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Baldwin County Commission 
Request for Proposal (RFP) 

Temporary Clerical and Labor Services 
 

The overall goal of this Request for Proposal (RFP) is to establish a contract to be used by the 
Baldwin County Commission (the County) to solicit competitive sealed proposals from qualified 
consultants to provide Temporary Clerical and Labor Services on a Multi-Year Contract. 
 
The service provider will provide temporary clerical and labor services for various departments 
of the Baldwin County Commission.  
 
The competency, experience and background of the service providers will be considered along 
with the quality of the proposal in making the contract award. A proposal other than the lowest 
priced may be selected if the County determines, at its sole and absolute discretion that its 
interests will best be served by doing so. 
 
The Request for Proposal as awarded will be for a thirty-six (36) month period and 
pursuant to any applicable contract or contracts among the service provider and the 
Baldwin County Commission.  
 
The County reserves, and in its sole discretion may exercise the following rights and options 
with respect to the proposal submission, evaluation, and selection process under this RFP: 
 

• To reject any proposals if, in the County’s sole discretion, the proposal is incomplete, the 
proposal is not responsive to the requirements of this RFP as stated, the service provider 
does not meet the qualifications set forth in the RFP, or it is otherwise in the County’s 
best interest to do so. 
 

• To supplement, amend, substitute, or otherwise modify this RFP at any time prior to 
selection of one or more service providers for negotiation and to cancel this RFP with or 
without issuing another RFP. 
 

• To accept or reject any or all of the items in any proposal and award the contract(s) in 
whole or in part if it is deemed in the County’s best interest to do so. 
 

• To request that some or all of the service providers modify proposals based upon the 
County’s review and evaluation. 

 
• To require a service provider to give an oral presentation and/or product demonstration 

to the County after submittal of the RFP. Actions by the County in this regard should not 
be construed to imply acceptance or rejection of a proposal. The County will contact the 
service provider’s primary contact with further instructions should the County decide to 
request a presentation/demonstration. 
 

• Baldwin County will not reimburse service providers for any cost involved in the 
preparation and submission of responses to this RFP or in the preparation for and 
attendance at subsequent interviews. 
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I. BACKGROUND 

The Baldwin County Commission requires all departments to follow the “Temporary Labor 
Policy” as adopted on November 3, 2009, and amended on June 7, 2011, and June 21, 2011, and 
May 19, 2015, and September 7, 2021, and as may be further amended by the Baldwin County 
Commission.  The purpose of this policy is to govern the use of temporary labor through closely 
monitoring its usage and the financial impact on the county’s budget. 

The policy sets forth procedural requirements that the departments of the Baldwin County 
Commission must follow.  These procedural requirements limit the use of temporary labor when 
current staffing levels are not sufficient to complete a particular project within a required time 
frame, during an extended leave period of a county employee(s), during a state of emergency or a 
declared emergency that causes a need for shelter workers, bus drivers, or disaster workers. 

Unless otherwise pre-approved by Personnel, a temporary worker shall not be used continuously 
for more than twelve (12) months and shall not be re-employed without a one (1) month break in 
service unless the worker is assigned to a specific project with a pre-determined termination date. 
For purposes of temporary workers employed as of the date of adoption of this policy, the time 
limitations set out in this paragraph shall be measured from the date of the temporary worker’s 
start date.  
 
II. BALDWIN COUNTY GOAL & OBJECTIVE 
 
The overall goal of this RFP is to establish a contract to be used by the Baldwin County 
Commission to implement temporary clerical and labor services for various departments of the 
Baldwin County Commission.  
 
The objective of this RFP is to contract with a service provider that provides temporary clerical 
and labor services in a timely manner. 
 
III. GENERAL PROVISIONS  
  
The service provider shall provide temporary clerical and labor services for the Baldwin County 
Commission in accordance with the provisions and requirements stated herein.  The service 
provider shall provide services on an as needed basis.  The County does not guarantee any usage 
of the contract. 
 
The service provider should be able to perform each of the following tasks and should submit 
proposals for each of the following: 
 

1. The County will require the service provider to conduct and cover all costs for criminal 
background checks on all applicants and motor vehicle checks, pre-employment drug 
screens, and physicals on safety sensitive applicants.  The service provider will inform 
the County of any negative outcome of background checks and pre-employment drug 
screens.  The service provider will furnish driver licenses numbers, expiration dates and 
dates of birth to the County for verification of eligibility to drive a County owned vehicle 
in the course and scope of work upon request.  
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2. The County requires that all temporary employees be verified as legally eligible to work 
in the United States through the Department of Homeland Security.  This documentation 
is required in addition to completion of the I-9 form.  The County reserves the right to 
release any temporary staff member with an unfavorable background.   
 

3. Baldwin County will not pay a fee of any kind for an employee that the service provider 
provides to the County that the County hires on a full-time, part-time, permanent, or 
limited basis; nor, shall an employee be extended on the service provider’s payroll once 
the employee is placed on Baldwin County’s payroll. 
 

4. Service providers should include a copy of their ADA Policy, Equal Employment Policy, 
Sexual Harassment Policy, the policy for when employees are injured on the job and any 
policies on benefits the temporary employee may be offered by the employing temporary 
agency, in the proposal package. 
 

IV. SCOPE OF PROPOSAL 
 

1. Training will be conducted on-site and on-the-job. 
 

2. Regular, punctual attendance is required.  The service provider or the employee will 
notify the manager of each location of any absence/late arrival at least thirty (30) 
minutes prior to the start of the shift.  Reduction in work hours by the department due to 
low volume is not considered an absence. 

 
3. The Department will provide the service provider with information regarding 

attendance, dress, appearance, holiday closures and other rules relating to the work 
environment. 

 
4. An employee of Baldwin County will supervise temporary employees on the job site. 

 
5. Required Skills: As indicated, temporary employees will be required to have the skills 

required in the job summary, as provided with the service order form. 
 

6. Proposal must indicate the bill rate of employees who: 
a. Are paid the minimum rate. 
b. Are paid more than the minimum rate. 
c. Work fewer than 40 hours per week. 
d. Work more than 40 hours per week. 
e. Are referred to the service provider by Baldwin County. 

 
7. Overtime will be paid at the rate of one and one-half (1 ½) times the basic pay rate per 

hour for hours physically worked over forty (40) hours in a week.  A week is defined as 
beginning at 12:01 a.m. on Monday and ending at 12:00 midnight Sunday.  Proposal 
must state the bill rate for overtime work. 

 
8. Timecards for all locations to be provided by successful service provider.  Proposal shall 

include the intended procedure for distribution, collection of timesheets and the 
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calculating and verifying hours to Baldwin County. When a temporary employee leaves 
employment the department, the service provider shall be responsible for getting any 
monies due that employee to that employee.  The service provider shall also be 
responsible for getting any County items, such as keys, card keys, badges, etc., from the 
employee and for returning same to the County department prior to payment by the 
Baldwin County Commission for services rendered.   

 
9. The service provider shall provide worker’s compensation and unemployment insurance 

benefits, at its expense, for all temporary employees it supplies the County. 
 

10. The service provider must provide a list of holidays that would be covered, if applicable.  
Baldwin County observes fourteen (14) holidays during a calendar year for which 
temporary employees will not be paid holiday pay by the County.  They must also 
provide terms for their vacation and sick leave policies. 

 
11. The service provider will discuss the duties and skills indicated in the job summary with 

each prospective employee. 
 

12. The service provider must secure approval in advance, from the Personnel Department, 
to assign temporary employees. 

 
13. Paycheck Services: 

 
a. The responsibility for distribution and collection of time sheets is the service 

provider’s responsibility.  County personnel will verify actual hours worked.  
Billing shall be directed to the Personnel Department.  Specific details will be 
discussed with successful service provider. 

 
14. The County shall not pay for temporary employees who work one (1) day or less for the 

County unless an assignment for one (1) day or less is specified when the order for 
temporary employee is placed. 

 
15. As an Equal Opportunity Employer and in compliance with the Americans with 

Disabilities Act (ADA), Baldwin County may provide reasonable accommodations to 
permit a qualified applicant with a disability to enjoy the privileges of employment 
equal to those employees without disabilities.  Disabled individuals must satisfy job 
requirements for educational background, employment experience, skills and any other 
qualification standards that are job related and must be able to perform those tasks that 
are essential to the job with or without reasonable accommodation. 

 
16. Work hours will vary dependent upon position and needs. 

 
17. During the term of the contract, Baldwin County may request additional positions to be 

added as needs arise.  Likewise, certain positions may be deleted as needs change. The 
service provider will cover all costs as listed in item III.1. 
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18. Temporary employees shall be subject to the rules, regulations, and policies of the 
County. 

 
19. The service provider will provide necessary shelter workers, bus drivers and disaster 

workers on an as needed basis.  Shelter workers and bus driver information will be 
furnished by the Baldwin County Emergency Management Agency through the 
Personnel Department.  These workers must be ready to activate a shelter within three 
(3) hours of notification. 

 
IV. PROPOSED PLAN  
 
All proposals must comply with the following criteria. Proposals not meeting ALL criteria may 
be considered non-responsive and will be rejected.  
 

A. Cover Sheet  
The proposal must include a properly completed and signed cover sheet. A sample cover 
sheet with all of the required information is included as Attachment A. 

 
B. Overview  

The overview should demonstrate the service provider’s overall qualifications to fulfill 
the requirements of this RFP. 

 
C. Implementation Approach      

Provide steps and actions you will take to accomplish all the tasks described in this RFP.   
 

D. Pricing Information   
Pricing information included with the proposal must breakdown into elements that are 
clearly defined in the services being proposed. If you wish to propose additional services 
or an alternate approach to what is being requested, please provide those as a separate 
page(s) that are clearly labeled as “Alternate” or “Additional Services”. 
 

E. Customer References   
The service provider must provide at least three (3) previous customers with a similar 
size which the “Service Provider” have performed similar tasks within the last five (5) 
years. Clients who are county and local government would be a plus.  

 
 
V. PROPOSAL SUBMISSION  
 
Three (3) original paper copies of the proposal must be received by the County prior to  
3:00 P. M., (Central Standard Time) on August 13, 2025.  All copies of the proposals must be 
under sealed cover and plainly marked. No emailed proposals will be accepted. Proposals 
should be delivered or mailed to:  
  
Wanda Gautney, Purchasing Director 
312 Courthouse Square, Suite 15 (mailing address) 
257 Courthouse Square (physical address) 
Bay Minette, AL 36507 
251.580.2520 
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VI. INQUIRES AND QUESTIONS

Inquires or questions should be submitted by email only to Wanda Gautney, Purchasing Director, 
wgautney@baldwincountyal.gov  no later than July 31, 2025.  All inquiries or questions should 
be consolidated by each service provider and submitted prior to the 3:00 P. M. deadline.  All 
questions that are submitted will be answered and posted to the County website on August 6, 
2025. 

VII. PRIME SERVICE PROVIDER RESPONSIBILITIES

Service provider will assume responsibility for delivery of services and application performance, 
regardless of whether or not the Service provider subcontracts any of these items and services. 
The Service provider will be the sole point of contact regarding contractual matters, including 
performance of services and the payment of any and all charges resulting from contract 
obligations. Service provider will be totally responsible for all obligations outlined under this 
RFP. 

VIII. HOLD HARMLESS PROVISION

The service provider shall at all times indemnify and save harmless the County and its 
departments, their County Commissioners, officers and employees, against all liability, claim of 
liability, loss, cost or damage, including death, and loss of services, on account of any injury to 
persons or property, occurring from any cause whatsoever in the work involved in the contract, 
and will, at his expense, defend on behalf of the County and its departments, their officers and 
employees, either or all, any suit brought against them or any of the arising from any such cause. 

IX. SERVICE PROVIDER QUALIFICATIONS

All bidders, to the best of their knowledge and belief, must be in, and remain in compliance with 
all applicable Federal, Alabama State, County and municipal laws, regulations, resolutions and 
ordinances.  In particular, and without limitation, all bidders must be licensed and permitted in 
accordance with The Code of Alabama Title 10, concerning corporations doing business within 
Alabama, Title 34, dealing with licensing for businesses, Title 40, concerning licenses and 
taxation, unless otherwise exempt.  All bidders should be prepared to timely submit to the 
County non-confidential evidence or documentation demonstrating that the fact they are 
presently licensed and permitted under Alabama law.  Such non-confidential evidence or 
documentation is encouraged to be submitted with the Bid Package. 

The bidder expressly acknowledges, to and for the benefit of the Baldwin County 
Commission, that this Agreement may be funded with federal grant monies and, therefore, 
bidder expressly warrants and agrees that it shall at all times comply with all applicable 
federal, state, local and municipal laws and regulations.  For more information about the 
Federal regulations visit the website https://www.ecfr.gov/current/title-2/subtitle-A/chapter-
II/part-200 Code of Federal Regulations. 

mailto:wgautney@baldwincountyal.gov
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
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The Certification Regarding Lobbying form must be completed and submitted in your 
response package. 
 
All vendors, contractors and grantee are required to comply with the Alabama 
Immigration Law under Sections 31-13-9 (a) and (b) of the Code of Alabama.  Forms and 
documents will be included with award documents.  Information and forms can be found 
on the Baldwin County Commission’s Purchasing website under E-Verify at  
www.baldwincountyal.gov 
 
All out-of-state bidders must provide proof of proper certification of authority, and any 
required registration, to transact business in this State, in order to perform work for the 
Baldwin County Commission.  Bidder’s Registration Number shall be provided on the Bid 
Response Form.  The phone number for the Alabama Secretary of State is (334) 242-5324, 
Corporate Division. 
 
X. SERVICE TEST PERIOD 
 
If the service provider has not previously performed the services to the County, the County 
reserves the right to require a test period to determine if the Service provider can perform in 
accordance with the requirements of the contract, and to the County’s satisfaction. Such test 
period may be from thirty to ninety days, and will be conducted under all specifications, terms 
and conditions contained in the contract. This trial period will then become part of the initial 
contract period.  
 
A performance evaluation will be conducted prior to the end of the test period and that 
evaluation will be the basis for the County’s decision to continue with the service provider or to 
select another service provider. 
 
XI. SERVICE PROVIDERS INSURANCE PROVISIONS 
 
The service provider shall not commence work under this contract until all the required insurance 
has been obtained by service provider and approved by the County.  Nor shall the service 
provider allow any Subcontractor to commence work on his subcontract until the insurance 
required of the Subcontractor has been so obtained and approved. 

The service provider at his expense shall carry, with insurers satisfactory to County, throughout 
the term of the contract, Auto Liability Insurance, including owned, hired and non-owned 
vehicles,  with limits of not less than $1,000,000, combined single limit, for both bodily injury 
liability and property damage liability each occurrence, Commercial General Liability Insurance, 
including all contractual liability hereunder, with limits not less than $1,000,000, combined 
single limit, for both bodily injury liability and property damage liability each occurrence, 
Worker’s Compensation Insurance, meeting the statutory limits of the State of Alabama and 
Employer’s Liability Insurance fully covering all employees and supervisors participating in the 
work at/in/on any property, site, location, vessel, or equipment. All liability insurance shall name 
the County as an additional insured. Prior to commencing operations hereunder, a Certificate of 
Insurance evidencing such coverage, satisfactory to County, shall be furnished to County, which 

http://www.baldwincountyal.gov/
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shall specifically state that such insurance shall provide for at least a thirty (30) day notice to 
County in the event of cancellation, termination or any change in such insurance policies.  
 
The workers compensation certificate shall bear an endorsement clearly evidencing a waiver of 
the right of subrogation against County and County Representatives.  Should the service provider 
fail to furnish current evidence upon demand of any insurance required hereunder, or in the event 
of cancellation, termination or change in any such insurance, County may, at its option, suspend 
any Agreement until insurance is obtained, terminate any Agreement immediately without 
further action, or hold service provider in material default and pursue any and all remedies 
available. Said Certificate of Insurance evidencing the requisite must be provided upon 
submission of the RFP. 
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Attachment A: Cover Sheet 
 
Baldwin County RFP – Temporary Clerical & Labor Services 
 
 
 
 
Proposal Date: ____________________________________ 
 
 
Company Name: ______________________________________ 
 
 
Name of Company Representative: _______________________________ 
 
 
Position: ____________________________________ 
 
 
Address: _________________________________________ 
 
 
_________________________________________________ 
 
 
_________________________________________________ 
 
 
Email Address: ____________________________________ 
 
 
Company Web Page: ____________________________________ 
 
 
Phone: ____________________________________ 
 
 
Fax: ___________________________ 
 
 
Date: _________________________ 
 
 
 
Signature: _________________________________ 
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Attachment B: RFP Check List 
 
 
 
 

Task Yes/No 
  

1. Cover Sheet 
• Completed  
• Signed 

 

 

2. Service Provider Overview   
• Describe overall qualifications 

in relation to requirements 
 

 

3. Implementation Approach   
 

 

4. Pricing Information   
• Detail breakdown 

 

 

5. Customer References    
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Attachment C: EXAMPLE BALDWIN COUNTY SERVICE CONTRACT 
(Terms of which the successful Service Provider will have to agree to.) 
 
 
 
State of Alabama ) 

County of Baldwin ) 

CONTRACT FOR PROFESSIONAL SERVICES 

This Contract for Professional Services is made and entered into by and between the County of Baldwin 
(hereinafter called “COUNTY”) acting by and through its governing body, the Baldwin County 
Commission and PROVIDER, (hereinafter referred to as “PROVIDER”). 

 

WITNESSETH: 

  

Whereas,  
 

 

 Whereas,  

 

NOW, THEREFORE, in consideration of the premises and the mutual covenants herein 
contained, the sufficiency of which being hereby acknowledged, PROVIDER and COUNTY do 
hereby agree as follows: 

 

I. Definitions. The following terms shall have the following meanings: 

     A.  COUNTY:        Baldwin County, Alabama 

     B.  COMMISSION:      Baldwin County Commission 

     C.  PROVIDER:           

   

            II. Obligations Generally.  The COUNTY hereby retains, and the PROVIDER 
agrees to perform for the COUNTY, those professional services as hereinafter set 
forth. This document shall serve as the binding contract for the services of 
PROVIDER.   PROVIDER shall immediately commence performance of the 
services outlined herein upon full execution of this Contract. All work shall be 
commenced and completed in a timely manner as, and at the times, herein set 
out. 
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III. Recitals Included.  The above recitals and statements are incorporated as part 
of this Contract, and shall have the effect and enforceability as all other 
provisions herein.  

IV. Professional Qualifications.  For the purpose of this Contract, the 
PROVIDER represents and warrants to the COUNTY that it possesses the 
professional, technical, and administrative personnel with the specific experience 
and training necessary to provide the professional services required herein. 

V. No Prohibited Exclusive Franchise.  The COUNTY neither perceives nor 
intends, by this Contract, a granting of an exclusive franchise or violation of Art. 
I, Section 22 of the Alabama Constitution.  

VI. Representation/Warranty of Certifications, Etc.  PROVIDER represents and 
warrants that PROVIDER is presently certified, licensed and otherwise permitted 
under all necessary and applicable laws and regulations to perform the services 
herein, and that PROVIDER shall renew, maintain, and otherwise ensure that all 
such certifications, licenses, and permits are current and valid, without 
interruption, for and through completion of the services.  The representation and 
warranty aforesaid is a material inducement to the COUNTY in entering this 
Contract, and the parties agree that the breach thereof shall be deemed material at 
the County’s option.  

VII. Legal Compliance.  PROVIDER shall at all times comply with all 
applicable federal, State, local and municipal laws and regulations. 

VIII. Independent Contractor.  PROVIDER acknowledges that it is an 
independent contractor, and PROVIDER shall at all times remain as such in 
performing the services under this Contract.  PROVIDER is not an employee, 
servant, partner, or agent of the COUNTY and has no authority, whether express 
or implied, to contract for or bind the COUNTY in any manner. The parties agree 
that PROVIDER shall be solely responsible for and shall have full and 
unqualified control over developing and implementing its own means and 
methods, as it deems necessary and appropriate in providing the aforementioned 
services, and that the COUNTY’s interests herein are expressly limited to the 
results of said services. PROVIDER is not entitled to unemployment insurance 
benefits, and PROVIDER is responsible for and obligated to pay any and all 
federal and state income tax on any monies paid pursuant to this Contract. 

 
              IX. No Agency Created.  It is neither the express nor the implied  
            intent of PROVIDER or COUNTY to create an agency relationship  
              pursuant to this Contract.  Therefore, the PROVIDER does not in any  
              manner act on behalf of COUNTY and the creation of such a  
              relationship is prohibited and void. 

 
X. Unenforceable Provisions.  If any one or more of the provisions contained 
herein shall, for any reason, be held to be invalid, illegal or unenforceable in any 
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respect, then such provision or provisions shall be deemed severable from the 
remaining provisions hereof, and such invalidity, illegality or unenforceability 
shall not affect any other provision hereof.  This Contract shall be construed as if 
such invalid, illegal or unenforceable provision had never been contained herein. 

XI. Entire Agreement.  This Contract represents the entire and integrated 
agreement between COUNTY and PROVIDER and supersedes all prior 
negotiations, representations, or agreements, either written or oral.  This Contract 
may be amended only by written instrument signed by all parties. 

XII. Failure to Strictly Enforce Performance.   The failure of the COUNTY to                     
insist upon the strict performance of any of the terms, covenants, agreements, and 
conditions of this Contract shall not constitute, and shall never be asserted by 
PROVIDER as constituting, a default or be construed as a waiver or 
relinquishment of the right of the COUNTY to thereafter enforce any such term, 
covenant, agreement, or condition, but the same shall continue in full force and 
effect. 

           XIII. Assignment. This Contract or any interest herein shall not be assigned 
transferred or otherwise encumbered by PROVIDER without the prior written 
consent of the COUNTY, which may be withheld or granted in the sole 
discretion of the COUNTY.  
 
XIV.   Ownership of Documents/Work.  The COUNTY shall be the owner of all 
copyright or other intellectual property rights in reports, documents and 
deliverables produced and paid for under this Contract, and to the extent 
permitted by Alabama law, any such material may be reproduced and reused at 
the discretion of the COUNTY without payment of further consideration. 
PROVIDER shall not transfer, disclose, or otherwise use such information for 
any purpose other than in performance of the services hereunder, without the 
COUNTY’s prior written consent, which may be withheld or granted in the sole 
discretion of the COUNTY.  
 

       XV. Notice.  Notice required herein shall be in writing, unless otherwise 
             allowed, and said notice shall be deemed effective when received at the 
             following addresses: 

 

PROVIDER:   

  

 

COUNTY: Baldwin County Commission 
    c/o Chairman 

  312 Courthouse Square 
    Suite 12 
    Bay Minette, AL 36507 
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          XVI. Services to be Rendered.  PROVIDER is retained by the COUNTY as a 
professionally qualified contractor.  The general scope of work for the services 
shall include all the terms and Conditions of “Request for Proposals”, the same 
being expressly incorporated herein by reference, and without limitation will 
encompass: 

“All provision and conditions and/or specifications listed/stated in the 
Request for Proposals for Temporary Clerical and Labor Services for the 
Baldwin County Commission”.                                               

 

A.  PROVIDER will provide ongoing communications with                 
COUNTY regarding this service, including updates, emails and etc. as 
requested.  Additionally, PROVIDER will meet with COUNTY as 
needed or requested. 

B.  PROVIDER is responsible for the professional quality, technical 
accuracy, timely completion and coordination of all services furnished by 
or in relation to this Contract.  Notwithstanding this requirement, 
PROVIDER shall closely coordinate the subject services with the 
COUNTY and designated personnel. 

 
C. PROVIDER represents and warrants that its services shall be 
performed within the limits and standards provided by the COUNTY, in 
a manner consistent with the level of care and skill ordinarily exercised 
by similar providers under similar circumstances at the time the services 
are performed. 
 

XVII. Attachments: The exhibits and/or attachments listed below are  
specifically included as a necessary part of this agreement and the same shall  
not be complete without such items, to wit: 

 

A.  Attachment A – Cover Sheet 

B.  Attachment B – Check List 

C.  Attachment C – Contract 

D.  Attachment D – Temporary Clerical, Labor, and Shelter 
                                 Worker Positions 
E.  Attachment E – Fee Schedule 

F.  Attachment F – Certificate of Insurance 

                       COUNTY and PROVIDER, if necessary, shall jointly cause such items as  
 listed above to contain dates, signatures of the parties with authorization to  
                       make such signatures, and sufficient marks and references back to this 

Agreement noting their inclusion and attachment hereto. In any event of a 
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conflict between this document and the attachments referenced above, this 
document shall govern. 

 
       XVIII.  General Responsibilities of the COUNTY. 

 
A. The COUNTY shall provide reasonable notice to PROVIDER 

whenever the COUNTY actually observes or otherwise actually 
becomes aware of any development that affects the scope or time of 
PROVIDER’s services hereunder or any defect or nonconformance 
in the work of PROVIDER.  

 
B. The COUNTY shall pay to PROVIDER the compensation as, and  

subject to the terms set out below. 
 

C. The COUNTY shall provide any necessary notices to commence,  
Discontinue, or terminate the services herein described. 

 
  XIX. Termination of Services.  The COUNTY or PROVIDER may terminate 
             this contract, with or without cause or reason, by giving the (10) days written 

notice of such to the other party. Upon receipt of such notices, PROVIDER shall 
discontinue its work to the extent specified in the notice.  

 
In the event of termination, the COUNTY shall pay PROVIDER for all services 
satisfactorily rendered, and for any expenses deemed by COUNTY to be a 
reimbursable expense incurred pursuant to this Contract and prior to the date of 
termination.  

 
 XX.    Compensation Limited.  The compensation to be paid to the PROVIDER 

shall be the full compensation for all work performed by PROVIDER under this 
Contract.  All additional expenditures or expenses of PROVIDER, not listed in full 
within this Contract, shall not be considered as a part of this Contract and shall not 
be demanded by PROVIDER or paid by COUNTY unless the additional costs are 
approved by the COUNTY in the form of a written Change Order.  Compensation 
to PROVIDER for work shall be paid in accordance with 

 the Scope of Work.  Said compensation shall be all inclusive, including without 
limitations, reimbursement of all cost, incidents and operating expenses associated 
with those directly engaged in performance of the requested services.     

 
 XXI.  Method of Payment.  PROVIDER shall submit invoices to the COUNTY for 

payment for work performed.  Such invoice shall be accompanied by a detailed 
account of compensation to be paid PROVIDER. 

 
 Payment shall be made by the COUNTY within thirty (30) days of the approval of 

the invoice submitted by the PROVIDER. The COUNTY agrees to review and 
approve invoices submitted for payment in a timely manner.  

 
 XXII.  Effective and Termination Dates. This Contract shall be effective and 

commence immediately upon the same date as its full execution, and same shall 
terminate upon either the expiration of thirty-six (36) months or upon a written 
notification thereof received by either party within the required ten (10) day period.  
[Nothing herein stated shall prohibit the parties from otherwise terminating this 
Contract according to the provisions herein.] 
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 XXIII.  Force Majeure. The Parties hereto shall incur no liability to the other if 
performance becomes impossible or impracticable by reason of an event or effect 
that the parties could neither have anticipated nor controlled.  This allowance shall 
include both an act of nature and acts of third parties. Any costs that would 
otherwise be incurred and/or necessitated by the provisions herein shall be 
alleviated for either party by such event or effect.  

 
 XXIV.  Indemnification.  Provider shall indemnify, defend and hold County, and 

its Commissioners, affiliates, employees, agents, and representatives (collectively 
“County”) harmless from and against any and all claims, demands, liabilities, 
damages, losses, judgments, costs, and expenses including, without limitations, 
attorneys’ fees, and costs, for any and all personal injury (including death) and 
property damage of any kind or nature whatsoever, incurred by, asserted against, or 
imposed upon County, as a result of or in any manner related to provision of 
services hereunder, or any act or omission, by Provider.  Contractor shall provide 
the COUNTY with proof of general liability coverage including the COUNTY as 
an additional insured.  This indemnification shall survive the expiration or 
termination of this Contract. 

 
 XXV. Number of Originals.  This Contract shall be executed with three (3) 

originals, each of which are equally valid as an original. 
 
 XXVII: Governing Law:  This Contract in all respects, including without 
 limitation its formation, validity, construction, enforceability and  
             available remedies, shall be governed by the laws of the State of 
 Alabama, without regard to Alabama conflict of law principles. 
 
 XXVIII: Insurance:  Prior to performing services pursuant to this Contract, 

Provider shall carry, with insurers satisfactory to County, throughout the term of 
hereof, Auto Liability Insurance, including owned, hired and non-owned vehicles, 
with limits of not less than $1,000,000, combined single limit, for both bodily 
injury liability and   property damage liability each occurrence; Commercial 
General Liability Insurance, including all contractual liability hereunder, with 
limits not less than $1,000,000, combined single limit, for both bodily injury 
liability and property damage liability each occurrence; and Worker’s 
Compensation Insurance, meeting the statutory limits of the State of Alabama and 
Employer’s Liability Insurance fully covering all employees and supervisors 
participating in the work at the subject property site.  All liability insurance shall 
name the County as an additional insured.  Prior to commencing operations 
hereunder, a Certificate of Insurance evidencing such coverage, satisfactory to 
County, shall be furnished to County, which shall specifically state that such 
insurance shall provide for at least ten (10) days’ notice to County in the event of 
cancellation, termination or any change in such insurance policies.  The workers 
compensation certificate shall bear an endorsement clearly evidencing a waiver of 
the right of subrogation against County and County Representatives.  Should 
Provider fail to furnish current evidence upon demand of any insurance required 
hereunder, or in the event of cancellation, termination or change in any such 
insurance, County may, at its option, suspend this Contract until insurance is 
obtained, terminate this Contract immediately without further action, or hold 
Provider in material default and pursue any and all remedies available. Said 
Certificate of Insurance evidencing the requisite coverage is attached hereto as 
Attachment F as if fully set forth. 
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IN WITNESS WHEREOF, the parties hereto have executed this contract on the last day of execution 
by the COUNTY as written below.  

COUNTY ATTEST: 

/ / 
MATTHEW P. MCKENZIE,  /Date  ROGER H. RENDLEMAN,       /Date 
Chairman  County Administrator  

State of Alabama ) 

County of Baldwin ) 

I,      , a Notary Public in and for said County, in said State, hereby 
certify that, Matthew P. McKenzie, whose name as Chairman of Baldwin County Commission, and Roger 
H. Rendleman, whose name as County Administrator, are known to me, acknowledged before me on this 
day that, being informed of the contents of the Contract for Professional Services, they, as such officers 
and with full authority, executed same knowingly and with full authority to do so on behalf of said 
Commission.

GIVEN under my hand and seal on this the  day of  , 2025. 

______________________________ 
Notary Public 
My Commission Expires 

SIGNATURE AND NOTARY PAGE TO FOLLOW 
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  PROVIDER: 

 

  Insert Provider Name  

___________________________ /__________ 
By __________________________/Date 
Its ______________________________ 
            
 
 

State of Alabama) 

County of __________) 

 

 I,                                          , Notary Public in and for said County and State, hereby certify that 
____________________ as ________________ of______________________, whose name is signed to 
the foregoing in that capacity, and who is known to me, acknowledged before me on this day that, being 
informed of the contents of the foregoing, he executed the same voluntarily on the day the same bears 
date for and as an act of said_________________________.                                       

 GIVEN under my hand and seal on this the                 day of                          , 2025. 

 

       ________________________________ 
                     Notary Public, ___________________ 
         My Commission Expires 
 



  
 
 

CERTIFICATION REGARDING LOBBYING  

Certification for Contracts, Grants, Loans, and Cooperative Agreements  

The undersigned certifies, to the best of his or her knowledge and belief, that:  

 (1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any 
person for influencing or attempting to influence an officer or employee of an agency, a Member of 
Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with 
the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the 
entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or 
modification of any Federal contract, grant, loan, or cooperative agreement.  
 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for 
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an 
officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal 
contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard 
Form-LLL, ''Disclosure of Lobbying Activities,'' in accordance with its instructions.  
 

(3) The undersigned shall require that the language of this certification be included in the award documents 
for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and 
cooperative agreements) and that all subrecipients shall certify and disclose accordingly. This certification 
is a material representation of fact upon which reliance was placed when this transaction was made or 
entered into. Submission of this certification is a prerequisite for making or entering into this transaction 
imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be 
subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.  

Statement for Loan Guarantees and Loan Insurance  

The undersigned states, to the best of his or her knowledge and belief, that:  

If any funds have been paid or will be paid to any person for influencing or attempting to influence an officer 
or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of 
a Member of Congress in connection with this commitment providing for the United States to insure or 
guarantee a loan, the undersigned shall complete and submit Standard Form-LLL, ''Disclosure of Lobbying 
Activities,'' in accordance with its instructions. Submission of this statement is a prerequisite for making or 
entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file the 
required statement shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 
for each such failure.  

* APPLICANT’S ORGANIZATION 
 
 
 
* PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE 
   
 Prefix:    * First Name:      Middle Name:  
 
* Last Name:          Suffix:  
 
* Title:  
 
 
 
* SIGNATURE:        * DATE:  
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WORKING 
TITLE SUMMARY PYSICAL DEMANDS MINIMUM REQUIREMENTS 

Brats Driver 
(Non-CDL) 

Operate vehicle, carry out pre-trip 
and post-trip inspections, and keep 
accurate reports concerning routes, 
passengers, vehicles and monies 
(fares). 

Driver must be able to see, read, write, stand, 
walk, reach, pull, push, bend, turn, climb, 
escort passengers, observe passengers, lift a 
minimum of 50 lbs., and secure passengers 
and mobility devices. 

20/40 vision or better with corrective lenses, 
ability to work different shifts, must be 
insurable. High School/GED 
Valid Driver’s License, must be insurable 

Brats Driver 
(CDL) 

Operate vehicle, carry out pre-trip 
and post-trip inspections, and keep 
accurate reports concerning routes, 
passengers, vehicles and monies 
(fares). 

Driver must be able to see, read, write, stand, 
walk, reach, pull, push, bend, turn, climb, 
escort passengers, observe passengers, lift a 
minimum of 50 lbs., and secure passengers 
and mobility devices. 

Valid commercial Alabama Driver License 
with Passenger Endorsement, 20/40 vision or 
better with corrective lenses, ability to work 
different shifts, must be insurable 

Custodian General cleaning and housekeeping 
duties. 

Must lift, carry, and move materials, 
equipment, and tools weighing 25 lbs. or 
more. 

High School/GED preferred 

Laborer Performs routine manual labor 
which does not require a high 
degree of skill.  May also drive 
trucks and light tractors that do not 
require a CDL. 

Frequent lifting/maneuvering of heavy 
objects up to 50 lbs. and using tools 
requiring a high degree of dexterity. 

High School/GED preferred 
Valid Driver’s License, must be insurable 

Office 
Assistant/Clerical  

Entry level clerical, receptionist, 
typing, data entry and filing. 

Typically require walking, pushing, pulling, 
lifting of up to 20 lbs. occasionally. 

High School/GED 
Basic office principles 
Communications skills 

Detention 
Worker I 

Highly responsible for supervision 
involving the care, custody, and 
control of juvenile population and 
the facilitating and/or co-facilitating 
of the educational sessions. 

Ability to walk 1.5 miles in 30 minutes or 
less, stand for long lengths of time, Able to 
be outside in a variety of heat and cold 
conditions for up to 3 hours, drag, lift and 
pull a minimum of 50 lbs., must be able to 
rapidly respond, which may include 
sprinting, jogging, running to maintain safety 
of residents and staff.  Bend, Keel and squat 
repeatedly as needed. 
 

High School/GED 
Writing Skills to clearly and neatly complete 
reports, forms and logbook entries 

Building 
Maintenance 

Make repairs on plumbing, heating, 
cooling and electrical systems.  

Bending, climbing, kneeling, squat, lift a 
minimum of 50 lbs., pulling, pushing 

High School/GED 
Valid Driver’s License, must be insurable 
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Worker Perform carpentry work as 
required.  Perform emergency 
mechanical repairs as needed.   

Minimum of 3 years’ experience in building 
maintenance 
Knowledge of plumbing, heating, air 
conditioning and electrical systems 
Skills to understand mechanical reports, 
blueprints, and wiring diagrams 
Ability to inspect, diagnose problems, and 
complete repairs in a timely and effective 
manner 
Knowledge of basic carpentry 

Animal Control 
Technician 

Feed and exercises impounded 
animals. Cleans and disinfects 
kennels. Transports animals to vet. 
Maintain grounds as needed. 
Interacts with the public to provide 
adoption of animals. 

Lifting, carrying, kneeling, squatting. Work 
in various weather conditions, including heat 
and cold. Works with animal odors and 
disinfectants.  

Valid Driver’s License must be insurable 
Prefer 1-2 years’ experience in working with 
animals.  

Deputy Coroner 
in Training 

Travels to the scene of homicides, 
suicides, accidental, questionable, 
and or unattended deaths. Conducts 
a systematic scene investigation.  
Take custody of the remains. 

Sit, stand, travel for long periods of time.  
Bend, stoop, stretch, twist, reach, kneel, 
crawl, squat, climb, balance, climb ladders.  
lift, carry, drag, or push an average body 
weight of 100 to 200 lbs. or more, both alone 
and with help. Work in all types of weather.  

Valid Driver’s License must be insurable 
Any combination of forensic experience and 
training that would likely provide the required 
knowledge and ability is qualifying. 
 

Interns Job duties may vary by department, 
but mainly clerical and shadowing 
county professionals.  

Typically require walking, pushing, pulling, 
carrying, kneeling, and lifting of up to 20 lbs. 
occasionally.  

none 
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SHELTER MANAGEMENT  
WORKING TITLE SUMMARY PHYSICAL DEMANDS MINIMUM REQUIREMENTS 
Head Shelter Manager Ensure Ops Plan is followed, responsible for 

set-up and closing their shelter.  Communicate 
with staff/evacuees 

Lift up to 20 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Assistant Manager Ensure Ops Plan is followed/communicate 
with staff/evacuees-help with logistics and 
registration 

Lift up to 20 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Shelter Worker Assist with shelter set-up, closing and 
registration.  Communicate with evacuees and 
help meet their needs. 

Lift up to 20 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Cafeteria Manager Responsible for on-site food preparation.  
Ensure sanitary food handling procedures are 
followed.  Keep track of supplies and food 
received and expended 

Lift up to 20 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Cafeteria Worker Assist cafeteria manager with on-site food 
preparation. Follow sanitary food handling 
procedures  

Lift up to 30 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 

Custodian Manager Responsible for ensuring cleaning operations 
are maintained to a safe and sanitary level.   
Keep track of cleaning supplies received and 
expended. 

Lift up to 30 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Custodian Responsible for assisting the Custodial 
Managers with ensuring cleaning operations 
are maintained to a safe and sanitary level. 

Lift up to 20 pounds 
Stay at shelter for duration of 
activation 

High School Diploma/GED 
 

Interpreter Responsible in assisting the shelter manager 
and staff with interpreting English to Spanish 
and Spanish to English 

Stay at shelter for duration of 
activation 

Be able to interpret English/Spanish   
 

Bus Driver Responsible for driving evacuees from a 
designated pick-up point to a designated 
HUB. 

Be able to drive for 8-12 hours a 
day. 

Possess a valid/current CDL with passenger 
endorsement. 

EOC Section/Division 
Worker 

Serve in key EOC roles, such as Assistant 
Section Chief, Assistant PIO, or Assistant 
EOC Manager during an emergency or 
disaster 

Typically require walking, 
pushing, pulling, lifting of up to 
20 lbs. occasionally. 

Should be able to work independently 
demonstrating initiative and judgment and be 
responsible for the development of plans and 
strategies to support emergency and disaster 
response and recovery efforts coordinated by the 
County Emergency Operations Center. 
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Three (3) years’ experience in Emergency 
Management 
Ability to communicate effectively with staff, 
other organizations, and the general public. 



 FEE SCHEDULE 

Item # Job Title 
Minimum 

Hourly 
Rate 

1 Custodian $14.71 
2 Laborer $13.99 
3 Office Assistant/Clerical $15.43 
4 Bus Driver (Non-CDL) $13.99 
5 Bus Driver (CDL) $16.20 
6 Detention Worker I $18.25 
7 Building Maintenance Worker $18.25 
8 Animal Control Technician $15.43 
9 Deputy Coroner $15.00 
 Deputy Coroner (call-out) $25.00 

10 Intern $12.00 
   

Emergency/Shelter Positions 
1 Head Shelter Manager $25.00 
2 Assistant Shelter Manager $20.00 
3 Shelter Support Staff $15.00 
4 Cafeteria Manager $20.00 
5 Cafeteria Support Staff $15.00 
6 Custodian Manager $20.00 
7 Custodian Support Staff    $20.00 
8 Interpreter $20.00 
9 Bus Driver $15.00 
10 EOC Section/Division Worker $25.00 

 


	State of Alabama )
	County of Baldwin  )

