rates for Certain Service Workers
- Sec. 31-57f. Standard wage rate for certain service workers

Definitions. Standard rate required. Civil penalty. Complaints. Determination of standard
rate by Labor Commissioner. Effect on employers bound by collective bargaining
agreements. Recordkeeping requirement. Penalty for filing false certified payroll.
Exemptions. Regulations.
(a) As used in this section: (1) "Required employer:' means any provider of food, building,
property or equipment services or maintenance listed in this subdivision whose rate of
reimbursement or compensation is determined by contract or agreement with the state or
any state agent: (A) Building, property or equipment service companies; (B) management
companies providing property management services; and (C) companies provid'ing food
preparation or service, or both; (2) "state agent" means any state official, state employee or
other person authorized to enter into a contract or agreement on behalf of the state; (3)
"person" means one or more individuals, partnerships, associations, corporations, business
trusts, legal representatives or organized groups of persons; and (4) "building, property or
equipment service" means any janitorial, cleaning, maintenance or related service.
(b) On and after July 1, 2000, the wages paid on an hourly basis to any employee of a
required employer in the provision of food, building, property or equipment services
provided to the state pursuant to a contract or agreement with the state or any state agent,
shall be at a rate not less than the standard rate determined by the Labor Commissioner
pursuant to subsection (g) of this section.
,
(c) Any required employer or agent of such employer that violates subsettion (b) of this
section shall pay a civil penalty in an amount not less than two thousand five hundred dollars
but not more than five thousand dollars for each offense. The contracting department of the
state that has imposed such civil penalty on the required employer or agent of such
employer shall, within two days after taking such action, notify the Labor Commissioner, in
writing, of the name of the employer or agent involved, the violations involved and steps
taken to collect the fine.
(d) The Labor Commissioner may make complaint to the proper prosecuting authorities for
the violation of any provision of subsection (b) of this section.
(e) For the purpose of predetermining the standard rate of covered wages on an hourly
basis, the Labor Commissioner shall establish classifications for all hourly nonsupervisory
employees based on the applicable occupation codes and titles set forth in the federal
Register of Wage Determinations under the Service Contract Act of 1965, 41 USC 351, et seq. '
The Labor Commissioner shall then determine the standard rate of wages for each
classification of hourly nonsupervisory employees which shall be equivalent to the minimum
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hourly wages set forth in the federal Register of Wage Determinations under the Service
Contract Act, pLus a thirty per cent surcharge to cover the cost of any heaLth, welfare and
retirement plans or, if no such plan is in effect between the empLoyees and the employer,
an amount equal to thirty per cent of the hourLy wage which shall be paid directly to the
empLoyees.
_
(f) Required empLoyers with empLoyees covered by coLLective bargaining agreements which
caLL for wages and benefits that are reasonably related to the standard rate shall not be
economically disadvantaged in the bidding process, provided the collective bargaining
agreement was arrived at through arms-length negotiations.
(g) The Labor Commissioner shall, in accordance with subsection (e) of this section,
determine the standard rate of wages for each classification on an hourly basis where any
covered services are to-be provided, and the state agent empowered to Let such contract
shall contact the Labor Commissioner at least ten days prior to the date such contract will
be advertised for bid, to ascertain the standard rate of wages and shaLL include the standard
rate of wages on an hourly basis for all classifications of employment in the proposal for the
contract. The standard rate of wages on an hourly basis shall, at all times, be considered the
minimum rate for the classification for which it was established.
(h) Each required employer subject to the provisions of this section shaLL (1) keep, maintain
and preserve such records relating to the wages and hours worked by each employee and a
schedule of the occupation or work classification at which each person is employed during
each work day and week in such manner and form as the Labor Commissioner establ.ishes to
assure the proper payments due to such employees, clOd (2) upon written request, submit to
the contracting state agent a certified payroll which shall consist of a complete copy of such
records accompanied by a statement signed by the employer which indicates that (A) such
records are correct, (6) the rate of wages paid to each employee is not less than the
standard rate of wages required by this section, (C) such employer has complied with the
provisions of this section, and (D) such employer is aware that fil.ing a certified payroll which
it knows to be false is a class D felony for which such employer may be fined not more than
five thousand dollars or imprisoned not more than five years, or both. Notwithstanding the
provisions of section 1-210, the certified payroll shall be considered a public record and
every person shall have the right to inspect and copy such record in accordance with the
proVisions of section 1-212. The provisions of subsections (a) and (b) of section 31-59,
section 31- 66 and section 31-69 which are not inconsistent with the pro'{isions of this
section shall apply. Any person who files a false certified payroll in violation of subdivision
(2) of this subsection shall be guilty of a class D felony for which such person may be fined
not more than five thousand dollars or imprisoned not more than five years, or both.
(i) This section shaLL not apply to contracts, agreements or grants which do not exceed forty
nine thousand nine hundred ninety-nine dollars per annum.
(j) On receipt of a complaint for nonpayment of the standard rate of wages, the Labor
Commissioner, the Director of Wage and Workplace Standards and wage enforcement agents
of the Labor Department shall have power to enter, during usual business hours, the place of
business or employment of any employer to determine compliance with this section, and for
such purpose may examine payroll and other records and interview employees, call hearings,
administer oaths, take testimony under oath and take depositions in the manner proVided by
sections 52-148a to 52-148e, inclusive. The commissioner or the director, for such purpose,
may issue subpoenas for the attendance of witnesses and the production of books and
records. Any required employer, an officer or agent of such employer, or the officer or
agent of any corporation, firm or partnership who wilfully fails to furnish time and wage
records as required by law to the commissioner, the director or any wage enforcement agent
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upon request or who refuses to admit the commissioner, the director or such agent to a
place of employment or who hinders or delays the commissioner, the director or such agent
in the performance of any duties in the enforcement of this section shall be fined not Less
than twenty-five dollars nor more than one hundred dollars, and each day of such failure to
furnish time and wage records to the commissioner, the director or such agent shall
constitute a separate offense, and each day of refusal of admittance, of hindering or of
delay'ing the commissioner, the director or such agent shall constitute a separate offense.
(k) Notwithstanding subsection (1) of this section, any empLoyer that pays the state for a
franchise to provide food preparation or service, or both, for the state shalL be required to
certify that the wages and benefits paid to its employees are not less than the standard rate
established pursuant to this section.
(L) The Labor Commissioner may adopt regulations, in accordance with chapter 54, to carry
out the provisions of this section.
(m) The provisions of this section and any regulation adopted pursuant to subsection (L) of
this section shall not apply to any contract or agreement entered into before July 1, 2000.
(P.A. 99-142, 5.1, 2.)
History: P.A. 99-142 effective July 1,1999.
return to table of contents

Published by the Connecticut Department of Labor, Project Management Office
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Exhibit G

RESOLUTION

I,
, Secretary of
,a
(the
corporation organized and existing under the laws of the State of
"Company")
, do hereby certify that the following is a true and
correct copy of a resolution duly adopted at a meeting of the Board of Directors of the
_ _, 200_, at which meeting a duly
Company duly held and convened on
constituted quorum of the Board of Directors was present and acting throughout, and that
such resolution has not been modified, rescinded or revoked, and is at present in full
force and effect:
(NAME)
RESOLVED: That
_ _ _ _ _ _ _ _ _ _(TITLEL of_~
_
_ _ _ _ _ _ _ _---->-(--=Cc.. : O: . .;:M==.P-=-ANY=..:. . =. . L), is empowered and authorized to execute and
deliver contracts on behalf of the Company.

IN WITNESS WHEREOF, the undersigned has affixed his/her signature and the
day of
,2008.
corporate seal ofthe Company this
[or, if the corporation has no seal.

0

0

]

IN WITNESS WHEREOF, the undersigned has affixed his/her signature this
_ _ _ day of
,200_0 The Company has no corporate seal.

Secretary
[name of company]

(Corporate Seal or "1.8. ")
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RESOLUTION

I,
, Secretary of
[name of company]
,a
(the
corporation organized and existing under the laws of the State of
"Company"), do hereby certify that the following is a true and correct copy of a
resolution duly adopted at a meeting of the Board of Directors of the Company duly held
_ _, 200_, at which meeting a duly constituted quorum of
and convened on
the Board of Directors was present and acting throughout, and that such resolution has
not been modified, rescinded or revoked, and is at present in full force and effect:

RESOLVED: That
[name of contract signatory]
[title of
contract signatorvl
of
[name of companyl
, is empowered and
authorized to execute and deliver contracts on behalf of the Company.
I hereby certify that I am the sole officer of _ _.. .[.~n=am=e-=o=f-=c..:::.om=p=a=n..L.y]"-- __

IN WITNESS WHEREOF, the undersigned has affixed hislher signature and the
day of
,2004.
corporate seal ofthe Company this
[or, if the corporation has no seal ... ]

IN WITNESS WHEREOF, the undersigned has affixed hislher signature this
___ day of
,200_. The Company has no corporate seal.

Secretary
[name of company]

(Corporate Seal or "L.s. 'j
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Certificate at-Authority For A Limited Liability Company
I, ".--_--::------,_ _--::(Name of Member or Manager)
of _ _.,----_ _::-:-:---::-:(Name of LLC)

a _ _--,-,--.,----

----:-_ _

(Member or Manager)
' LLC, a Limited Liability Company, organized

and existing under the laws of the State of

, (hereinafter the

"Company"), hereby certify that:

1. that ----,,--,----_----::-:------::-:--_ _is run by -,----_-,----_ _-:--_ _--:-_
(Name of LLC)

2. that

(Members or Managers)

is a -,----_----:-_----:----:-_ _------::--_ of
(Name of contract (PSA) signatory)
(member/manager)

(Name of LLC)
and
3. that as such
is not prohibited from or limited by the articles of
(name of contract (PSA) signatory)
Organization from binding the LLC.

IN WITNESS HEREOF, the undersigned has affixed his/her signature (and the
Corporate seal of the LLC, if applicable) this _ _ day of

------:_ 200_
(Month)
(Year)

(Signature)

(Name of Certifier and Member or
Manager) TYPED or PRINTED
If the LLC Has a seal, place it here.

If the LLC has no seal, the "L.S." notation may be

u~ed'"
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Exhibit H

ISTIIECONSULTANTAN
.
EMPLOYEE OR INDEPENDENT CONTRACTOR•.• ?

IRS ,GUIDELINES
The. foi)owi~g:is a:li~t of (20) IRS QJ1estions one must consider when hi~g a ~onsuitant.
The tolJo\Ving ~idClmes'wiIl help' det~ne whether the consultant is ofemploye~ or
independent contractor ~t~tUs.
.
. . .. .
'.

1.. INSTRUCTIONS

.,

.,

..

INDEP~NDENT CONTRActOR
Follows O\ynhlstructions on when, hQW and
where he!shbis to work.

'. EMPLOYEE
Must follow,employers itistroctions as to
when, how an<l where he/she iSla work.

2. TRAIl\lJNG
EMJlLOYEE
Must perfonn the work iii 'particular
manner as trained by an experienced

INDEPENDENT CONTRACTOR
Does not require employer training.

a

employee.

3. INTEGRATION
EMPLOYEE
Services are part of the business operations
whereby the continuation ofthe business
depends upon the perfonnance ofthe
service.

iNDEPENDENT CONTRACTOR
Service is not necessary for the continuation
ofthe business.

4. SERVICES RENDERED PERSONALLY
EMPLOYEE
Services are perfonned personally by the
provider..

INDEPENPENT CONTRACTOR
Services Bre not required to be perfomlcd
personally by the provider.

5. HIlUNG, SUPEltVISING and PAYING ASSISTANTS
EMPLOYEE
Hiring, supervising and payment are paid
directly by the employer for the
perfonnance ofservice.

INDEPENDENT € O NTRACTOR
Hires and supervises his/her own assistants to
complete the required service.

6. CONTINUING RELATIONSIllP
EMPLOYEE
A _relationship is maintained with the
employer.

INDEPENDENT CONTRACTOR
A relationship is not necessarily continue<J.
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IRS 20 Questions

7. SET HOURS OF WORK

.'

EMPLOYEE
The em 10 er establishes hours ofwork.

INDEPENDENT CONTRACTOR
The consultant establisheS hours ofworlc.

8. TIME REQtJIRE])
INDEPENJ)ENT CONTRACTOl~

EMPLoYEE'
Restricted fiom performing services for
.other businesses durini! set hours ofwork.
"

Free to workfor whomever and whenever""
he/she chooses.

"

9. LOCATION OF WORK PERFORMED

""

'"EMPLOYEE

INDEPENDENT CONTRACfOR

Usually works on employer's premises.

Usually \vorkis perfonned at consultant's
location.

10. \VORK ORDER
EMttLOYEE
Required to follow schedule established by
employer.

INDEPENDENT COl'\'TRACTOR
Develops own pattern ofwork ()rder.

INDEPENDENT CONTRACTOR
Not re uired"to submit reouJar re orts.

12. PAYi\1ENT
EMPLOYEE
Receives payment on a regular basis by the
hour, week, month, etc.

INDEPENDENT CONTRACTOR
Generally receiv~ payment upon completion
ofproject. service, etc.

13. TRAVEL and/or BUSINESS EXPENSES
EMPLOYEE
Such expenses are normally paid for by the
,
employer.
-"

INDEPENDENT CONTRACTOR
Generally paid for by the consultant,
however, may be reimbursed by the
-.
contracted l)arty.

14. TOOLS ami MATERIALS
EMPLOYEE

INDEPENDENT CONTRACTOR

Such tools and materials are normally
provided for by the emDloyer.

Generally provides hislher own tools and
materials.

15. FACILITY INVESTMENT
EMPLOYEE
Is dependent upon the employer's facility
to perfonn service.
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INDEPENDENT CONTRACTOR
Invests in hislher own facility necessary to
perfonn the service.

:;:"

<

....

u.s io QUestions
16. PROFIT OR LOSS


EMPLOYEE
INDEPENDENT CONTRACTOR
Cannot directly realize.a profit or Joss as a . May be directJysubject to profits and loSses.
result ofnerfonniiig services.

17.·WORKlNG·FOR MORE THAN- ONE BUSINESS AT· ONCE.
.EMfLO'YEE
C8IUlot generally perform service for morc
than one omnization.
.

INDEPENDENT CONTRACTOR
May pcrfonn scrvic~ for multiple
omanizatlons at the s~e time. .

18. GENERAL PUBLIC SERVICE
.INDEPENDENT CONTRACTOR
Service is regularly available and offered to
the 2eneral public.

EMPLOYEE
Service is to one employer at a time.

19. RIGHT TO FIRE
INDEPENDENT CONTRACTOR

EMPLOYEE
Employee can be discharged by the
employer.

Consultant cannot be fired as long as he/she
meets contractual obligations.

20. IU.GHTTO OUIT
EMPLOYEE
Employee can quit at any time without
incurrin~ liability.

-3
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INDEPENDENT CONTRACTOR
Consultant can quit but at the risk of
contractual prosecution.

,
CONNECTICUT STATE UNIVERSITY SYSTEM OFFICE
EMPLOYEEIINDEPENDENT CONTRACTOR CLASSIACATION CHECKLIST FOR FORM CC>-802A
The information provided below will assist th~ Universjty in determining whether the individual pertorming the service will be
classified for federal. slate. and RCA tax pUrposes as an employee Of the University or as an Independent co~etor.
Complete Section I, Section n, Section III (if necessary) and ATTACH TO FORM CQ-802A.

I.
(Individual's name)
,•.,.(Department)

II.

(Social Security Number)
Form Preparer Name) ,

(Banner Accounting Infomatlon)

(Phone No.)

NO

YES

Multiple Relationships with the University

A. "Does this individual currenUy work for the 'Unlv8rsity as an employee?
B.1s It currently expected th4lt the University will hire this individUal as an employee
immediately folJowingthe termination of his or her FORM CQ-802A services?
C. During the 12 months prior 10 the dale On which the CQ-802A services commenced,
did the Individual have an ofl1cial UniversitY appointment (Including temporary)
and provide the same or similar servl~s?
'
-_
If the answer is -NO· to ai/questions, proc9ec1 to the qU8sffons in Section III.
It the answer is "YES· to any of the 3 questions, the individual should be classified
as an empJoj'88 and paid via the payroll proctJSS.

III.

Classification Guidelines (Complete only one

0' JII.A., III.B.,

and IIl.C., depending on the services performed by the in<flVidual.)

YES

A. TeacherlLecturerllnstructor

NO

1. Is the individual a 'guest lecture( (e. g. an individual who lectures tit only a few class sessions)?
001012

2. a. Is thelndMdual leaching a course'or which students will NOT receive credit
towards a University degree.
b. Does the Individual proVide the same or Similar services to other entities
.;
or to the general pubnc as part of a trade or business?
If the answer to both questions 2(aland 2(b)is "YES· then treat the indiVidual
$an~~oo~~~oc
'
If the answer to either questions 2(a) and2(b) Is 'NO': then go to question #3.
3. In performlnginst~nal duties, will the Individual primarily use course materials
thai are created or selected by the Individual 1

III.

B. Researcher
Researchers hired to perform services lor a University department are presumed to be employees of the University. If, however.
the researcher Is hired to perform research 'or a particular University professor or employee, please Indicate which of the
.,followlng relationships Isapplicable,by placing a check mark In the appropriate blank:
, Relationship #I: The indiVIdual win -Perform reseafch for a University professor or employee
under an arrangement whereby the University professor or employee serves
in a suPervisory capacity (i. e., the Individual win be working under the direCtion
of the Unlverslly professor or employee).
Relationship #2:The lridivldual will serve in an advisory or consulting capacity with a University
professor or employee ("Le. the Individual will be working 'with' the
University professor or employee in a 'collaboration between equals' type
arrangement).

III.

C. Individuals Not Covered Under Sections IliA. or III.B.
1. Does the Indiv.idual provide the same or similar services t6 other entilies or to the general
public as part of a trade or business ?

,,__

TIM'uan
~.'

#2__

T_uan

•..,.p..ldent
conlnK:Ior.

YES

T_ullII

NO

--

0010.2

Ind.....

2. Will the department provide the individual wilh specifIC instructions regarding performance
of the required work rather than rely on the individuars expertise?

T_uan

GoIot3

~

3. Will the University set the number of hours and lor days of the week that the Individual Is
required 10 work, as opposed to allowing the indMdual to set own work schedule?

TrNI •• an
~
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Exhibit I

State of Connecticut Human Resources

Dual Employment Request Form
Form #: PER-DE-l
Revision Date: 01/2005
Instructions for SECONDARY AGENCY: Complete this fonn when an employee provides services under an authorized PER
30 I for a second position. Keep a copy of the fonn in a suspense file and forward the original to the primary agency. When certification
from both the primary and secondary agency is complete, process the employee according to the guidelines in General Letter 204.
--

Employee

Social Security Number

Employee Address

Present Position Title

Today's Date
FLSA

o Exempt 0 Non-Exempt
Primary Agency
SECONDARY AGENCY - Agency where employee is being considered for a second iob
Facility of Secondary Employment
Title of position sought
Duties to be perfonned:
Dates duties will be performed: (A new dual employment form must be completed and placed in the employees' personnel file
for each new period of employment.)
Start Date:
End Date:
The work schedule will be as follows:
Day
Thursday
Friday
Wednesday
Saturday
Sunday
Tuesday
Monday
Time In:
Time Out:
SECONDARY AGENCY CERTIFICATION
I certifY that the duties are being perfonned outside the responsibility of the agency of principal employment, the hours worked at this
agency are documented and reviewed to preclude duplicate payment, and that no conflicts of interest exist between services
perfonned.
DATE
SIGNED (Agency head or authorized designee)
TITLE
Instructions for PRIMARY AGENCY -CompLete and return to secondary agencv for documentation. Retain a copy for your fiLes.
Position Title:
POTENTIAL CONFLICT OF INTEREST?
DYES
DNO
Duties Perfonned:
~.

Current Work Schedule
Day
Thursday
Friday
Wednesday
Saturday
Sunday
Tuesday
Monday
Time In:
Time Out:
Primary Agency Certification
I certifY that the duties are being perfonned outside the responsibility of the agency of principal employment, the hours worked at this
agency are documented and reviewed to preclude duplicate payment, and that no conflicts of interest exist between services
performed. If for any reason there should be a change in the hours and/or days of work as originally indicated, an amended request
with the required iustification will be submitted.
DATE
RECOMMEND
I SIGNED (Agency head or authorized designe~) I TITLE
DYES DNO

This/arm provided by the Department 0/ Administrative Services
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Exhibit J

Westem Connecticut State University
Persona' Servites Agreement

Page 1

a Honorarium Request Form

$3.000 or less

1, COmplete tl'ml form ano fl.llWl\rd to the PlItcllallill& Offlce 10 bUlliMS$
ptlor to tile start of the sMlice penod.
2. The lInivlllYiity IInc the 5el'¥ice Provioor lIS Il$te(j below hereby enter
~nt$lJbjeet to the terms
nod Wll<lltiollS stilted !loreln end/or a~ hereto and subje<;t to the prov!llioM of seeoon 4-91 of the
Clmnectlcut General St:lJiU!I a$llpj:IHcll:bI$.
3. Al:cePt:lJnce of tills allr~nt
confofflllloce wlttI terms an<:! conolbollS set fortl'l 00 PalIllS :2 and 3 of this
file, as attached !loreto !Inc incorporated by referencc.
4. If II S(jrv1ce orOVltlllr WIll be !.laId more than $3,000 In lillY rolllrll U.mOfltll period. 11 PefllOOlIl Service Alteement
form CQ.I!i:02A must be preparoo and approvoo In ad1lance of the start cate of tillS service.

I,."

Of. . . . . .' 8ro. . . .'IIIJI:Jtf!fIDIId' ••lf.Is• • • I . . III .... 'Ua.IRt "RroltMdumnl.

1. !ERVl(:E PROVIDER NAMF,
2. SERVICEPROVIOe:RAI)OmE5S;

FEIN/SSN:

_
_

SERVICE PROVIDER PHONE:

SERVICE PRCMOER EMAlL:.

_

3. AAEYOOCURRENTLYASTATE EMPLOYEE?
Yee
No
If you a_e<i Yea to Numw 3 above. a dual e~ form must be completed and maoo part of tl1i$ agr_t.

_ _Yee

_ _ No

5 HAVE YOU CONTAACTEO Wfm THIS UNlVERSrrv AN'I'TlME DUllING THE PAST 12 MONTHS?

_ _ Yes

4. 00 YOUtlAVE AN IMMEDIATE FAMILY MEMBER WHO IS A STATE EMPLOYEE?

_ _No

f.ll!lnflurv

I

7, PROJECT DIRECTOR'S N,iWE:
TELEPHONE NUMBER::..-,.._ _-,..
_
NOTE: If numbers 3 ilindJ« " above -ru ~ "Yea" ~ tIte cootnct \Ill4uIl of tl1i$ ~_ Is equal to « FllIIter than $!OO and tltelee is to be palld
as an independent COOtract«, tlli$ contraa: must !lave lleen l.wmltd ~ an open and public: bidding proctlIis.

8. Iii:ANNEIlINaEX:,
BANNER !Nl:>fX:
BANNER INl:>fX:
BANNER INDEX;

AMOUNT: $,
AMOtlNT: $
AMOONT: $
AMOUNT; $

9, TOTAL VALUE. OFUliS SERVl(:E: $,

_

l----r-.--------.--~."

10. SERVICE PERIOD:

AUTHORlZm FUND1NGSlGNAHJRE:,
AUTHORIZED FUNDING SIGNATURE:
AUTHORIZED FUNDING SlGNATURE:,_.
AUTHORIZED Fl.JNn1f4G SIGNATURE:,

, Of!Jll)'S

_
_
_

AlJTHORIZ;ED FUND!NGSlGNATURE:

_

. .- - - - - - - - - - - - - - - - - - - . - - - - - - - _..- - - - - - - - - 1

FROM:.

_

OONTMa I3l0 AWARD it IF APPUCABtE:,
1:1.

_
"_.•~.

•

_

nus AGREEMENT SHAll REMAlN IN fUUFDRCE AND EI'l'ECT FOR THE ENTIRE TERM OF
SER'OOE PERIOD STATED AOOVE UNLESS CAHCElLED BY THE UNIVERSITY. 6Y GIVING fm.
SERVICE. PRCMDER WRITTEN NonCE OF SUCH INTENTION, (REQUlRED DAYS NonCE
SPECIFIED AT LEFT),

12. THE SERVICI£PROVIOER AGREES

ro: (DETAILED SER\!lCES MUST iE PROVIOED ALONG WITH SPECIAL PROVlSIONSAS NECESSARY.)

-.-.--------------- -----------------------------1
13. n:JTAL AGREEMENT NOT TO EXCEED:

(ORIGINAL AGREEMENT AMOUNT + ALL. AMENOMENTS1,

14, PAYMENT TO eE MAlJE UNDERTliE FOlLOWINGSCHEOOUr UPON UEClH?T OF PROPERLY EXECl.J'TtD AND AflPROVED l)}SBURSEMENT FORM,

j
SERVICE PROVIDER (OWNER OR AUTHORIZEO SIGNATURE}:
TrrlE:.

_

OATE:

APPROPRIATE DEAN • WESTERN CONNECTICUT STATE UNIVERSITY (AUTHORIZED SIGNAJIJRE):
fITLE:,

_

OA1E:,

VICE PRESIDENT

FINANCE AND AOM1NISTRATION . WESTERN CONNECTICUT STATE UN1VERSITY (AUTHORIZED SIGNATURE):
Til'll:;
OAT(;':,

DOWMENT NUM6ER:

PSA
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_

,

_

_

TERMS/CONDITIONS
EXECUTIVE ORDERS
This OOI1lrllct is subject to the provisions of Executive Order No. Three 01 Governor Thomas J. Meskill promulgatsd JUM 16. 1971. Executive Order No. Seventeen 01
Governor Tl»mas J. ~III promulgatsd February 15. 1973. Executive Orller No, SiXteen of Governor John G. ROwiand promulgatsd August 4. 1999 and Execullve Order
No. Seven C of Governor M.JOdi Rell promulgatsd July 13. 2000. This sectiOn (1he "CCR SectiOn") Is included here pursuant to Conn. Gon. Stat. § 9-333n and. wilhout
limiting ilS applicability. is made applicable 10 Siale Contracts. bid Solicitations. request for proposals and prequallfication certificates. as the conlexl requires. This CCR
SectiOn. without limiting Its applicability. is also made applieable to State Agencies. Quasi-public Agaooies. the GeMfaI AsMmbly. State ContractQl1l. PfOlIl)eCtive State
Contractors and the holders 01 valid prequalificalion certificates. as the context so requires. i a)For purpcses 01 this CCR Section only: (1 )"Quasl-pub!ic Agency" means the
Connecticut Development Authority. Connectk:ut lnnovalions. Incorporated. Connecticut Hflallh and Educational Facilities Autl»rily. Connectk:utHlgher Education
Supplemental Loan Authority, Conneellcut HOUSing Finance Authority. ConneellCut HOUSing Authority. Connecticut Resources Recovery Authority. Connecticut Ha~rdous
Wasle Management Servica. Capital C1ty Economic Development Authority. Connacticut Lottery Corporation. or as this definilion may otherwise be rnodll'led by Title 1.
Chapler 12 of the Connecticut General Statutes coneerning quasi-pUblic agencies. (2) 'Stale Agency" means any office. department, board, councll. commission. institution or
other agency in the executive, legislative or judicial branch of Stale lIQvemment, or as this definition may othefwiM be modlfted by Title 9. Chapler 150 of the Connecticut
General Statutes concerning campaign fll'lllnclng. ial 'Slate Contract" means an agreement or contract with the State or any Stale Agency or any Quasi-public Agency, having
a value of fifty thousand dollars or more, or a combination or series of such egreements or contracis haVing a value of OM hundred thousand dollars or more ina fiscal year.
for iA) the rendition of personal seryices. (B) the lurnishing of any material. supplies or equipment, (C) the construction. aitelll!ion or repair of any public building or publlc
work, (0) the acqUisition, sale or lease 01 any land or building, (E) a licansing arra.ngement. or (F) a grant. loan or loan guarantee. or all this defll'lition may otl1efwiM be
modified by Title 9. Chapter 15(} of the Connectk:ut GeMral Statutesconcemlng campaign financing. (4) 'State Contractor" means a person, business entity or nonprofit
organization that enlers Into a State Contract. Such person. business enlity or nonprofit organization shaH be deemed to be a State Contractor unlilthe termination of said
oontract. 'State contractor" does not Include III municipality or any ather political subdivision of the Stale or an employee in the executive, legistative or judicial brancll of State
lIQvemment or a Quasl-public Agency. wl\Qtl1er in the classified or unclaSSified service llOOtull or part-Ume. and only In such person's capacity as a State or Quasi-public
Agency employee. or as this dellnitlon may otl1efwi!le' be modll'led by Title 9. Chapter 150 of the Connecticut General Statutes concerning campaign financing. (5)
"Prospective Slate Contractor" means a person. buslnesiil entity or Ilor'IProfit organization that (A) submitiil a bid in response to a !lid solicitation by the State.• a Slate Agency or
a Quasi-public Agency. or a proposal in responM to a raquesl for proposals by the State. a State Aglll'lcy or a Quasi-pubijc Agency. until the State Contract has been enlered
into, or (8) holds a valid preql,llllll'lcalion certificate lssued by the Commissioner of Administrative Services under Section 48-100 of the Connecticut GeMral Statutes.
"Prospective Stala Conlrllctol" does nollnclude a municipality or any otharpolitlcal Subdivls.ion of lhe Slale or an empioyee in the executive. legislative or judicial branch of
State government or a QuasJ.public Agency. wllether in the r;lllssmed or unclassified selVica and full or part-time. and only In such person's r;apaclty liS a Stale or QuasI-public
Agency empioyee. Title 9. Chapter 150 of the Connecticut GeMral Statutes concerning Ollmpalgn financing may modify this definition. which modificatlon shail OOI1troL (6)
"PrinciPilI of a State Contractor or Prospective State Contractor" (collectively rel'errarllo in Ihis CCR Section as "Principal") means (Al an individual who Is a member of lhe
board of directors of. or has an ownership Inlerest In. a Stale Contraclor or ProspectIVe Stale Contractor, which Is a bulliness entity. excepl for an indMclual who (I) owns less
tllan five per cent of the shares of any such State Contractor or Prospective State Contractor thai Is apubllcly Iraded corporation or (ii) is a member of the board of directors of
a nonprofrt organization qualified under Section 501{c}(3) of the Intemal Revenue Code corporation. of 1986. or any subsequent correspon<:llng Internal revenue code of the
United States, as from time to time emended. (B) an indIVIdual who Is employed by a State Contractor or ProspectiVe Stale Contraclor. which is a business entity. as
presidant. trllas·urer or execullve or !le'nior vice president. (C) an Individual who is the chief executive officer of a State Contractor or Prospecllve Stete Contractor. which Is not
a business entity. (0) an employee of any Stete Conlractor or Prospective State Contractor who has menagerial or discretionary responstbililies with respect to II Stale
Contract. (12:) the spouse or a depenllent child of an Individual described in thlssubpamgraph. or (F) apolitical commi~ established by or on behalf 01 an Individual
described in this subpatagraph, or as this definition may otherwise be modified by Title 9. Chapter 150 of the Connecticut General Statutes concerning campaign financing. Ib)
On and alter Decamber 31, 2006. no State Contractor. Prospectlve State Contractor or Principal. with regard to a State Contract. bId soficitallon or request lor proposals with
or from a State Agency in the eXllCulive branch or a Quasj.-pubJic Agency. and no Princlpal of a holder of a valid preQualiflcallon cerliflCate, shall make II contlibullon to. or
soliclt cOntributfons on behalf of (1) an exploratory committee (j( candidate committee established by a candidate for nomination (j( election to the office of Governor,
Lieulenant Governor. AttorMY GeMrat. State Comptroller. Seoretary Of the State or Stale Treasurer. (2) a political committea authorized to make contrtbutions or
expenditures to or for the benelit of such cllOOldates. or (3) a party committee, (c) On and after DecemberS!. 2000. no Stale Contmctor. Prospective Slate Contrect(j( or
Principal. wIIhregard to a Stale Contract, bid sollcilation or request for proposals wilh or from the General Assembly. and no Prtncipal of II hofder of a valid prequalll'lcalion
certlflcate. shafl make a conlrlbution to. or solicit contributions on behalf of 11} an eXj)loratory committee or candidate commIttee established by a Ollndldale for nominalion or
election to lha offiCe of State senator or Stale representative. (2) apolitIcal committee author1zed to make comributiOns or expenditures 10 or for the benefd of such
candidates. or (3) a party committee. (d) On and after December 31. 2006. if II State Contractor or a Principal of a Slate Contractor makes or solicits a contribution prohibiled
under this CCR SectIon. the contracting Stele Agency or Quasi-pUblic Agency may. in the case 01 a State Contract executed on or after December 31.2006, void the eXisting
contract wi1II said contractor. and no State Agency or QuaSI-public Agency shall award the Slate Contmclor a Stale Contract or an extenSion or an arnendmenno a Stale
Contract lor one year alter thlil eleclion forwlllch such contrlbutlon Is mede or solicited. ie) On and alter December 31.2000. If a Prospective Slate Contractor or a Principal of
a Prospectlve State Contractor mak8110r solicits a OOI1trlbution prohibited under this CCR Section, no Siale Agency or Quasi-public Agency shall award the Prospective State
Contractor the contract descrtbed in the bJd solicitation or request for proposals. or any other State Contract for one year after the eleclion lor which such contribution is mede
or sollcitsd. ill On and alter December 31. 2000. the chlef executive officer of eech Prospective Stete Contractor. or if a Prospeotlve Stete Contractor has no such officer than
the oflicerwho duly possesses and exercises compamble powers and dulles. shan: (1) Inform each Individual descrlbedln subsectlon (aX61 of this CCR Section with regard to
said Prospective State Contractor concerning the provisions of sUbsection (b) or IC) of this CCR Section. whichever is applicable. and this subsection (I), (2) submit a swom
affidavit under penalty of false statement that 00 such Indlvidual will make or tolicil a contribution In \/!Oiallon of the provi:;lons of subsectlon (b) or (c) of this CCR Section.
whiehever is applicable. and this subsection (f). and (3) ecknowiedgs in writing that if any such contribution is made or soliciled. the Prospective Stele Contractor shall be
disquatifled from being _rdad the contract rlescnbedln the bid solieilatlon Of request for proposals or being a_rded any other Stale Contract for one year after the elecllon
for which SUCh contribution is made or solicited. Such officer shall attach the lIl11dl1vlt and tha acknowledgement to their bid, propOlllll or application for prequaliflcatlon, as
applicable. This Agreement is suojecllo the prOVisions of Executive Order No. 14 of Govemor M. JOOI Rell, promulgated on Apli117. 2000. Pursuant to this Execullve Order.
the Contractor shall use cleaning andlor sanilWng products having proper!leslltal minimize potential impacts on human health and the environment. consistent with
malntainlng clean and sanllary facilities.
Noncdiscrlmlnallon. References in thlssactlon to "contract" shali mean this Contract and I'llferences to 'conlractor" shali mean the Contractor. (a) The following subsections
are $lit forth here as required by section 4a-60 of the Connecticut General Statutes; (1) The contractor agrees and _rrants that in the performance of the contraci such
contractor will not discriminate or permit discrimination against any person or group of persons on the grounds of race. color. religious creed. age. marllal status. national
ofigin. ancestry. sex. mentelretardatlon. mental disability or physical dis-ability, including. bill not limited to, blil1dness. unless it Is shown by such contrector that such disablllty
prevents performance of the work involved. In lIny manMr prohibiled by the 1_ of the United Slates or of the state of Connectlcut. The contractor further agrees to lake
affirmative action to insure that applicants with jolrrelated Qualifications ere employed and that employees ara treated when empioyed without regard to their race, color.
religIous craed. age. marital slatus. national origin. ancestry. sex. mental retardation, mental disability or physJeal disabilIty. incilJ<tlng. but ootlimlted to. blindness, UntellS ills
thown by SlJeh oontraclor that sucll disability prevents performance 01 the work involved; (2) the contractor egrees. in ail solicitations or advertisements for employees placed
by or on bellall of the contraclor. to state that it is an "liffirmallve acllon-eQual opportunity employer" in accordance with regulations adopted by the commission; (3) the
contractor agreet to pro\flde each labor union or representallve of workers with wllieh such contractor lias a collecliVe bargaining agreement or other contract or
understanding and each vendor with which sucll OOI1tractor has a oontracl Of understanding, a nolIce to be prOVided by tha commission advising the iaberooon or workers'
representative of the contractor's commltmerss under this section. and to post copies of the nollce in conspicuous places available to empioyees and applicants for
employment; (4) the conlrllctor agrees to comply with each provision of this sectiOn and secllons 46a-68e lind 46a-68f and with each regulation or relevant order issued by
said commission pursuant to sections 46a-56. 4611-68e and 46a-f.lllf; (5) lhecontractor agrees 10 provide the Commission on Human Rights and Oppoltunllies with such
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inli:m'natk:ln requested by the eommisslon, lind permit access to pertinont books, records and accoU!1lS, coneemlog ttle employment practices and ptO(:edures of the contrllCtOr
as mlate to the provisions of this section and section 46a-56. (b) II the conlrllclls a public works contract, the contractor agrees and warrants that he WIll make·9OO<:I lallh
efforts to employ mmorlty busine:Ss enterprises as subcontractors and suppliers oImatertals on such public 1/IOI'ks project. (c) "Minority business enterprise" meens any small
contractor or $l,Ipplierof materials lilty..ono per cent or more 01 the capital stock. if any, or assets 01 whieh Is owned by a person or persons: (1) Who are lletlw tn the dllUy
affairs 01 the enterprise. (2) who have the power to direct the ma~ent andpolicteS of the enterprise and (3) who are mambers of a minority. as such term is defined In
subsectlon (a) of section 32-9n; and "good faith" means that degrllll of diligence which a reasonable person would exercise in the performanoe 01 legal duties and obligations.
"Good faith efforts" shan include. but no! be limited to, those reasonallle inltlal efforts necessary to comply with stetvtory or regulatory requlrernonts and additional or
substituted efforts when It Is determllllld that such Initial efforts will not be sufficient to comply with such requirements. (d) Determlrl$tion of the contractor's good faith eftorts
shalt include but shall nct be limited to the followiog factors: The contractors employment and subcontracting policieS. patterns and prllctlces; affirmative advertising.
recruitment and training: technicalassistence activities and such other reasonable activities or eflorta as ttle commlssl¢n may preJlCribe that are designed 10 ensure the
participation 01 minority buslMSS enterpnse:s In public 1/IOI'ks projects. (e) The contractor shall dewlop and maintain adequate documentallon, In a manner prescribed by the
commission, of Its good fallh efforts. (f) The contractor shaM lnelude the provisl¢ns of sections (a) and (b) aboVe in every subcontract or purchase order entered Into in order to
futflll any dbllgation of a conlrllCt with the steteand such provisions shall be binding on a subcontractor, vender or manufacturer unless exempted by regulations or orders 01
the commission. The contractor shall take such action with respect to any such subcontract or purchaSli order as the commission may cIIrect as a means of enforcing such
provisions including sanctions for noncompliance in accordanoe with sectlon 48a-56: provided. if such contractor becomes Involved in, or is threatened with. litigation with a
subcontractor or vendor as a result of such direction by the eommlslll¢n. the conlractormay requllllt the stale of Connecticut to enter Into any such litigation or negotiation
prior thereto to protect the interesls of the stete and the stete may so enter. (g) The following subsections are set forth here as required by section 4a-60a of lhe Connecticut
Generai Statutes: (1) The contractor agrllllS and walTllnts that In the performance of the conlract such contractor will nct dlscriminale or permit diScrimination against any
person or group 01 parsOI'1S on the grounds of sexual orlentetl¢n. in any mannor prohibited by the laws of the United Stetes Of of the state of Connecticut. and that employllll$
are treatlid when employed wtlhout regard to their sexual orlentallon; (2) the contractor agrees to proVide ellCh labor union or representative of WI:Irl!ers with which such
contractor hils a collective bargaininglilllreement or other contract or understanding and each vendOr with Which such contractor has a contract or understanding. a fIOtice to
be provided by the Commission on Hurnan Rights and Opportunities advising the labor union or workers' representative of the cont!llCtor's commitments under this section,
andfo post copies of the notice mconspicuous places aveilable to emllloylllls and llPplicsnts for employment; (3) the contractor agrees to comply with each provision of this
section and wltheacn regulation or relevant order issued by said commission pursuant to section 46a-56.; and (4) the contractor agraes to proVide the Commission On Human
Rights and Opportunities with sueh information requested by the commission. and permit access to pertinent books, records and accounts. concerning the employment
practices and ptO(:edures of the contractor Which relate to the proviSIons of this section and section 46a-56. (n) The contractor shalllnclvdethe provisions of secll¢n (g) above
in every subcontract or purchase order entered into In older 10 fullillany oblllllltlon 01 a contra<:t with the state and such provisions shall be binding on a subcontractor. vendor
or manufacturer unless exempted by regutlitlons or orders of the commillsion. The contractor shall teke such action with respect to any sueh subContract or purchase order es
the commission may direct as a means of enforcing such provisions including sanctions lor noncompliance In accoldance with section 46a-5&; provided. if such contractor
becomes involved In. or 1$ thraatlmed wilh, llflllatlon with a subContractor or vendor as a rllsul! of such direction by ttle commission, the contractor may request the state of
Connecticut to enler Into anysucn litigation or negotiation prior thereto to protect the interests of the stale and the stale may so enter. For the purposes of ttlis entire Non
Discrimlrl$tion section. "contract" includes any extension or mocllficatlon 01 the contract. 'contractor" includes any successors or lISslgns 01 the contractor. "marital ste!us·
means being single. mamed all recognlzed by the stele of Cotmecticut. widowed, separated or divorced. and "memid_brllly" means ona or morememal disorders, as
defined In the most recent edition of the Ameooan Psychiatoo Associalion's "Diagnostic and Statistical Manual of Mental Disorders", or a record of or regarding a person as
having ona or more such disorders. For the purposes of !hIs section, 'contract" does 1'101 include a contract where each contractor is (l)a political subcllvlslon oIlhe stete.
incl\ldlng, but not Ilmlted 10, a municipality, (2) a quasi-public agency, as delinedin Conn. Gen. Stal. Sectk:ln H20. ($) any other stale. inciudiog bUt Mt limited to any
federally recognized Indian tribal governments. as defined In Conn. Gen. Stat. Section '-261, (4) the federal govemment. (5) a foreign govemment, or (8) an agency of a
subdivlsion, agency, stale or government described In the immediately preceding enumerated items (1), (2). (3). (4) or (5).
INSURANCE/INOEMNIFICATION
The Contractor agrees that willie performing services specified in this agreement he shall csrry sulfll;;lent insurance (liability andior other) as applicable according 10 the nature
of the service to be perIQm1ed so as to "save harmless" the State of Connecticut for any insurable cause whatsoever. If requested. certificates of such insuranoe shall be filed
with the contractlogStete agency prior to lhe performance of services. Contractor hereby Indemnlffes and shall defend and hold harmless lhe Stete, its officers and its
employaas from and against llny and all sufis, actions. legal or administrali\te proooedings. claims. demands liabilities. mOMtery loss. Interest, attorneys flieS. costs and
expenses of whatsoever kind or nature arising out of the performance of l!1ls agreement, Including those arising out of injury to or death of Contractor amployees or
subcontraciors. whillthe:r arising before, during or after eompletlon of trl$ services hereunder and In any manMr directly or indirectly csused. occasioned or conlrtbuted to in
whoie or In part. by I'llason of any act, omission. fault or negligence of the ContraclOf or Its employaes, agents or subContractors.
STATE LIABILITY
The Stele of Connecticut shall assume no liability lor payment for services under the terms 01 this agreement unlfl lhe contractor Is notified that this agrllllment has been
accepled by the contracting ageneyand. if applicable. approved by the OfIlce of PoJicy and Mansgement (CPM) or the Department of Adminlstrative Services (OAS) and by
the Attomey General of the State 01 Connecticut.
ENTIRE AGREEMENT
Thiswntten Agreement shall constitute the entire liIlIreernont 01 the partias and no other lerms and condmons in any document, aCCflj)tance or acknowledgement shall be
effective or binding unless expressly liIlIreed 10 In writing by the State Agency. This Agreement may not be changed other than by a formal wrltten amendment signed by the
parties hereto.
GOVERNING LAW
The validity. construction and effect of this Agreement shall be govemed by the laws of the Stele of Connecticut without regard to its principies of conflicts oIli1lWS, and any
question arising under thls Agreement shall be construed or determlMO according to such laws. except to the extend preempted by federal law.
CLAIMS AGAINST THE STATE
The contractor agrees that the sole and exclusive means for the prasentation of any claim against the Slate of Connecticut arising from thiS Agreement shall be In aoccldillnce
wilh Chapter 53 of l!1e Connecticut GeMral Statutes (Claims Against the Stale) and the contractor further agrees not to initiate legal proceedings In any stale or federsl court
in addltlon to. or In lieu of, satd Chapter 53 proceedings.
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TERMs/CONDITIONS
EXECUTIVE ORDERS
This (;(Illtract is subjed to the provisions of Executive Order No. Three of Govemor Thomas J. Meskill promulgated June 16, 1971, and, as such, this contract may be
canceled, tenninaled or suspended by the State Labor Commissioner for violation 01 or noncompliance with said Executive Order No. Three, or any state or federal law
concerning nondiscrimination, notwithstanding that the Labor Commissioner is not a party to this contract. The parties to this contract. as part of t,": consideration hereof,
agree that said Execullve Order No. Three is incorporated herein by reference and made a party hereof. The parties agree to abide by saN! executIVe Order and agree that
the Stale Labor Commissioner shaH have continuing jurisdiction in respOctto contract performance in regard to nondiscrimination, until the contract is completed or terminated
prior to completion. The contractor agrees, as part consideration hereof. Ihat this contract is subject to \he Guidelines and Rules issued by \he State Labor Commissioner 10
implemenl Executive Order No. Three, and that he wiD not discriminate in his employmenl practices or policies. will file all reports as required, and wiD iuHy cooperate with the
State 01 Connectk:ut and the State Labor Commissioner. This contract is also subject to provisions of Executive Order No. Seventeen of Governor Thomas J. Meskill
promulgated February 15. \973, and, as such, this contract may be canceled, terminated or suspended by the c:ontIacting agency or \he State Labor Commissioner for
violation of or noncompliance with said ExecutiVe Order No. Seventeen. notwithstanding that the Labor Commis8ioner may not be a party to this contract. The parties to this
contract. as part 01 the consideration hereof, agree that Executive Order No. Seventeen is incorporated herein by refe"",Cl8 and made a part hereof. The parties agree to
abide by said Executive Order and agree that \he contracting agency and the State Labor Commissioner shell have joint and several oontinuing jurtsdiction in respect to
contract performance in regard to listing aU employment openings with \he Connecticut State Employment Service. This conttae:l is also subject 10 provisions of Executive
Order No. Sixteen of Governor John G. Rowland promulgated August 4, 1999, and, as such, this contract may be cancelled, lermlnated or suspended by the state for
violation of or noncompliance with saki ExecutJve Order No. Sixteen. The parties to this contract, es part of \he consideration hereof agree that (a) The contractor shall
prohibft as a oondition of employment, any weapon or dangerous instrument defined in (b): (b) Weapon means any firearm, including B8 gun, whether loaded or unloaded.
any knife (exducfllllJ a small pen or pocket knife), including a switchblade or other knife having an automatic spring release devise, a sliletto, any police baton or nightstick or
any martial arts weapon or eleclronic defense WlIapan. Dangerous instrument means any instrument, article, or substance that, under the circumstances. is capable of
causing death or serious physicel injury; (c) The contractor shall prohibit employees from attempting to use, or threaten to use, any such WlIapon or dangerous instrument in
the stale work site and employees shall be prohibited from causing, or threating to cause, physical injury or death to any lndividualin the state work site; (d) The contractor
shall adopt \he above prohibition as work rules, violations of which shall subject the employee to disciplinary action up to and including discharge. The contractor shall insure
and reqUire that aU employees are aware 01 such work rules; (e) The contractor agrees that any subcontract it entess into In furtheranoa of \he work to be performed hereunder
shall contain provisions (a) through (d) of this Seclion. This Contract is subject to Executive Order No. 7C of Governor M. Jodi Rell, promulgated on July \3, 2006. The
Parties to this Contrad, as part of the oonsideration hereof, agree that: a. The State Contracting Standards Board ("Board") may revieW this contract and recommelld 10 the
slate contracting agency termination 01 this oontract for cause. The Slale contracting agency shall consider the recommendations and act as required or permitted in
acoordance with the contract and applicable law, The Board shaN provide the results of its review, together with its recommendations, to the state contracting agency and any
other allecled party in accordance with the notice provisions in \he contract not later than fifteen (15) days alIer the Board finalizes its nacommendalion. For the purposes of
this Section, "for cause· means: (1) a violation 01 the Stale Ethics Code (Chapter 10 01 the general statutes) or section 48-100 of \he general stalules or (2) wanton or
reckless disregard oIeny stale oontracting and procurement process by any person substantially InllOlved in such contract or state contracting agency. b. For purposes of
this Section, ·contract· shaH nollnclude real property transactions Involving less than a fee simple interest or flllancial assistance comprised of state or federal funds, the form
of which may include but is not limited to grants, loans, loan guarantees, and participation interests in loans, equity investments and tax credit programs. Notwithstanding the
foregoing, \he Boand shal not have any authority to recommend \he tennination of a oontract for the sale or purchase of a fee simple interest in real property foRowing transfer
of title. c. Notwithstanding the conlract value listed in sections 4·250 and 4.252 01 the Connecticut General Statutes and section 8 of Executive Order Number 1, all Slate
Contracts between state agencies and private entities with a value of $50,000 (fifty thousand dollars) or more in a calendar or fiscal year shall comply with the gift and
campaign contribution certifICation requirements of section 4·252 of the Connecticut General Statutes and section 8 of Executive Order Number 1. For purposes of this
section, the term ·certilication· shaD Include the campaign contribution and annual gift affidavits required by section 8 01 Executive Order Number 1. This section (the ·CCR
Section·) is included here pursuant to Conn. Gen. Stat. § 9-333n and, wilhout 'im~ing its applicability, is made applicable to State Contracts, bid solicitations, request for
proposals and prequa&rlC8tion certifocates, as \he context requires. This CCR Section, without limfting its applicability, is also made applicable to State Agencies, Quasi-pubNc
Agencies, the Genera, Assembly, State Contractors, Prospective State Contractors and Ihe holders of valid prequaliflcation certiflCales, as the oontext so requires. (a)For
purposes of this CCR Section only: (1)'Quasi-public Agency" meaRS the Connecllcut Developmentlu.ithority, Connecticutlnnovalions, Incorporated, Connedicut Health and
Educational Facilities Authority, Connecticul Higher Education Supplemental Loan Authority, Connecticut Housing Finance Authority, Connacticut Housing Authority,
Conneclicut Resources Recovery Authority, Connecticut Hazardous Waste Management Service, capital City Eoonomic Development Authority, Connecticut Lottery
Corporation, or as this definition may otherwise be modified by Ule I, Chapler 12 of the Connecticut General Statutes conceming quasi-pubUc agencies. (2) ·State Agency"
means any office, department, board, council, commission. institution or other agency in the executive, legislative or judicial branch of State government, or as this defin~ion
may otherwise be madifl8d by Title 9, Chapter 150 of the Connecticut General Statutes concerning campaign financing. (3) ·State Contrad· means an agreement or oontract
with the State or any State Agency or any Quasi-public Agency, having a value of fifty thousand dollars or more, or a combination or series of such agreements or contracts
having a value of one hundred thousand dollars or more in a fIScal year, for (Al the rend~ion ot personal services, (8) the furnishing 01 any material, supplies or equipment, (C)
the construction, alleration or repair of any public building or public work, (D) the acquisition, sale or lease of any land or building, (E) a licensing arrangement. or (F)a grant,
loan or loan guarantee, or as this definition may otherwise be modified by Title 9, Chapter 150 of the Connecticut General Statutes concerning campaign fmancing. (4) ·Slate
Contractor" means a person, business entity or nonprofit organization that enters into a Slate Contract. Such person, business entity or nonprofit organization shan be deemed
to be a State Contractor until the termination of said contract. "Slate contractor" does not include a municipalilyor any other political subdivision of the State or an employee in
the executive, legislative or jUdicial branch of State government or a Quasi-public Agency, whether in Ihe classified or unclassified service and full or part-lime, and only in
such person's capacity as a State or Quasi-public Agency employee, or as this definition may otherwise be modified by nle 9, Chapter 150 of the Connecticut General
Statutes conceming campaign financing. (5) "Prospective State Contractor" means a person, business entity or nonprofit organization that (A) submits a bid in response to a
bid solicitation by the State, a Stale Agency or a Quasi-public Agency, or a proposal in response to a request for proposals by the Stale, a State Agency or a Quasi-public
Agency, until the State Contract has been entered into, or (B) holds a vaNd prequalification certificate issued by the Commissioner of Administrative services under SectIOn
4a-1oo 01 the Connecticut General Statutes. 'Prospective State Contractor" does not inclUde a municipality or any other political subdivision of the State or an employee In the
executive, legislative or Judicial branch of Stale government or a Quasi.public Agency, whether in the classified or unclassified service and full or parl-time, and only in such
person's capacity as a State or QuaSi·public Agency employee. Title 9, Chapter 150 of the Connecticut General Statutes ooncerning ~paign financing may modify this
definition, which modification shaH control. (6) ·Principal of a State Contractor or Prospective State Contractor" (collectively referred. to in this CCR Sedion as 'Principal")
means (A) an individual who is a member of the board of directors of, or has an ownership Interest in, a State Contractor or PlOspedive State Contractor, which is a business
entity, except for an Individual who (i) owns less than ftve per oant of the shares of any such State Contractor or Prospective State Contractor lIlat is a pubNcly traded
corporalion, or (ii) is a member of the board 01 directors of a nonprofit organization qualified under Section 501 (CJ(3) of the Internal Revenue Code of 1986, or any subsequent
corresponding inlernal revenue code of the United Stales. as from time 10 time amended, (B) an individual who is employed by a State Contractor or Prospective State
Contractor. which is a business entity, as president, treasurer or executive or senior vice president, (C) an individual who is \he chief executive offlCO' 01 8 State Contractor or
Prospedive Stale Contractor, which is not a business entity, (0) an employee of any State Contractor or Prospedive State ContraCtor who has managerial or discretionary
responsibmties with resped to a Stale Contract, (E) the spouse or a dependent child of an individual described in this subparagraph, or (F) a political comm~tee estabflshed by
or on behalf 01 an individual described in this subparagraph, or as this definition may otherwise be modified by Tille 9, Chapter 150 of the Connecticut General Statutes
conceming campaign financing. (b) On and after December 31, 2006, no State Contractor, Prospective State Contractor or Principal, with regaRd to a State Contract, bid
SOlicitation or request for proposals with or from a State Agency in the executive branch or a Quasi-public Agency, and no Principal of a holder of a val~ prequalifi~tio~
certiflC8te, shall make a contribution 10, or solicit contributions on behalf of (1) an exploratory committee or candidale oommiUee established by a candidate for nomtna~ or
election to Ihe office of Governor, Lieutenant Governor, Atlorney General, Slate Comptroller, Secretary 01 the State or Stale Treasurer. (2) a polilical commiUee authorIZed to
make contributions or expenditures to or for the benefit of such candidates, or (3) a parlycommillee. (c) On and after December 31, 2006, no State Contractor, prospective
State Contractor or Principal, with regard to a State Contract, bid solicitation or request for proposals with or from \he General Assembly, and no Principal 01 a holder of a
valid prequalification certificate, shall make a oontribution to, or solicit COntributions on behalf of (1) an exploralory committee or candidate oommiUee established by a
candidate for nomination or eleclion to the offICe of Slate senator or State representative, (2) a political committee authorized to make contributions or expenditures .t~ or for
the benefit of such candidates, or (3) a party committee. (d) On and after December 31, 2006, if a Slate Contractor or a Principal of a State Contractor makes or SolICIts a
contribulion prohibited under this CCR Seclion, the contracting State Agency or Quasi-public Agency may, in the case of a State Contract executed Oil or after December 31,
2006, void Ihe existing oontract with said contractor, and no State Agency or Quasi-public Agency shall award the Slate Contractor a State Contract or an extens!on or an
amendment 10 a State Contract for one year after the election for which such contribution is made or solicited. (e) On and after December 31,2006, if a ProspectIve Slate
Contractor or a Prin.cipal of a Prospective State Contractor makes or solicits a contribution prohibited under Ihis CCR Section, no State Agency or Quasi·public Age~cy shall
award the ProspectIve Slate Contractor the contract described in the bid solicitation or request for proposals. or any other State Contract for one year after the election for
which such contribution is made or soliciled. (f) On and after December 31,2006, the chief executive offICer 01 each Prospective State Contractor, or if a Prospective Slate
Contractor has no such officer then 1I1e officer who duly possesses and exercises comparable powers and duties, shall: (1) inform each individual described in subsection
(a)(6) of this CCR Section with regard to said Prospective Stale Contractor concerning the provisions of subsection (b) or (e) of this CCR Section, whichever is appticable,
and this subsection (f), (2) submit a sworn affidavit under penalty of false statement thai no such individual wil make or soliCit a contribution in violation of the provisions of
SUbsection (b) or (c) 01 this CCR Section, whichever is applicable, and this subsection (f), and (3) acknowledge in writing that il any such contribution is made or solicited, the
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Prospective State Contractor shall be disqualified from being awarded the contract described in the bid solicitation or request for propOSals or being awarded any other State
Contrad for one year after the eledion for which such contribution is made or solicited. Such offICer shall attach the affidavit and the acknowledgement to their bid, proposal
or application fa< prequaliflC8tion, as applicable.
This Agreement is subject to the provisions of Executive Order No. 14 of Governor M. Jodi Rell, promulgated on April 17. 2006. pursuant to this Executive Order, the
Contractor shall use cleaning andfor sanitizing products having properties that minimiZe potential impads on human health and the environment, consistent with maintaining
clean and sanilal)' facilities.
NON.olSCRIMtNATION
(a). For the purposes of this section, "minority business enterprise" means any smaft contractor or supplier or materials fJlly-one percent or more of the capital stock. if any, or
assets of which is owned by a person or persons: (1) who are active in the daily affairs of the enterprise; (2) who have the power to dired the management and policies of the
enterprise; and (3) who are members of a minority, as such term is defined in subsection (a) of Conn. Gen. Slal. subsection 32-9n; and "good faith' means that degree of
dUigence which a reasonable person would exercise in the performance of legal duties and obligations. "Good faith efforts" shall include, but not be limUed to. those
reasonable initial efforts necessary to comply with statutOI)' or regulatol)' reqUirements and additional or substituted efforts when it is determined that such initial efforts will not
be sufficient to comply with such requirements.
For purposes of this Section, 'Commission' means the Commission on Human Rights and Opportunities.
the
For purposes o! this Section, "Public works contrad" means any agreement between any individual, firm or corporation and the state or any poIiti~1 subdivision
state other than a mUOlCipality for construeIion. rehabilitation, conversion, extension. demolition or repair of a public building, highway or other changes or IIOprovemenls ,n
real property, or which is financed in whole or in part by the stale, including but not limited to, matching expenditures, grants, loans, insuranc.a or gu~rantoos.
(b) (1) The Contractor agroos and warrants that in the performance of the contrad such COntractor win not discriminate or permit discrimination agamst any person or group of
persons on the grounds of race. color, religiotJs creed, age. marital stalus, national origin, ancestry, sex, mental retardation or physical disability, including, but not limited to
blindness. unless n is shown by such Contractor that such disabUily provonts performance of the work involved, in any manner prohibited by the laws of the Unned States or of
the State of Connecticul. Tho Contractor further agrees to take afftrmative action to insure that appficants with job related quafiflcations are emptoyed and that employees are
treated when employed without regard to their caca, color. religious creed, age. marital status, national origin, ancestry, sex, mental retardation, or physical disability,
including. but not limned to, blindness unless n is shown by the Contractor that such disabUity prevents perfotmance of tho work inVOlved; (2) tile Contractor agrees, in an
solicitations or advertisements for ampioyees placed by or on behalf of the Contrador, to state that it is an "affll1lllltive adion - aqual opportunity employer" in accordance with
regulations adopted by the Commission; (3) the Contractor agrees to provide each labor union or representative of workers with which the Contractor has a collective
bargaining agrooment or other contract or understanding and each vendor with which the Contractor has a contract or understanding, a notice to be provided by the
Commission. advising the labor union or workers' representative of the ContradOf's commnments under this section and to post copies of the notice in conspicuOus places
available to employees and applicants for employment; (4) the Contractor agroos to comply with each provision of this soclion and Conn. Gen. Stal. subsections 46a~e and
46a-68f and with each regulation or relevant order issued by said Commission pursuant to Conn, Gen. Stat. subsections 46a-56, 46a-680 and 46a-68f; (b) the Contractor
agroos to provide the Commission on Human Rights and Opportunities with such information requested by the Commission, and permit access to pertinent books, IeCOrds
and lI<:COUnts, conceming the employment practices and procedures of the Contrador as relate to the provisions of this saction and section 46a-56. If !he Contract is a public
works contract, the contractor agrees and warrants that he win make good fanh efforts to employ minority business enterprises as subcontradors and suppliers of materials on
such public works projects.
Co Oetermination of the COntrador'S good faith efforts shall include, but shall not be limited to, the folloWing factors: The Contracto~s employment and subcontracting policies,
pattems and practices; affirmative advertising. recruUment and training; technical assistance activities and such other reasonable adivities or efforts as the Commission may
proscribe that are designed to ensure the participation of minority business enterprises in public works projocls,
d. The Contractor shan develop and maintain adequate documentation. in a manner prescribed by the Commission, of its good faith efforts,
e,. Tho ContradOr shan include the provisions of subsection (b) of this Section in evel)' subcontract or purchase order entered into In order to fulfill any ?"l~ation of a contrad
WIth the Slate and such provisions shall be binding on a SUbcontractor, vendor or manufacturer unless exempted by regulations or orders of the ComlTllSSIOn. Tho Contractor
shan take such action with respect to any such subcontract or purchase order as the Commission may diract as a moans of enforcing such provisions including sanctions for
noncompliance in accordance with Conn. Gen. Stal. subsection 46a-56; provided. if such contrador becomes involved in, or is threatened with, litigation with a subcontrador
or vendor as a resun of such direction by the Commission, tho Contractor may requeslthe State of Conneclicut to enler into any such litigation or negotiation prior lhereto to
protoclthe interests of the State and the State may so enter.
..
f. The Contractor agrees to comply with tho regulations referred to in this Section as they exist on the date of this contract and as they may be adopted or amended from time
to time during tho term of this contract and any amendmenls thereto.
g. The Contractor agrees to follow the provisions: The contractor agrees and warranls that in the performance of the agreement such contractor will not discriminate or permit
discrimi~ation against any person or group of persons On the grounds of sexual orientation. in any manner prohibited by the laws of
Unitad States ~ of the Slate of .
Connecticut, and that employees are treated when employed without regard 10 their sexual orientalion; the contradOr agrees to provide each labor unIon or representatIve of
workers with which such contractor has a collective bargaining agreement or other contrad or understanding and each vendor with which such contractor has a contract or
underSlanding, a notice to be provided by the Commission on Human Rights and Opportunities advising the labor union or workers' representalive of the contracto~s
commitments under this section, and to post copies of the nollce in conspicuous places available to employees and applicants for employment; the conlradOr agroos to
comply with each provision of tIlis section and with each regulation or relevant order issued by said commission pursuant to Section 46a-56 of tile general statutes; the
contractor agrees to provide the Commission on Human Rights and Opportunities with such information requested by the commission, and permit access 10 pertinent books,
records and accounts, concerning the employment practices and procedures of the contractor which relale to the provisions of this section and SectIOn 468·56 of the general
statutes.
h. The Contractor shaN indude the provisions of the foregoing paragraph in every subcontract or purchase order entered into in order to fulfill any obligation of a contrad with
tho state and such provisions shaH be binding on a subcontractor, vendor or manuracturer unless exempted by regulations or orders of the commission. The contractor shall
take such action with respect to any such subcontract or purchase order as the commission may direct as a means of enforcing such provisions including sanctions for
noncompliance in accordance with Section 46a-56 of the goneral statules; provided, if such contractor becomes involved in, or is threatened with, I~igation with a
subcontractor or vendor as a rosutt of such direction by the commission, the contrador may request the State of Connecticut to enter into any such litigation or negotiation
prior thereto to protect the interests of tho state and the state may so enter.
INSURANCElfNDEMNIFICATION
,
The Cont~oragrees that while performing services specified in this agreement he shall carry sufficient insurance (liability and/or oth_O as applicable according to the nature
o~ the S8MCO to ~ performed so as to "save harmless' !he State or Connecticut for any Insurable cause whatsoever. If requested, certificates of suc~ Insurance shall be filed
with the contracting State agency prior to the performance of services. Contractor hereby indemnifies and shaH defend and hold harmless the State, its offlCOl'S and its
employees from and against any and all suits, actions, legal or administrative proceedings, claims, demands, liabilities, monetary loss, interest. attorneys lees, costs and
expenses of whatsoever kind or nature arising out of the performance of this agreement, including those arising out of injury to or death of Contractors emptoye~s or
.
subcontractors, whether arising before, during or after completion of the services hereunder and in any manner directly or indirectly caused, occasIOned or contrIbuted to In
whoto or in part, by reason of any act, omission. fault or negligence of the Contractor or its employees, agents or subcontradors.
STATE UABIUTY
Tha Slale of Connecticut shall assume no liability for payment for services under the terms of this agreement until the contrador is notifoed that th~S agreement has been
accepted by !he contrading agency and, if applicable, approved by the OffICe of Policy and Management (OPM) or the Department of Adminislratlve 5e1VlC8S (CAS) and by
the Attomey General of the State of Connecticut.
ENTIRE AGREEMENT
This written Agreement shall conslUute the entire agreement of the parties and no other terms and conditions in any document. acceptance or acknowledgement shall be
effective or binding unless expressly agreed to in writing by the State Agency. This Agreement may not be changed other than by a formal wrOten amendment signed by the
parties hereto.
GOVERNING LAW
Tile validity, constroction and effect or this Agreement shall be governed by the laws or the State of Connecticut without regard to ns principles of connicts of laws, and any
question arising under this Agreement shall be constroed or determined according 1o such laws. except to the extend preempted by federal law.
CLAIMS AGAINST THE STATE
The contractor agrees that the sole and exclusive means for the presentation 01 any claim against the Slate of Connecticut arising from this Agree.ment shall be in accordance
WIth Chapter 53 of the Connecticut General Statutes (Claims Against the State) and the contractor further agrees not to iniliale legal proceedings In any state or rederal court
in addition to, or in lieu of, said Chapter 53 proceedings.

O!

l!'B

SCSU REV 12106

Page 3 013

76

Exhibit K

. . CONNECTICUT STATE UNIVERsITY SYSTEM.
VOUCHER/DISBURSEMENT REQUEST

IHV'OICE'

ACCOUHf HUUBER

ACCOUNT HUUBER

AUOUNT

AUOUNT

EXT:

I CEIlTlF¥'COMLlOOITIES REC£N£D OR SERVICES RENDERED:

D~TE:

DEMAND CHEOt CHI.RGE ACCOUNT:

DATE POSTEO:

POSTEDBY:

C:SUFRS-13l2J991

WHITE· Accounls Payable

CANARY. Oepanmenl
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VOUCHER.

