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Release Date 
 

March 17, 2023 

Solicitation Number 
 

RFP-23-045 

Solicitation Title 
 
Services to be performed for 

ELECTION BALLOTS AND ENVELOPES 
 
El Paso County – Clerk and Recorder 
 

Responses will be received until 2:00 P.M., MST, Thursday, April 6, 2023 
Electronically through the Rocky Mountain E-
Purchasing System 
 

For additional information please contact Traci L. Gorman, CPPO, CPPB, Contracts and 
Procurement Manager 
Email:  TraciGorman@elpasoco.com  
719-520-6398 
 

Documents included in this package Request for Proposal Cover Sheet 
General Terms and Conditions 
Special Terms and Conditions 
Scope of Work 
Response Submittal Requirements 
Attachments 

 
 
The undersigned hereby affirms that (1) he/she is a duly authorized agent of the vendor, (2) he/she has read all 
terms and conditions and technical specifications which were made available in conjunction with this solicitation 
and fully understands and accepts them unless specific variations have been expressly listed in his/her offer, (3) 
that the offer is being submitted on behalf of the vendor in accordance with any terms and conditions set forth in 
this document, and (4) that the vendor will accept any awards made to it as a result of the offer submitted herein 
for a minimum of ninety calendar days following the date of submission. Offers must contain, in blue ink, a manual 
signature of an authorized agent of the Vendor or a verifiable electronic time and date stamped signature in the 
space provided on all appropriate signature lines in this solicitation.  Typed names as signatures are not allowed.   
 
 

PRINT OR TYPE YOUR INFORMATION 

 
Company Name: _______________________________________ Fax: __________________________________________________ 

Address: ______________________________________________ City/State/Zip: __________________________________________ 

Contact Person: ________________________________________ Title: __________________________________________________ 

Email: ________________________________________________ Phone: ________________________________________________ 

Authorized Representative’s Signature: __________________________________________________ Date: _____________________ 

Printed Name: _________________________________________ Title: _________________________________________________ 

Email: ________________________________________________ Phone: ________________________________________________ 

 

 

El Paso County 
Contracts and Procurement 

15 East Vermijo Avenue 
Colorado Springs, Colorado 80903 

REQUEST FOR PROPOSAL #RFP-23-045 

COVER SHEET 

mailto:TraciGorman@elpasoco.com


 
 

Request for Proposal #RFP-23-045 Page 2 of 50 
 

 
 
 
 
 
 
 

 
 
Cover Sheet                          Page 1 
 
Table of Contents                                                                                                                                             Page 2 
 
General Terms and Conditions                                                                                                                        Page 3 
 
Special Terms and Conditions                                                                                                                         Page 9 
 
Reference to Attachment A, Insurance                    Page 13 
 
Specifications                        Page 17 
 
Pricing Form                       Page 30 
 
Vendor Information                      Page 32 
 
Proprietary / Confidentiality Statement                    Page 36 
 
No Bid Statement                      Page 37 
 
Submission Form                      Page 38 
 
Exhibit 1 – Exceptions Form                                                                                                                           Page 39 
 
Exhibit 2 – Debarment Certification                                                                                                                Page 40 
 
Exhibit 3 – Lobbying Certification                                                                                                                   Page 41 
 
Exhibit 4 – Non-Collusion Affidavit                                                                                                                 Page 42 
 
Exhibit 5 – Minimum Insurance Requirements Certification                                                                           Page 43 
 
Attachment A, Insurance Requirements                    Page 45 
 
Reference and Instructions Regarding Attachment B, Agreement                 Page 46 
 
Substitute W9 Form                      Page 47 

 
 

 

 

 

 

 

 

 

 

REQUEST FOR PROPOSAL #RFP-23-045 

TABLE OF CONTENTS 



 
 

Request for Proposal #RFP-23-045 Page 3 of 50 
 

 
 
 
 
 
 

 
 
1. APPLICABILITY.  These General Terms and Conditions apply, but are not limited, to all bids, proposals, 

qualifications and quotations (hereinafter referred to as “Offers” and/or “Responses”) made to El Paso 

County (hereinafter referred to as "County") by all prospective suppliers (herein after referred to as 

"Vendors") in response, but not limited to, Invitation to Bid, Invitation for Bid, Request for Proposals, 

Statement for Qualifications, and Request for Quotations (hereinafter referred to as “Solicitations”). 

 

2. CONTENTS OF OFFER 

 

2.1 General Conditions.  Vendors are required to submit their Offers in accordance with the following 

expressed conditions: 

 

2.1.1 Vendors shall make all investigations necessary to thoroughly inform themselves regarding 

the plant and facilities affected by the delivery of materials and equipment as required by 

the conditions of the Solicitation.  No plea of ignorance by the Vendor of conditions that 

exist or that may hereafter exist as a result of failure to fulfill the requirements of the contract 

documents will be accepted as the basis for varying the requirements or the compensation 

to the Vendor. 

 

2.1.2 Vendors are advised that all County contracts are subject to all legal requirements 

contained in County ordinances, the Contracts and Procurement policies and state and 

federal statutes.  When conflicts between the Solicitation and these legal documents occur, 

the highest authority will prevail. 

 

2.1.3 Vendors are required to state exactly what they intend to furnish to the County via this 

Solicitation and must indicate any variances to the terms, conditions, and specifications of 

this Solicitation no matter how slight.  If variations are not stated in the Vendor’s Offer, it 

shall be construed that the Vendor’s Offer fully complies with all conditions identified in this 

Solicitation. 

 

2.1.4 El Paso County intends and expects that the contracting processes of the County and its 

Vendors provide equal opportunity without regard to race, color, religion, sex, national 

origin, age, disability, or any other characteristic protected by law.  Accordingly, the Vendor 

shall not discriminate on any of the foregoing grounds in the performance of the contract. 

 

2.1.5 All Offers and other materials submitted in response to this Solicitation shall become the 

property of the County and will be a matter of public record.  Vendors must identify, in 

writing, all copyrighted material, trade secrets and/or other proprietary information that it 

claims are exempt from disclosure under the Open Records Act. 

 

Any Vendor claiming an exemption must identify the specific provision of the Open Records 

Act that provides an exemption from disclosure for each item that the Vendor claims is not 

subject to disclosure and must submit an additional original copy of the Response with 

each exempt item clearly redacted.  Any Vendor claiming an exemption must also state in 

its Response that the Vendor agrees to defend, indemnify, and hold harmless the County 

and its officers and employees from any action brought against the County for its refusal 

to disclose any purportedly exempt material, trade secrets and other proprietary 

information to any party making a request therefore. 
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Any Vendor who fails to include an exemption statement along with the additional redacted 

copy of the Response shall be deemed to have waived any right to an exemption from 

disclosure as provided by the Open Records Act. 

 

2.2 Clarification and Modifications in Terms and Conditions 

 

2.2.1 Where there appear to be variances or conflicts between the General Terms and 

Conditions, the Special Terms and Conditions and the specifications outlined in this 

Solicitation, the specifications then the Special Terms and Conditions will prevail. 

 

2.2.2 If any Vendor contemplating submitting an Offer under this Solicitation is in doubt as to the 

true meaning of the specifications, the Vendor must submit a written request for 

clarification to the County's Contracts and Procurement Manager or their designee as 

outlined in the Special Terms and Conditions.  The Vendor submitting the request shall be 

responsible for ensuring that the request is received by the County’s buyer by the date and 

time listed in the Schedule of Activities for submitting question(s) or as stated in the Special 

Terms and Conditions. 

 

Any official interpretation of this Solicitation must be made by the County's Contracts and 

Procurement Manager or their designee.  The County shall not be responsible for 

interpretations offered by other employees of the County. 

 

The County shall issue a written addendum if substantial changes which impact the 

technical submission of Offers are required.  Addenda will be posted on the Rocky 

Mountain E-Purchasing System web site (http://www.rockymountainbidsystem.com) as 

well as the El Paso County web site (http://www.elpasoco.com).  Vendors are responsible 

for either revisiting one of these websites prior to the due date or contacting the Contracts 

and Procurement Manager or their designee named on the Cover Sheet of this Solicitation 

to ensure that they have any addenda which may have been issued after the initial 

download. 

 

The Vendor shall certify its acknowledgment of the addendum by signing the addendum 

and returning it with its Offer.  In the event of conflict with the original contract documents, 

addenda shall govern all other contract documents to the extent specified.  Subsequent 

addenda shall govern over prior addenda only to the extent specified. 

 

2.3 Prices Contained in Offer-Discounts, Taxes, Collusion 

 

2.3.1 Vendors may offer a cash discount for prompt payment.  Discounts may be considered in 

determining the lowest net cost for the evaluation of Offers; discounts for periods of less 

than twenty days, however, will not be considered in making the award.  If the Vendor does 

not enter a percentage discount, it is hereby understood and agreed that the payment 

terms shall be net thirty days, effective on the date that the County receives an accurate 

invoice or accepts the products, whichever is the later date.  Payment is deemed to be 

made on the date of the mailing of the check. 

 

2.3.2 Vendors shall not include federal, state, or local excise or sales taxes in prices offered, as 

the County is exempt from payment of such taxes.  Materials purchased directly by the 

Vendor in conjunction with this contract will, however, be subject to applicable state and 

local sales taxes.  These taxes shall be borne by the vendor.  Under no circumstances 

shall Vendor be authorized to use the County’s tax exemption number in acquiring such 

materials. 

 

http://www.rockymountainbidsystem.com/
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2.3.3 The Vendor, by affixing its signature to this Solicitation, certifies that its Offer is made 

without previous understanding, agreement, or connection either with any persons, firms 

or corporations making an Offer for the same items, services, or with the County.  The 

Vendor also certifies that its Offer is in all respects fair, without outside control, collusion, 

fraud, or otherwise illegal action.  To ensure integrity of the County's public procurement 

process, all Vendors are hereby placed on notice that any and all Vendors who falsify the 

certifications required in conjunction with this section will be prosecuted to the fullest extent 

of the law. 

 

3. PREPARATION AND SUBMISSION OF OFFER 

 

3.1 Preparation 

 

3.1.1 El Paso County will not be responsible for any expenses incurred by any Vendor in 

preparing and submitting its offer. 

 

3.1.2 The Offer must be typed or legibly printed in ink.  The use of erasable ink is not permitted.  

All corrections made by the Vendor must be initialed in blue ink by the authorized agent 

of the Vendor. 

 

3.1.3 Offers must contain, in blue ink, a manual signature of an authorized agent of the Vendor 

or a verifiable electronic time and date stamped signature in the space provided on the 

Solicitation Cover Sheet.  Typed names as signatures are not allowed.  The original 

Cover Sheet of this Solicitation must be included in all Offers.  If the Vendor’s authorized 

agent fails to appropriately sign and return the original Cover Sheet of the Solicitation, its 

Offer shall be invalid and shall not be considered. 

 

3.1.4 Prices shall be provided by the Vendor on the Solicitation’s Pricing Form when required in 

conjunction with the prescribed method of award and shall be for the unit of measure 

requested.  Prices that are not in accordance with the measurements and descriptions 

requested shall be considered non-responsive and shall not be considered.  Where there 

is a discrepancy between the unit price and the extension of prices, the unit price shall 

prevail. 

 

3.1.5 Alternate Offers will not be considered unless expressly permitted in the Specification’s 

Special Terms and Conditions. 

 

3.1.6 The accuracy of the Offer is the sole responsibility of the Vendor.  No changes in the Offer 

shall be allowed after the date and time that the Offers are due. 

 

3.2 Submission 

 

3.2.1 The Offer shall be submitted via the Rocky Mountain E-Purchasing System with the 

Vendor’s name, the RFP Number, and the RFP Title.  When required in conjunction with 

the prescribed method of award, the County's Pricing Form must be used when the Vendor 

is submitting its Offer.  The Vendor shall not alter this form (e.g., add or modify categories 

for posting prices offered) unless expressly permitted in an addendum duly issued by the 

County.  No other form shall be accepted. 

 

3.2.2 Offers submitted via facsimile machines, mail, or email will not be accepted unless 

expressly permitted in the solicitation. 

 

3.2.3 Vendors which qualify their Offers by requiring alternate contractual terms and conditions 

as a stipulation for contract award must include such alternate terms and conditions in their 
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Offers.  The County reserves the right to declare Vendors’ Offers as non-responsive if any 

of these alternate terms and conditions are in conflict with the County's terms and 

conditions, or if they are not in the best interests of the County. 

 

3.3 Late Offers.  Offers received after the date and time set for the opening will not be authorized to 

enter into the electronic lockbox and will be deemed as non-responsive. 

 

4. MODIFICATION OR WITHDRAWAL OF OFFERS 

 

4.1. Modifications to Offers.  Offers may only be modified in the form of a written notice on company 

letterhead and must be received prior to the time and date set for the Offers to be opened.  Each 

modification submitted to the County’s Contracts and Procurement Division must have the Vendor’s 

name and return address and the applicable Solicitation number and title clearly marked on the 

face of the envelope.  If more than one modification is submitted, the modification bearing the latest 

date of receipt by the County’s Contracts and Procurement Division will be considered the valid 

modification. 

 

4.2. Withdrawal of Offers 

 

4.2.1 Offers may be withdrawn prior to the time and date set for the opening.  Such requests 

must be made in writing on company letterhead. 

 

4.2.2 In accordance with the Uniform Commercial Code, Offers may not be withdrawn after the 

time and date set for the opening for a period of ninety calendar days after the opening.  If 

an Offer is withdrawn by the Vendor during this ninety-day period, the County may, at its 

option, suspend the Vendor from the bid list and may not accept any Offer from the Vendor 

for a six-month period following the withdrawal. 

 

5. REJECTION OF OFFERS 

 

5.1. Rejection of Offers.  The County may, at its sole and absolute discretion: 

 

5.1.1 Reject any and all, or parts of any or all, Offers submitted by prospective Vendors; 

 

5.1.2 Re-advertise this Solicitation; 

 

5.1.3 Postpone or cancel the process; 

 

5.1.4 Waive any irregularities in the Offers received in conjunction with this Solicitation; and/or 

 

5.1.5 Determine the criteria and process whereby Offers are evaluated and awarded.  No 

damages shall be recoverable by any challenger as a result of these determinations or 

decisions by the County. 

 

5.2 Rejection of a Particular Offer.  The County may reject an offer under any of the following 

conditions: 

 

5.2.1 The Vendor misstates or conceals any material fact in its Offer; 

 

5.2.2 The Vendor’s Offer does not strictly conform to the law or the requirements of the 

Solicitation; 

 

5.2.3 The Offer expressly requires or implies a conditional award that conflicts with the method 

of award stipulated in the Solicitation’s Special Terms and Conditions and/or specifications; 
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5.2.4 The Offer does not include documents, including, but not limited to, certificates, licenses, 

and/or samples, which are required for submission with the Offer in conjunction with the 

Solicitation’s Special Terms and Conditions and/or specifications; or 

 

5.2.5 The Offer has not been executed by the Vendor through an authorized signature on the 

Specification’s Cover Sheet. 

 

5.3 Elimination from Consideration 

 

5.3.1 To ensure fair consideration for all Vendors, the County prohibits communication initiated 

by a Vendor or on a Vendor’s behalf regarding the Solicitation to or with any County official 

or employee during the submission process, except as expressly set forth in this 

Solicitation.  In addition, the County prohibits communications initiated by a Vendor or on 

a Vendor’s behalf to or with any County official or employee evaluating or considering the 

solicitation prior to the time an award decision has been made.  Prohibited communications 

initiated by a Vendor shall be grounds for eliminating the offending Vendor from 

consideration for award. 

 

5.3.2 An Offer may not be accepted from, nor any contract be awarded to, any person or firm 

which is in arrears to the County upon any debt or contract or which is a defaulter as surety 

or otherwise upon any obligation to the County. 

 

5.3.3 An Offer may not be accepted from, nor any contract awarded to, any person or firm which 

has failed to perform faithfully any previous contract with the County, state, or federal 

government, for a minimum period of three years after this previous contract was 

terminated for cause. 

 

6. AWARD OF CONTRACT.  El Paso County and the successful Vendor shall execute the County’s 

Professional Services Agreement (see Attachment B) to consummate a contract between the parties.  This 

Solicitation and the Vendor’s Offer shall be attached and incorporated as part of that contract. 

 

7. CONTRACTUAL OBLIGATIONS 

 

7.1 Local, State and Federal Compliance Requirements.  Successful Vendors shall be familiar and 

comply with all local, state, and federal directives, ordinances, rules, orders, and laws applicable 

to, and affected by, this contract including, but not limited to, Equal Employment Opportunity (EEO) 

regulations, Occupational Safety and Health Act (OSHA), and Title II of the Americans with 

Disabilities Act (ADA). 

 

7.2 Disposition.  The Vendor shall not assign, transfer, convey, sublet, or otherwise dispose of this 

contract, including any or all of its right, title or interest therein, or its power to execute such contract 

to any person, company, or corporation, without prior written consent of the County. 

 

7.3 Employees.   

 

7.3.1 All employees of the Vendor shall be considered to be, at all times, employees of the 

Vendor, under its sole direction, and not employees or agents of the County.  The County 

may require the Vendor to remove an employee it deems careless, incompetent, 

insubordinate or otherwise objectionable, and whose continued employment on County 

property is not in the best interest of the County.  In accordance with the County’s policy 

regarding the use of tobacco products, no employee of the Vendor shall be permitted to 

use tobacco products when performing work on County property. 
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7.4 Workers’ Compensation Insurance.  Each Vendor and subcontractor shall maintain at his own 

expense until completion of his work and acceptance thereof by the County, Workers’ 

Compensation Insurance, including occupational disease provisions, covering the obligations of 

the Vendor or subcontractor in accordance with the provisions of the laws of the State of Colorado.  

The Vendor shall furnish the County with a certificate giving evidence that he is covered by the 

Workers’ Compensation Insurance herein required, each certificate specifically stating that such 

insurance includes occupational disease provisions and provisions preventing cancellation without 

ten days’ prior notice to the County in writing. 

 

7.5 Delivery.  Prices, quotes, and deliveries are to be FOB destination, freight prepaid, and shall 

require inside delivery unless otherwise specified in the Solicitation’s Special Terms and 

Conditions.  Title and risk of loss shall pass to the County upon inspection and acceptance by the 

County at its designated point of delivery, unless otherwise specified in the Special Terms and 

Conditions.  In the event that the Vendor defaults on its contract or the contract is terminated for 

cause due to performance, the County reserves the right to re-procure the materials or services 

from the next lowest Vendor or from other sources during the remaining term of the 

terminated/defaulted contract.  Under this arrangement, the County shall charge the Vendor any 

difference between the Vendor’s price and the price to be paid to the next lowest Vendor, as well 

as any costs associated with the re-solicitation effort. 

 

7.6 Material or Service Priced Incorrectly.  As part of any award resulting from this process, 

Vendor(s) will discount all transactions as agreed.  In the event the County discovers, through its 

contract monitoring process or formal audit process, that material or service was priced incorrectly, 

Vendor(s) agree to promptly refund all overpayments and to pay all reasonable audit expenses 

incurred as a result of the non-compliance. 

 

8. CONTRACT MODIFICATIONS.  Terms and conditions may be added, modified, and deleted upon mutual 

agreement between the County and the Vendor provided that such terms and conditions remain within the 

scope and original intent of the Solicitation.  Said terms and conditions may include, but are not limited to, 

additions or deletions of service levels and/or commodities and/or increases or decreases in the time limits 

for an existing contract.  Any and all modifications must be expressed in writing through an Amendment 

and executed by authorized agents of the County and the Vendor prior to the enactment of such 

modifications. 

 

9. TERMINATION OF CONTRACT 

 

9.1 Failure to perform.  The County may, by written notice to the successful Vendor, terminate the 

contract if the Vendor has been found to have failed to perform its service in a manner satisfactory 

to the County as per specifications, including delivery as specified.  The date of termination shall 

be stated in the notice.  The County shall be the sole judge of non-performance. 

 

9.2 Reasons other than cause.  The County may cancel the contract upon thirty days written notice 

for reason other than cause.  This may include the County's inability to continue with the contract 

due to the elimination or reduction of funding. 
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1. ELECTRONIC SUBMISSION OF OFFERS: El Paso County will only accept electronic bid Responses 

submitted through the Rocky Mountain E-Purchasing system.  A Submittal Log will be posted after the Opening 

and after the County has had an opportunity to review and verify the submittals offered to the County. 

 

The original Offer must be received before the due date and time through an electronic package transmitted 

through the Rocky Mountain E-Purchasing system.  The Vendor is responsible for ensuring its Response is 

posted by the due date and time outlined in the solicitation document. 

 

If the submittal arrives late, it will not be included in the electronic lockbox.  

 

 

The Solicitation Opening for RFP-23-045 will take place VIA TELECONFERENCE on April 6, 2023 @ 2:00PM 

utilizing the call-in information below: 

 

Participant-guest login: 

 

1.  Dial access number: 1-719-520-7660 

2. Enter the participant-guest pass code: 51488#    

3.  Attendee access code: 1234# 

 

Proposers are NOT required to participate. No in person entry to our building will be permitted.  

 

2. SCHEDULE OF ACTIVITIES:  The following activities and dates tentatively outline the process to be used to 

solicit vendor responses and to evaluate each vendor Response. 
 
 March 17, 2023 Release Request for Proposal 

 March 23, 2023 @ 11:00 a.m. Deadline for Submitting Questions 

 April 6, 2023 @ 2:00 p.m. Response Submission Deadline 

 April 2023 Issue Notice of Intent to Award 

 

3. PURPOSE OF SOLICITATION:  El Paso County is issuing this Solicitation for the purpose of entering into a 

contract for services as specified herein from a Vendor(s) that will provide prompt and efficient service to the 

County for ballot and envelope printing services, the mail ballot insertion, and the addressing of mail ballot 

packets for upcoming elections. Although this Solicitation specifies a timeline for these services to be 

completed, it is understood and agreed that the County may, during the term of the contract, request additional 

services be performed by the successful Vendor(s) at other times for El Paso County.  This option, if exercised, 

is the prerogative of the County and shall be honored by the Vendor(s) throughout the contract period.  No 

guarantees are made that additional services will be requested. 

 

4. TERM OF CONTRACT:  The awarded contract shall commence on May 1, 2023 and shall remain in effect 

through December 31, 2024.  
 

5. OPTION TO RENEW FOR SUBSEQUENT YEARS (WITH PRICE ADJUSTMENT):  The prices or discounts 

quoted in this Solicitation shall prevail during the specified term of the contract, at which time the County shall 

have the option to renew the contract for four additional one-year periods.  Continuation of the contract beyond 

the initial period is a County prerogative and not a right of the Vendor and will be exercised only when such 

continuation is clearly in the best interest of the County. During the option period, the County will consider an 

adjustment to the pricing structure should the Vendor request a price adjustment or if the manufacturer or 
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supplier notifies the Vendor of a price adjustment.  It shall be understood that such price adjustments shall not 

exceed the amount passed on to the Vendor by the manufacturer or supplier. The Vendor shall notify the County 

of such adjustments during the option period at least sixty (60) calendar days prior to the end of the then current 

contract year and must include detailed justification for the requested adjustment.  The County reserves the 

right to reject any price adjustments submitted by the Vendor and/or to terminate the contract with the Vendor 

based on such price adjustments. 

 

The County may consider an adjustment to the pricing structure outside of the option period if such adjustment 

would be detrimental to the Vendor.  The Vendor shall submit an immediate request for such an adjustment in 

writing to the Contracts and Procurement Division and must include detailed justification for the requested 

adjustment outside of the option period.  This consideration is a County prerogative and there is no guarantee 

that the request will be accepted outside of the option period.  The County reserves the right to accept, reject 

or negotiate any price adjustments submitted by the Vendor and/or to terminate the contract with the Vendor 

based on such price adjustments. 

 

6. RESPONSE TO QUESTIONS:  Questions which arise during the Response preparation period regarding 

issues around this Solicitation, purchasing and/or award should be directed electronically, via the Rocky 

Mountain E-Purchasing system, to Traci Gorman, CPPO, CPPB, Contracts and Procurement Manager, 

Contracts and Procurement Division, El Paso County.  The Vendor submitting the question(s) shall be 

responsible for ensuring that the question(s) is received by the date and time listed above in the schedule of 

activities for submitting the question(s). 

 

Any official interpretation of this Solicitation must be made by an agent of the County’s Contracts and 

Procurement Division who is authorized to act on behalf of the County.  The County shall not be responsible 

for interpretations offered by employees of the County who are not agents of the County’s Contracts and 

Procurement Division. 

 

7. SOLICITATION DOCUMENTS: El Paso County officially distributes solicitation documents through the Rocky 

Mountain E-Purchasing System and the County’s website. Copies of solicitations obtained from any other 

source are not considered official copies. Only those vendors who obtain solicitation documents from the 

Rocky Mountain E-Purchasing System or El Paso County website will be in receipt of officially posted and 

relevant information regarding solicitations issued by El Paso County. The County cannot be held responsible 

for incorrect information, nor can it attest to the accuracy of information, found on websites other than the Rocky 

Mountain E-Purchasing System or the County’s website. 

 

8. METHOD OF AWARD - BEST EVALUATIVE SCORE BASED ON WRITTEN RESPONSE:  It is the intent of 

the County to award this Solicitation to the Vendor who receives the highest score when the Responses 

submitted by interested Vendors are reviewed by the County's Response Evaluation Committee.  For this 

Solicitation, the Evaluation Committee will score Responses based on the following criteria listed in no particular 

order:  

  

• Responsiveness 

• Proposed Security Plan 

• Project Solutions 

• References and Previous Experience 

• Fee Schedule 

• Product 

 

A more detailed description of these criteria can be found on Page 27-28 of this document. 

 

Evaluation criteria, other than costs, are evaluated first. After rating the written Responses, costs are then 

considered against trade-offs such as satisfaction of requirements in the Solicitation, qualifications and financial 

condition of the Vendor, risk, and incentives. 
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If it is in the best interest of the County, the Evaluation Committee may invite a limited number of Vendors who 

received the highest scores during the written phase to provide an oral presentation and discussion.  The 

number of Vendors who may be invited to participate in this discussion will be determined by the Evaluation 

Committee after the written Responses have been scored.  

 

The County reserves the right to conduct negotiations with Vendors and to accept revisions of Responses.  

During this negotiation period, the County will not disclose any information derived from Responses submitted, 

or from discussions with other Vendors.  Once an award is made, the Solicitation file and the Responses 

contained therein are in the public record. 

 

9. SAMPLES OF PRODUCTS MAY BE REQUIRED DURING EVALUATION:  After the Responses are opened 

by the County, the Vendors may be required to submit a sample of the goods to be supplied for evaluation by, 

and at no cost to, the County.  If samples are required, the County will notify the Vendor of such and will specify 

the deadline for submission of the samples.  Each individual sample must be clearly labeled with the Vendor's 

name, Solicitation number, manufacturer's name and brand name, and style number if applicable.  All samples 

shall become the property of the County.  The County reserves the right to perform its own testing procedures.  

On the basis of this testing and analysis, the County shall be the sole judge of the acceptability of the sample 

in conformance with the Specifications and its decision shall be final.  Any samples submitted shall create an 

express warranty that the whole of the goods provided by the Vendor during the contract period shall conform 

to the sample submitted.  The Vendor shall be required to provide adequate restitution to the County, in the 

manner described by the County, if this warranty is violated during the term of the contract. 

 

10. POST INTENT TO AWARD MEETING: The Vendor may be required to attend a post intent to award meeting 

with the County to discuss the terms and conditions of the contract.  This meeting will be coordinated by the 

Contracts and Procurement Division once a Notice of Intent to Award has been issued. 

 

11. BACKGROUND CHECK:  Vendor shall ensure that CBI Clearance Checks of all employees who will be 

interacting with ballot printing, insertion, and transportation of ballots to USPS GMF need to be submitted to the 

Clerk and Recorder’s Office prior to each election cycle year and updated list if changes of staffing occur during 

the year.  Any record indicating felony violations, questionable character or possible security risk shall be just 

cause for denial for that person to work on this project.  Final approval of employees’ list shall be at the sole 

discretion of the County and shall not be cause for additional payment.   

 

12. SUPERINTENDENT SHALL BE SUPPLIED BY VENDOR:  The successful Vendor shall employ a competent 

superintendent who shall be the primary representative for the Vendor and all communications given to, and all 

decisions made by, the superintendent shall be binding to the Vendor.  Notwithstanding, the superintendent 

shall be considered to be, at all times, an employee of the Vendor under its sole direction and not an employee 

or agent of the County. 

 

13. PROOF OF REGISTRATION WITH THE COLORADO SECRETARY OF STATE: Successful vendors that are 

corporations or limited liability companies will be required to furnish a Certificate of Good Standing from the 

Colorado Secretary of State’s Office, as proof that they are properly registered to do business in the State of 

Colorado, prior to finalization of award. 

 

14. CONSIGNMENT OF CONTRACT NOT ALLOWED:  Responses will only be considered from firms which are 

directly engaged in the business of performing the services described in this Solicitation.  Accordingly, no part 

of this contract can be consigned to another vendor. 

 

15. SUB-CONTRACTORS OF WORK SHALL BE IDENTIFIED:  As part of its Response, the Vendor shall be 

required to identify any and all sub-contractors that will be used in the performance of the contract resulting 

from this Solicitation.  The Vendor shall also identify the capabilities, experience, and portion of the work to be 

performed by the sub-contractor(s).  The competency of the sub-contractor(s) with respect to skill, responsibility 
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and business standing shall be considered by the County when making the award in the best interest of the 

County. 

 

16. LOBBYING PROHIBITED:  Vendors are prohibited from directly or indirectly communicating with members of 

the Board of County Commissioners regarding their qualifications or any other matter related to the eventual 

award of a contract for the goods and/or services requested in this Solicitation.  Vendors are prohibited from 

contacting County employees or evaluation committee members regarding their qualifications or the award of 

a contract unless in response to an inquiry from an employee or committee member as part of the formal 

evaluation process outlined in the Solicitation.  Any violation of these provisions will result in the Vendor’s 

immediate disqualification from the selection process. 

 

17. CONFLICTS WITHIN THE CONTRACT DOCUMENTS:  In the event that conflicts exist within the Contract 

Documents, the policies stated in the following paragraphs shall govern:  A. Addenda shall supersede all other 

Contract Documents to the extent specified.  Subsequent addenda shall supersede prior addenda only to the 

extent specified.  B.  Drawings and Specifications are intended to agree and be mutually explanatory and shall 

be accepted and used as a whole and not separately.  Should any item be omitted from either the drawings or 

Specifications as specified, it shall be implied that such omissions are contained in both the drawings and the 

Specifications as necessary for the proper construction of the work herein specified.  Should any error or 

disagreement between the Specifications and drawings exist or appear to exist, the Vendor shall not avail itself 

of such manifestly unintentional error or omission but must have same explained or adjusted by the County's 

project manager before proceeding with the work in question. 

 

18. ELIGIBILITY OF VENDORS - MUST BE ENGAGED IN PERFORMING SERVICES RENDERED:  Pre-award 

inspection of the Vendor's facility may be made prior to award of the contract.  Solicitations will only be 

considered from firms which are engaged in the business of performing services as described in this Solicitation 

for a minimum of five (5) years prior to the submittal of a proposal.  The Vendor must be able to produce 

evidence that they have an established satisfactory record of performance for a reasonable period of time and 

have sufficient financial support, equipment, and organization to ensure that they can satisfactorily execute the 

services if awarded a contract.  The term equipment and organization as used herein shall be construed to 

mean a fully equipped and well-established company in line with the best business practices in the industry and 

as determined by the proper authorities of the County.  The County reserves the right, before awarding the 

contract, to require a Vendor to submit such evidence of its qualifications as it may deem necessary and may 

consider any evidence available to it (including, but not limited to, the financial, technical, and other 

qualifications and abilities of the Vendor, including past performance and experience with the County) in making 

the award in the best interest of the County. 

 

19. LABOR, MATERIALS AND EQUIPMENT TO BE SUPPLIED BY THE VENDOR:  Unless otherwise provided 

in this Solicitation, the Vendor shall furnish all labor, materials, and equipment necessary for satisfactory 

contract performance.  When not specifically identified in this Solicitation, such materials and equipment shall 

be of a suitable type and grade for the intended purpose.  All materials, workmanship, and equipment shall be 

subject to the inspection and approval of the County's Project Manager. 

 

20. DEFICIENCIES IN WORK TO BE CORRECTED BY VENDOR:  The successful Vendor shall promptly correct 

all deficiencies in service and/or any service that fails to conform to the Contract Documents.  All corrections 

shall be made immediately after such deficiencies and/or non-conformances are verbally reported to the Vendor 

by the County's Project Manager.  The Vendor shall bear all costs of correcting such rejected services.  If the 

Vendor fails to correct the service within the period specified in this Solicitation, the County reserves the right 

to place the Vendor in default of its contractual obligations, obtain the services of another vendor and charge 

the Vendor for these costs, either through a deduction from the final payment over to the Vendor or through 

invoicing. 
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21. ADDITIONAL SERVICES MAY BE REQUIRED DURING CONTRACT PERIOD:  Although this Solicitation 

specifies services to be performed for the County, it is understood and agreed that the County may, during the 

term of the awarded contract, request additional services from the successful Vendor.  This option, if exercised, 

is the prerogative of the County and shall be honored by the Vendor as a condition of contract award. 

 

22. SALES TAX:  The County is exempt from paying State or Local Sales Taxes.  Vendors should be aware of 

CONTRACTOR APPLICATION FOR EXEMPTION CERTIFICATE Pursuant to Statute Section 39-

26.708(1)(a)(XIX) sales tax exemption for construction and building materials.  State tax I.D. # 09-803308-0000, 

Federal tax I.D. # 84-6000764. 

 

23. METHOD OF PAYMENT - MONTHLY INVOICES:  The successful Vendor(s) shall submit monthly invoices by 

the tenth day of each month.  These invoices shall be submitted to the County's Project Manager. The invoice 

shall reflect the appropriate Purchase Order number, the service location(s) and the type of service provided to 

the County in the prior month.  The date of the invoice shall not exceed thirty (30) calendar days from the date 

that the work was completed and accepted.  Under no circumstances shall the invoice be submitted to the 

County in advance of such completion and acceptance. 

 

24. ACCIDENT PREVENTION:  The Vendor shall be required to take safety precautions in an effort to protect 

persons and County property. All Vendors and sub-contractors shall conform to all OSHA, State and County 

regulations while performing under the terms and conditions of the awarded contract.  Any fines levied by the 

above-mentioned authorities because of inadequate compliance with these requirements shall be borne solely 

by the Vendor which is responsible for same. 

 

25. INSURANCE: 

 

A. The Vendor agrees to procure and maintain, during the life of this Agreement, a policy, or policies of 

insurance against all liability, claims, demands and other obligations assumed by the Vendor, pursuant 

to Attachment A.  Such insurance shall be in addition to any other insurance requirements imposed by 

this Agreement or by law.  The Vendor shall not be relieved of any liability, claims, demands or other 

obligations assumed pursuant to Attachment A, by reason of its failure to procure or maintain, during 

the life of this Agreement, insurance in sufficient amounts, durations, or types. 

 

B. The Vendor shall procure and maintain, during the life of this Agreement, for itself and any 

subconsultants, the minimum insurance coverages listed below.  Such coverages shall be procured 

and maintained with forms and insurers acceptable to the County.  All coverages shall be continuously 

maintained to cover all liability, claims, demands and other obligations assumed by the Vendor, 

pursuant to Attachment A.  In the case of a claims-made policy, the necessary retroactive dates and 

extended reporting periods shall be procured to maintain such continuous coverage.  Notwithstanding 

the foregoing, when the Vendor requires a subconsultant to obtain insurance coverage, the types and 

minimum limits of this coverage may be different than those required, as stated herein for the Vendor. 

 

a. The certificate of insurance provided by the Vendor shall be completed by the Vendor's 

insurance agent as evidence that policies providing the required coverages, conditions and 

minimum limits are in full force and effect and shall be reviewed and approved by the County 

prior to commencement of the Agreement.  No other form of certificate shall be used.  The 

certificate shall identify this Agreement and the coverages afforded under the policies.  The 

certificate of insurance must be on file with the County two (2) weeks prior to 

commencement of the Agreement. The completed certificate of insurance shall be named 

and sent to: 
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El Paso County 

Board of County Commissioners 

Attn:  Contracts and Procurement Division 

15 East Vermijo Avenue 

Colorado Springs, Colorado 80903 

 

b. It is the affirmative obligation of the Vendor to notify the County's Contract Specialist, as 

provided in this Agreement, including e-mailing (PURCOI@elpasoco.com) a copy of the notice 

to the Contracts and Procurement Division, within two (2) business days of the cancellation or 

substantive change to any insurance policy required under this Agreement, and failure to do 

so shall constitute a breach of this Agreement. 

 

c. Failure on the part of the Vendor to procure or maintain policies providing the required 

coverages, conditions and minimum limits shall constitute a material breach of contract upon 

which the County may immediately terminate this Agreement or, at its discretion, the County 

may procure or renew any such policy or any extended reporting period thereto and may pay 

any and all premiums in connection therewith, and all monies so paid by the County shall be 

repaid by Vendor to the County upon demand, or the County may offset the cost of the 

premiums against any monies due to Vendor from the County. 

 

d. The County reserves the right to request and receive a certified copy of any policy and any 

endorsement thereto. 

 

e. The parties hereto understand and agree that the County, its officers and employees, are 

relying on and do not waive or intend to waive by any provision of this Agreement the monetary 

limitations (presently Three Hundred Eighty-Seven Thousand Dollars ($387,000) per person, 

and One Million Ninety-Three Thousand Dollars ($1,093,000) per occurrence), which amounts 

shall be adjusted by an amount reflecting the percentage change over a four-year period in the 

United States Department of Labor, Bureau of Labor Statistics, Consumer Price Index for 

Denver-Boulder-Greeley, All Items, All Urban Consumers, or its successor index, or any other 

rights, immunities and protections provided by the Colorado Governmental Immunity Act, 

C.R.S. § 24-10-101, et seq., as from time to time amended, or otherwise available to the 

County, its officers or employees. 

 

26. INDEMNIFICATION: Indemnification – General.  The Consultant shall, to the fullest extent permitted by law, 

defend, indemnify and hold harmless the County, Board of County Commissioners, officials, officers, directors, 

and employees, from and against all liability, claims, demands, suits, actions or proceedings of any kind that 

are not the result of or directly related to the performance of professional services, including, without limitation, 

claims arising from bodily injury, personal injury, sickness, disease, death, property loss or damage, which arise 

out of or are in any manner connected with this Agreement, including workers' compensation claims, in any 

way resulting from or arising from the services rendered by the Consultant, its employees, agents or 

subconsultants, or others for whom the Consultant is legally liable, under this Agreement; provided, however, 

that the Consultant need not indemnify or save harmless the County Board of County Commissioners, its 

officers, agents and employees, from damages resulting from the negligence of the County's Board of County 

Commissioners, officials, officers, directors, agents, and their insurers, and employees.  The County cannot 

and by this Agreement does not agree to indemnify, hold harmless, exonerate, or assume the defense of the 

Consultant or any other person or entity whatsoever, for any purpose whatsoever. 

 

Indemnification for Professional Services.  The Consultant shall, to the fullest extent permitted by law, indemnify 

and hold harmless the County, Board of County Commissioners, and any of its officials, officers, directors, 

agents, and their insurers, and employees, from and against damages, liability, losses, costs and expenses, 

including reasonable attorney’s fees, but only to the extent caused by or arising out of the negligent acts, errors 

or omissions of the Consultant, its employees, agents or subconsultants, or others for whom the Consultant is 

legally liable, in the performance of professional services under this Agreement.  The Consultant is not obligated 
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to indemnify or hold harmless the County for the negligent acts of the County, Board of County Commissioners, 

or any of its officials, officers, directors, agents, and employees. 

 

Indemnification – Costs.  The Consultant shall, to the extent provided by law, investigate, handle, respond to, 

and provide defense for and defend against, any such liability, claims or demands at the sole expense of the 

Consultant or, at the option of the County, agrees to pay the County or reimburse the County for the defense 

costs incurred by the County in connection with any such liability, claims or demands.  The Consultant shall, to 

the extent provided by law, bear all other costs and expenses related thereto, including court costs and attorney 

fees, whether or not any such liability, claims or demands alleged are groundless, false, or fraudulent.  If it is 

determined by the final judgment of a court of any competent jurisdiction that such injury, loss or damage was 

caused in whole or in part by the act, omission or other fault of the County, Board of County Commissioners, 

officials, officers, directors, agents and employees, the County shall reimburse the Consultant for the portion of 

the judgment attributable to such act, omission or other fault of the County, Board of County Commissioners, 

officials, officers, directors, agents and employees. 

 

27. VARIATIONS ALLOWED IF INDICATED:  For purposes of Response evaluation, Vendors must indicate any 

variances to the Specifications, terms, and conditions, and attached Sample Professional Services Agreement 

no matter how slight.  If variations are not stated in the Vendor's Response, it shall be construed that the 

Response fully complies with the Specifications, terms, and conditions, and attached Sample Professional 

Services Agreement.  Notwithstanding the above, it is hereby agreed and understood that the County reserves 

the right to reject these variations if they individually, or as a whole, do not meet the standards established in 

the Specifications. 

 

28. NON-APPROPRIATION.  Pursuant to C.R.S.§ 29-1-110, as amended, the financial obligations of the County 

as set forth herein after the current fiscal year are contingent upon funds for the purpose being appropriated, 

budgeted and otherwise available.  The awarded agreement will automatically terminate on January 1st of the 

first fiscal year for which funds are not appropriated.  The County shall give the Vendor written notice of such 

non-appropriation. 

 

29. EQUAL OPPORTUNITY:  El Paso County intends and expects that the contracting processes of the County 

and its Vendors provide equal opportunity without regard to gender, race, creed, ethnicity, religion, age, sex, 

national origin, or disability and that its Vendors make available equal opportunities to the extent third parties 

are engaged to provide goods and services to the County as subcontractors, vendors, or otherwise.  

Accordingly, the Vendor shall not discriminate on any of the foregoing grounds in the performance of the 

contract and shall make available equal opportunities to the extent third parties are engaged to provide goods 

and services in connection with performance of the contract (joint ventures are encouraged).  The Vendor 

shall disseminate information regarding all subcontracting opportunities under this contract in a manner 

reasonably calculated to reach all qualified potential subcontractors who may be interested.  The Vendor shall 

maintain records demonstrating its compliance with this article and shall make such records available to the 

County upon the County’s request. 

 

30. PURCHASE BY OTHER GOVERNMENTAL AGENCIES:  Each governmental unit which avails itself of this 

Solicitation will establish its own contract, place its own orders, issue its own purchase orders, be invoiced there 

from, make its own payments, and issue its own exemption certifications as required by the Vendor.  It is 

understood and agreed that El Paso County is not a legally binding party to any contractual agreement made 

between any other governmental unit and the Vendor as a result of this Solicitation. 

 

31. DEBRIEFING: Offeror(s) not selected for award may request a debriefing on the selection process as well as 

discussion of the strengths and weaknesses of their firm’s proposal upon the Final Notice of Award being posted 

on the Rocky Mountain E-Purchasing website.   

 

A debriefing may be scheduled by contacting the Procurement Specialist listed on the Cover Sheet of this 

Solicitation once the Final Notice of Award has been posted.   
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32. CONFIDENTIALITY:  Responses to this Solicitation are considered to be working documents while they are 

under consideration and, as such, are not subject to official bid openings.  The only information released at the 

public opening of Request for Proposals, Statement of Qualifications or Request for Quotes that are not cost 

driven, will be the names of the respondents.  Only after staff makes an official recommendation of award and 

a contract is fully executed will Responses to this Solicitation be available as public record.   

 

In consideration of Invitation for Bids or for Request for Quotes that are cost driven, the only information that 

will be released is the names of the respondents, the total cost of the bids, and the apparent responsible, 

responsive vendor.  Only after staff makes an official recommendation of award and a contract is fully executed 

will Responses to this Bid be available as public record.   

 

Responses submitted to the County for consideration shall be subject to the Colorado Open Records Law, 

Section 24-72-201, et seq., C.R.S., after award is made.  Any confidential information in the Vendor’s Response 

shall be identified as such.  Should the County receive a request for the release of any information in the 

Vendor’s Response identified as confidential in accordance with the open records law, the County will notify 

the Vendor of the request and will exercise best efforts in assisting the Vendor in taking all legally available 

steps to resist or narrow such request.  If, in the opinion of County’s legal counsel, the County is nonetheless 

compelled to disclose any portion of such information to anyone or else stand liable for contempt or suffer 

censure or penalty, the County may disclose such information without liability. 

 

33. GRATUITIES AND KICKBACKS: It shall be a breach of ethical standards for any person to offer, give, or agree 

to give any employee or former employee (within six months of termination from County employment), or for 

any employee or former employee (within six months of termination from County employment) to solicit, 

demand, accept, or agree to accept from another person, a gratuity or an offer of employment in connection 

with any decision, approval, disapproval, recommendation, preparation of any part of a program requirement 

or a purchase request, influencing the content of any specification or procurement standard, rendering of advice, 

investigation, auditing, or in any other advisory capacity in any proceeding of application, request for ruling, 

determination, claim or controversy, or other particular matter, pertaining to any program requirement or a 

contract or subcontract, or to any solicitation or proposal therefore. 

 

It shall be a breach of ethical standards for any payment, gratuity, or offer of employment to be made by or on 

behalf of a subcontractor under a contract to the prime vendor or higher tier subcontractor or any person 

associated therewith, as an inducement for the award of a subcontract or order. In the event that any gratuities 

or kickbacks are offered or tendered to any El Paso County employee, the proposal shall be disqualified and 

shall not be reinstated. 

 

34. BUDGET: Budget will not be disclosed. 

 

35. DEBARMENT: By submitting this Response, the Vendor warrants and certifies that they are eligible to submit 

a Response because they are not presently debarred, suspended, proposed for debarment, declared ineligible, 

or voluntarily excluded from participation in a transaction by any Federal, State, or local department or agency.  

The Vendor must provide documentation of good standing with their submittal. 

 

36. LOGOS: The County logo is trademarked and property solely of El Paso County.  Vendors do not have 

permission to use the County’s logo on any documentation or presentation materials and to do so would be a 

violation of the County’s trademark.  El Paso County also prefers Vendor does not utilize its trademark as to 

not influence an evaluator’s evaluation. 
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1. SPECIFICATIONS 

 

El Paso County is soliciting responses from qualified experienced Vendors to furnish all materials, labor, and 

equipment necessary to provide ballot and envelope printing services, the mail ballot insertion, and the 

addressing of mail ballot packets for upcoming elections per specifications outlined in this Solicitation.  All 

Colorado elections are conducted by mail ballot; however, Voter Service and Polling Center (VSPC) ballots and 

Provisional ballots are required.   

 

It is expected that the business and their team members have significant experience with this type of project.  

It is expected that the individuals overseeing and managing this project are qualified professionals. The 

successful Vendor shall be considered and shall remain an independent Vendor throughout the term of any 

contract awarded pursuant to this Solicitation. 

 

The successful Vendor shall be solely responsible for scheduling and coordinating work of the sub-contractors, 

suppliers, and other individuals or entities performing or furnishing any of the work under direct or indirect 

contract with the successful Vendor. 

 

The successful Vendor shall provide and assume full responsibility for all services, materials, equipment, labor, 

transportation, machinery, tools, fuel, and all facilities and incidentals necessary for performance and 

completion of the services outlined in this Solicitation. 

 

Although this Solicitation specifies exact services, it is understood and agreed that the County may, during the 

term of the contract, request additional ballot and envelope printing services, the mail ballot insertion, and the 

addressing of mail ballot packets from the successful Vendor.  This option, if exercised, is the prerogative of 

the County and shall be honored by the Vendor throughout the contract period.  No guarantees are made 

additional services will be requested. 

 

A. Background 

The Clerk and Recorder’s office, as the designated election official, is responsible for coordinating, 

preparing, and processing all general, primary, and coordinated elections in El Paso County.  The intent 

is to ensure the integrity of all elections and provide the opportunity for all eligible electors to participate 

in the democratic process.    

 

2. REQUIRED DOCUMENTATION 

 

Failure to provide required information may deem your submittal non-responsive.  Submittals must contain, in 

blue ink, a manual signature of an authorized agent of the Vendor or a verifiable electronic time and date 

stamped signature in the space provided on all appropriate signature lines in this solicitation.  Typed names 

as signatures are not allowed. 

   

• Vendor Information Form 

• Proprietary / Confidential Statement 

• Sub-contractor List, if applicable  

• Exhibit 1 – Exception Form 

• Exhibit 2 – Debarment Certification 
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• Exhibit 3 – Lobbying Certification 

• Exhibit 4 – Non-Collusion Affidavit 

• Exhibit 5 – Minimum Insurance Requirements 

• Proof of SAM.gov eligibility (documentation of good standing) 

 

3. SCOPE OF WORK 

 

Below are the specifications required by El Paso County to include ballot printing, mail ballot envelope creation, 

mail ballot envelope addressing, ballot insertion and mailing services for each election type.  If any specification 

outlined below cannot be met, the Vendor needs to clearly explain reasons for being unable to meet such 

requests.   

 

Ballot Specifications and Estimated Quantities 

 

Vendor Mail Ballots and Office Stock Provisional and VSPC Provisional Ballots 

 

• 11-inch to 22-inch ballots, plus a perforated 6 TPI (tooth per inch) 1-inch removable stub on certain 

ballots i.e. UOCAVA and VSPC ballots - paper stock must be between 90-lb. bond to 110-lb. bond or if 

County moves to another tabulation voting system, compatible paper stock must meet new system 

paper requirements.  Vendor must be aware there is a possibility of a multi-page ballot.  Vendor is 

required to be able to handle printing and inserting of a multi-page ballot. 

• 328 Estimated Number of Regular Precincts (Precinct quantities will vary each year). 

• 90 Possible unique ballot styles – (Ballot style quantities vary per election). 

• Multiple ballot styles within one precinct.  

• Ballots to be printed on Digital Printer. 

• Ballots to be printed with grain of paper. 

• Ballot instruction will be submitted with the ballot order. 

• It is preferred for the test ballots and mail ballots not to have a stub. 

• All artworks must match details of PDF proofs submitted to Vendor – minimum items include:  Signature 

of Clerk and Recorder, the words “Turn over to continue voting” (printed in red) and “End of Ballot” 

(printed in red). 

• County Logo printed in black. 

• Ballot Number printed in upper left corner of all ballots with a ballot stub.   

• Ovals to make candidates selection to be printed in “red” as indicated on ballot artwork. 

• No Staples. 

• Mail Ballots are to be folded according to folding diagram provided by County and agreed upon between 

County and Vendor. 

• Vendor will print a test deck of “Voted” ballots following a test scheme for each specific precinct and 

style to be generated by Clerk and Recorder’s Office.  This will include fully voted and blank ballots. 

• Estimated mail ballot quantities:  All active voters are mailed a ballot. Active voter count in El Paso 

County as of February 2, 2023, is 471,440.  As an example of two even year election cycles, in the 

2022 Colorado Primary election the quantity was approximately 646,000 mail ballots, and for the 2022 

General Election the ballot quantity was approximately 585,300.  Note the ballot size for the General 

was a 22-inch ballot.  In the 2020 Presidential Primary, the quantity was approximately 488,300 mail 

ballots with the 2020 Colorado Primary election the quantity was approximately 496,500 mail ballots, 

and for the 2020 General Election the ballot quantity was approximately 573,000. 

 

Refer to Appendix A for sample ballots from 2022 Primary and General Elections. 

 

Refer to Appendix B for sample of Ballot Order from 2022 Primary and General Elections. 
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Office Stock Provisional Ballots and VSPC Provisional Ballots 

 

• Stub imprinting on Provisional ballots:  10-digit precinct number, ballot style number, the words 

Provisional ballot. 

• Ballot number or space for ballot number will be required on all provisional ballots.  

 

See samples of variable stub data based on ballot type. 

 

• VSPC Provisional Ballots will be shipped flat and shrink wrapped in quantities of 50. 

• Separated by precinct, style and labeled and boxed by VSPC location.   

• Office Stock Provisional ballots will be shipped flat and shrink wrapped by precinct and style.  

• Office Stock Provisional and VSPC Provisional ballot quantities – As an example in the 2022 Primary 

Election was 20,350 and for the 2022 General Election 77,000.  In the 2020 Presidential Primary was 

650 ballots, 2020 Colorado Primary was 16,250 ballots, and for the 2020 General election was 

approximately 60,000.  

 

Refer to Appendix A for sample ballots from 2022 Primary and General Elections. 

 

Schedule for Ballot Printing 

 

• A schedule prior to each election will be agreed upon between the Clerk and Recorder’s Office and 

Vendor to ensure proper delivery and mailing of ballots.   

• Database/Artwork will be sent to the Vendor by the Clerk and Recorder’s Office via e-mail after ballot 

certification is received from the Colorado Secretary of State and County has properly laid out the ballot.  

This is typically one week after ballot certification.    

• Office Stock Provisional and VSPC Provisional Ballot order must be delivered no later than the first day 

of the month prior to the election or another mutually agreed time prior to each election and according 

to the specification outlined under Ballot Specifications and Quantities. 

o Ballots to be delivered flat and according to the specification outlined under Ballot 

Specifications and Quantities.   

o Office Stock Provisional and VSPC Provisional Ballots to be shipped to:  El Paso County Clerk 

and Recorder’s Distribution Center, 5650 Industrial Place, Colorado Springs, CO  80916. 

• Test ballot order delivery must be delivered within two weeks of the Vendor receiving ballot PDFs for 

ballot creation.        

o Test Ballots to be shipped to:  El Paso County Clerk and Recorder’s Office, 1675 West Garden 

of the Gods, Suite 2201, Colorado Springs, CO  80907.  Inside delivery to Suite 2201 is 

required.   

 

If all specifications outlined above cannot be completed, indicate which specifications are omitted. 

 

Ballot order may consist of varying lengths ranging from 11 inches to 22 inches.  The quantities of ballots and 

ballot styles are an estimate.  Actual quantities may vary at time ballot order is placed.  Vendor must include 

any shipping charges for ballots that will be incurred by the Clerk and Recorder’s Office and any other charges 

for boxing and packing of ballots.  

 

Vendor may be asked to provide a test sample of ballots ranging from 500 to 1,000 ballots to allow El Paso 

County to test with equipment to be sure ballot stock meets specifications outline before bid is awarded. 

 

Note:  Vendor must be familiar with the State of Colorado’s Certified Voting System(s) Vendor software, 

Dominion Systems, Inc., and fully understand the specifications for the printing and cutting of ballots to be used 

with these systems.   
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Ballot Insertion Specifications 

 

Vendor must be highly skilled in the complexity of ballot insertion.  The correct ballot and ballot style must 

correspond with the correct voter and mailing address.  There are approximately 328 precincts with the potential 

of 90 unique ballot styles in a particular election and multiple ballot styles withing a precinct.   

 

A ballot packet consists of the outgoing envelope, reply envelope, voter instructions, and ballot.  Contract must 

be able to properly insert required pieces into each ballot packet, insert voter specific ballot with correct 10-digit 

precinct number and ballot style into the envelope packet and inkjet mailing address information with proper 

IMB bar code.  Voter name must also be printed above the self-affirmation signature line on the reply envelope.   

 

Primary Elections in Colorado are as large or larger than current General Elections.  In Primary Elections, mail 

ballots packets are prepared for Democratic, Republican and Unaffiliated active voters.   

 

The ballot quantities will vary based on the election type.  As examples, in the 2022 Primary Election there was 

468,281 (448,690 initial mailing, 863 supplemental, and 9,634 dailies) and for the 2022 General Election 

470,303 (453,458 initial mailing, 4,732 supplemental, and 12,113 dailies).  In March of 2020 Presidential 

Primary the quantity was approximately 394,200, June of 2020 Colorado Primary the quantity was 

approximately 405,800, and in November of 2020 the quantity was approximately 434,800.   

 

• Vendor must be able to receive SCORE generated voter data file from El Paso County Clerk & 

Recorder’s office in a delimited format.    

• Vendor must understand the complexity of multiple ballot combinations and precinct splits. 

• Vendor must be able to properly convert/import data file. 

 

The ballot insertion process must be conducted in a secure and controlled environment.  The Vendor is required 

to provide an area onsite for four (4) election staff members to observe the processes and check procedures 

and accuracy of the insertion.  The Vendor covers the travel expenses, airfare, hotel, and meals (per diem) for 

up to four (4) El Paso County Election staff members to be onsite to observe the insertion of each election.   

 

Vendor also must provide a detailed security plan that addresses chain of custody of ballots from the time ballot 

printing begins, storage of ballots, handling of ballots, and delivery and presentation of mail ballot packet to the 

United States Postal Service (USPS).  The plan should identify how ballot packets are stored until after insertion, 

prior to departure to USPS, to ensure the ballot packets are isolate from crossover into other county ballot 

packets or misplaced.  The plan should explain the envelope pre-sort zip code sort process to include where, 

how, and when in the process this is completed in preparation for delivery to the USPS.  

   

Vendor must provide County with their current Standard Operation Procedures (SOP) for ballot production and 

insertion.   

 

Schedule for Ballot Insertion 

 

Prior to the voter file being inserted, a report must be provided to the County to ensure that during the sorting 

of the data and preparing the voter file for insertion, all precinct and style information remains correctly 

associated with each individual voter.  

 

Vendor must ensure that when addressing information is being ink jetted onto reply envelopes, the capability 

exists to include four lines of addressing information as the county does have records with up to four lines of 

address.  

 

The first SCORE generated voter data file will be provided to the Vendor approximately two weeks after ballot 

certification.  Vendor must fold ballots, accurately insert ballot into ballot packet, correctly address packets, and 

deliver ballot packets generated from the first data file and supplemental file and deliver to the Colorado Springs 

United States Postal Service (USPS) at 3665 E. Fountain Boulevard with ballot packets having zip codes 808, 
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809, and 810 and deliver ballot packets with zip codes 801 to the USPS Denver General Mail Facility (Denver 

GMF) in Denver, Colorado, on the 22nd day prior to the election or earlier if the law allows, or other mutually 

agreed upon date which falls within the statutory deadline requirement for that specific election, which is 

approximately three weeks prior to Election Day.  Vendor is responsible to set up FAST Appointments with the 

USPS for the acceptance of the mailing.  The Vendor must provide for the mailing of ballots, detailed processes, 

and procedures for securely transporting the ballots from the Vendor’s facility to the two designated USPS 

locations in Colorado, to include the doors to the truck must be secured with serial number security pull tight 

seals and trucks must have a GPS tracking device.  Vendor must provide the County with tracking information 

of each truck transporting ballots to monitor travel.  The Vendor must coordinate to have a representative onsite 

with County employee to observe the USPS acceptance of the mail ballots for delivery.   

 

The addressing of the reply envelopes must, at a minimum, include the following data: 

• SCORE ballot tracking number 

• Barcode using the SCORE ballot tracking number 

• County precinct number (10-digit) 

• Ballot style number 

• Voter ID Number 

• Election date 

• Voter name as it is listed in the SCORE voter file 

• Voter’s SCORE identified absentee address or ballot address as it is listed in the SCORE voter file 

• Voter’s name imprinted above the signature line  

 

Refer to Appendix C for sample of addressed envelope. 

 

The supplemental file will be given to the Vendor approximately one week prior to the 22nd day before the 

election.  The first supplemental data file includes all new voter registrations and voters who changed their 

address from the original data file through the date the supplemental file is pulled.  The mail ballot packets from 

the first supplemental file must be mailed with the initial file by designated zip codes at the Colorado Springs 

USPS and Denver GMF in Denver, Colorado, or by approved use of an out of state USPS GMF on the 22nd day 

prior to the election or earlier if the law allows or other mutually agreed upon date which falls within the statutory 

deadline requirement for that specific election which is approximately three weeks prior to Election Day.   

 

Vendor must be able to process daily voter files, address reply envelope, print ballots and insert ballot packets 

daily starting 22 days prior to the election through the eighth day prior to the election.  Daily SCORE voter files 

can be anywhere from 200 - 10,000 records.  Per C.R.S. 1-7.5-114.5(b) the fifteenth day before the election, 

ballots must be sent by mail within two business days of the County processing the request and on the eighth 

day before the election within two business days of receiving the request.  All daily mailings of mail ballot 

packets are to be mailed by first class postage.  The County will provide a daily SCORE voter file for printing, 

inserting, and mailing through the eighth day prior to Election Day. 

 

The Vendor must be able to accept a voided ballot file, E-013 (directly from SCORE) five days prior to the first 

mailing date of the ballots and make every reasonable effort to remove voided ballots before the initial mailing 

enters the mail stream.  This is to ensure that El Paso County complies with Colorado Secretary of State Rule 

7.2.4.   

 

NOTE:  Prior to each election, the deadlines for printing and mailing of ballots will be provided to Vendor.  

 

Ballot Insertion Process 

 

A standard ballot packet consists of an outgoing envelope, reply envelope, voter instructions and a one sheet 

ballot.  There are instances especially in a Primary Election unaffiliated ballot packet have two ballots 

(democratic and republican ballots) and a second insert.  In General Elections, there may be a multi-sheet 

ballot.  Cleary identify if there are additional insertion fees for items inserted above the standard ballot packet.   
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It is required that the Vendor submit that written procedures were followed when a ballot packet, for any reason,  

is pulled from the automated insertion process and handled manually.   

 

• Fold Ballots for insertion. 

• Inkjet address of each voter on reply envelope by version with delivery IMB bar code for Non-profit or 

First-Class Mailing. 

• Inkjet voter’s name above signature line on reply envelope. 

• Vendor must be able to identify those voters that are not ID compliant from the County data file and 

insert using the correct reply envelope and voter instructions accordingly.  The County will provide the 

language that is necessary on these envelopes. 

• No third-party Vendor may be used for any portion of the ballot insertion process.  Ballots and ballot 

packets prepared for mailing must remain under 24/7 video surveillance by the Vendor.   

 

Generate Custom Reports 

 

• Vendor must be able to produce, at a minimum, a report for review by the Clerk and Recorder’s Office 

which provides the total quantity of ballots for printing and inserting by precinct and style.  This report 

must be produced prior to the start of insertion for verification by the Clerk and Recorder’s Office. 

    

Prepare, Deliver and Present to Postal Service 

 

• All mail ballot envelopes must meet all USPS requirements. 

• Proper written approval from USPS must be received by the Vendor and provided to the Clerk and 

Recorder’s Office prior to the start of ballot envelope production.    

• Sort addressed ballot packets with non-profit indicia by IMB bar code. 

• Ballot Packets with addresses not meeting non-profit requirements are to be mailed at First-Class. 

• It is not the preference of El Paso County; however, if a Vendor utilizes a third party presort company 

for USPS sortation of the ballot packets, thorough documentation must be provided to El Paso County 

outlining the security measures that are in place once the ballot packets leave the insertion plant until 

the ballot packets are delivered and presented to the USPS for mailing.  

• Mail Ballot Packets are to be properly presented to the Colorado Springs United States Postal Service 

(USPS) at 3665 E. Fountain Boulevard with ballot packets having zip codes 808, 809, and 810 and 

deliver allot packets with zip codes 801 to the USPS Denver GMF in Denver, Colorado, or out of state 

GMF, meeting all mail entry requirements.  It is the preference of El Paso County for the initial mailing 

of ballots to be mailed from the Colorado Springs United States Postal Service (USPS) and Denver 

GMF.  However, El Paso County will review and consider other options if feasible.   

• The Vendor must provide the Clerk and Recorder’s Office, prior to the delivery of ballots to the Colorado 

Springs United States Postal Service (USPS) and Denver GMF or out of state GMF, a complete and 

correct accounting for each ballot packet.  This would include the number of ballot packets ready for 

delivery to the USPS broken down by ID required and non-ID required, the number of spoiled ballot 

packets and the number of VOIDs pulled.   

 

Upon completion of ballot insertion project, a detailed count of spoiled ballots or damaged ballots must be 

supplied to the Clerk and Recorder’s Office within one week of completing the supplemental ballot insertion.  If 

there are any ballot printing overages (unused ballots), the ballots must be delivered to the Clerk & Recorder’s 

Office at 1675 West Garden of the Gods, Suite 2201, Colorado Springs, Colorado, 80907.  Inside delivery to 

Suite 2201 is required.   
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Security Plan 

 

It is required that the Vendor submit a Security Plan for ballot insertion.  The Security Plan must include security 

measures that are in place from the time the Vendor generates printed ballots until the time of delivery of ballot 

packets to the Colorado Springs United States Postal Service (USPS) and Denver GMF or out of state GMF 

and delivery of spoiled and remaining ballot stock to the Clerk and Recorder’s Office. 

 

Security Plan should be very specific to include: 

 

• All procedures to secure ballots and ballot packets while in Vendor possession. 

• Security cameras and diagrams of camera placement. 

• Retention timeline of security video. 

• Type of security entrance at the Facility, i.e. handle locks w/key, cipher locks. 

• Names and titles of individuals in the organization that have access to the secured areas, locks and 

codes. 

• Type of vehicle used to transport ballots to Colorado Springs United States Postal Service (USPS) and  

Denver GMF or out of state USPS GMF. 

• Provide verification that employees working with printing, ballot insertion, and transportation of ballots 

to USPS facility have recently passed a CBI Clearance Check. 

• Ballots must be stored in a dry, verifiable humidity-controlled environment not to exceed 80 percent 

humidity during a 24-hour time period. 

 

A current Security Plan and CBI Clearance Checks of Vendor’s staff interacting with ballot printing, insertion, 

and transportation of ballots to USPS GMF need to be submitted to the Clerk and Recorder’s Office prior to 

each election cycle year and updated list if changes of staffing occur during the year.     

 

Mail Ballot Envelope Packets 

 

• Mail ballot packets consist of an out-going envelope, non-ID required, or ID required reply envelope, 

and non-ID required voter instructions, or ID required voter instructions and ballot. 

• County Office stock of ballot envelopes is required for the County’s mailing to voters and VSPC use.  

This also includes UOCAVA envelopes.   

• The County will purchase a specified amount of County Stock envelopes for in-house use. This will 

include Federal UOCAVA envelope stock.  Envelope specifications for County Office stock and 

Federal UOCAVA envelope stock use are different from ballot insertion envelopes.    

• El Paso County will handle the printing of the ballots and the mailing of the ballot packets to all UOCAVA 

voters.  

• Vendor is to work with the County to produce envelopes to be consistent with envelope stock on hand 

at the County. 

• Vendor is required to acquire written approval of envelope proofs by the Mail Piece Design Analyst for 

the United States Postal Service of Colorado before envelope printing commences.   

• Vendor must clearly outline any possible envelope design fees that may be charged to the County.   

• Vendor must provide El Paso County with PDFs of all envelopes types and voter instructions for 

approval prior to printing. 

• Vendor must have IMB barcodes properly tested and approved by USPS. 

 

Envelope Requirements and estimated quantities 

 

• Mail Ballot Packets (Ballot Insertion or Vendor Stock) 

o Outgoing Envelopes (Vendor stock) 

▪ Single window envelope.  

▪ 9 7/16” x 6 2/16” - 24 lb. white woven.  (Color brightness must meet United States 

Postal Service specifications.) 
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▪ Sizes indicated above are based on an 11-inch – 18-inch ballot. If ballot size is larger 

than 18”, Vendor must be able to adjust the envelope size to accommodate the larger 

ballot size.  El Paso County did have a 22-inch ballot in the 2022 General Election.   

▪ Two-color double-sided imprinting with color striping on envelope on top of mail 

piece.    

▪ Window (front) – 1-5/8” x 4-1/8” (placement 1-1/16” left, 13/16” bottom) 

▪ Window (front) – 1/2” x 3-1/4” (placement 5-3/8” left, 2-3/4” bottom) 

▪ Window with clear cellophane – Hexagon shape 1-3/4” x 2-5/16” (placement 3/4” from 

left, 3-3/4” from bottom) 

▪ Approximate Vendor quantities in 2022 election cycle:    

• Colorado Primary – 618,000 

• General Election – 565,000 

▪ Approximate Vendor quantities in 2020 election cycle:    

• Presidential Primary – 477,300 

• Colorado Primary – 483,000 

• General Election – 532,000 

 

o Outgoing Envelopes (County Office Stock) 

▪ Single window envelope with clear cellophane.  

▪ Removable sealing strip (peel-n-seal). 

▪ 9 7/16” x 6 2/16” - 24 lb. white wove.  (Color brightness must meet United States 

Postal Service specifications.) 

▪ Two-color double-sided imprinting with color striping on top of envelope. 

▪ Window with clear cellophane – 1-5/8” x 4-1/8” (placement 1-1/16” left, 13/16” bottom)  

▪ Approximate Vendor quantities in 2022 election cycle:    

• Colorado Primary – 28,000 

• General Election – 20,300 

▪ Approximate Vendor quantities in 2020 election cycle:    

• Presidential Primary – 11,000 

• Colorado Primary – 13,500 

• General Election – 41,000 

 

o Non-ID Required Reply Envelope (Vendor stock and County Office stock) 

▪ 9 1/8” x 5 7/8” - 24 lb. white wove.  (Color brightness must meet United States 

Postal Service specifications.) 

▪ Security tint 

▪ Two-color double-sided imprinting with color striping on top left of envelope. 

▪ Approximate Vendor quantities in 2022 election cycle: 

• Colorado Primary 

o Reply Envelopes – Non-ID Required (blue) – 338,000 

o Reply Envelopes –Non-ID Required (orange) – 296,000 

• General Election 

o Reply Envelopes – Non-ID Required (blue) –575,500 

▪ Approximate Vendor quantities in 2020 election cycle: 

• Presidential Primary  

o Reply Envelopes – Non-ID Required (blue) – 291,000 

o Reply Envelopes –Non-ID Required (orange) – 191,600 

• Colorado Primary 

o Reply Envelopes – Non-ID Required (blue) – 291,500 

o Reply Envelopes –Non-ID Required (orange) – 187,100 

• General Election 

o Reply Envelopes – Non-ID Required (blue) – 557,000 
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o ID Required reply envelopes (Vendor stock and County Office stock) 

▪ 9 1/8” x 5 7/8” - 24 lb. white wove.  (Color brightness must meet United States 

Postal Service specifications.) 

▪ Security tint 

▪ Two-color double-sided imprinting with color striping on top left of envelope. 

▪ Approximate Vendor quantities in 2022 election cycle: 

• Colorado Primary 

o Reply Envelopes –ID Required (blue) – 3,300 

o Reply Envelopes –ID Required (orange) – 2,250 

• General Election 

o Reply Envelopes –ID Required (blue) – 3,800 

▪ Approximate Vendor quantities in 2020 election cycle: 

• Presidential Primary  

o Reply Envelopes –ID Required (blue) – 1,300 

o Reply Envelopes –ID Required (orange) – 1,500 

• Colorado Primary 

o Reply Envelopes –ID Required (blue) – 1,300 

o Reply Envelopes –ID Required (orange) – 1,500 

• General Election 

o Reply Envelopes –ID Required (blue) – 10000 

 

o Non-ID required – Voter Instructions (Vendor stock and County Stock) 

▪ 8.5”  x 14”  – 24 lb. white wove. 

▪ Tri-fold 

▪ Color imprinting on both sides of instruction sheet. 

▪ Approximate 2022 quantities: 

• Colorado Primary – 634,000 

• General Election – 575,500 

• The order for voter instructions will be divided between Vendor stock and 

County Office stock.  The voter instructions are the same for both. 

▪ Approximate 2020 quantities: 

• Presidential Primary – 482,100 

• Colorado Primary – 478,600 

• General Election – 557,000 

• The order for voter instructions will be divided between Vendor stock and 

County Office stock.  The voter instructions are the same for both.   

 

o ID required – Voter Instructions  

▪ 8.5” x14” – 24 lb. canary wove. 

▪ Tri-fold 

▪ Color imprinting on both sides of instruction sheet. 

▪ Approximate 2022 quantities:   

• Colorado Primary – 5,550 

• General Election – 3,500 

▪ The order for voting instructions will be divided between Vendor stock and County 

Office stock.  The voter instructions are the same for both.   

▪ Approximate 2020 quantities:   

• Presidential Primary – 3,200 

• Colorado Primary – 3,300 

• General Election – 10,000 

▪ The order for voting instructions will be divided between Vendor stock and County Office 

stock.  The voter instructions are the same for both.   
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o Unaffiliated Voter Instructions 

▪ 8.5” x 5.5” – 24 lb. white wove. 

▪ Color imprint on both sides of instruction sheet. 

▪ Approximate 2022 quantities: 

• Colorado Primary – 246,800 

▪ Approximate 2020 quantities: 

• Presidential Primary – 193,500 

• Colorado Primary – 190,600 

 

• UOCAVA Mail Ballot Packet (County Office Stock) 

o UOCAVA Outgoing Envelopes  

▪ Single window envelope with clear cellophane. 

▪ Removable sealing strip (peel-n-seal). 

▪ 9 7/16” x 6 2/16” - 24 lb. white wove (Color brightness must meet United States 

Postal Service specifications.) 

▪ Two-color double-sided imprinting with color striping on top of envelope. 

▪ Window with clear cellophane – 1-5/8” x 4-1/8” (placement 1-1/16” left, 13/16” bottom)  

▪ Approximate 2022 quantities:  

• Colorado Primary – 7,000 

• General Election –6,000 

▪ Approximate 2020 quantities:  

• Presidential Primary – 3,000 

• Colorado Primary – 5,000 

• General Election – 6,000 

 

o UOCAVA Reply Envelope (no window and no removable sealing strip) 

▪ 9 1/8” x 5 7/8” - 24 lb. white wove (Color brightness must meet United States Postal 

Service specifications.) 

▪ Security Tint 

▪ Two-color double-sided imprinting with color striping on top left of envelope. 

▪ Address label placement brackets. 

▪ Approximate 2022 quantities:   

• Colorado Primary  

o Reply Envelopes (gray) – 4,000 

o Reply Envelopes (orange) – 5,000 

• General Election 

o Reply Envelopes (gray) – 6,000 

▪ Approximate 2020 quantities:   

• Presidential Primary 

o Reply Envelopes (gray) – 3,000 

o Reply Envelopes (orange) – 2,000 

• Colorado Primary  

o Reply Envelopes (gray) – 3,000 

o Reply Envelopes (orange) –2,000 

• General Election 

o Reply Envelopes (gray) – 6,000 

 

• Delivery of the County envelope stock 

o All County Office envelope stock must be delivered no later than 60 days prior to each 

election.  Envelope stock will be shipped to:  El Paso County Clerk and Recorder’s Office, 1675 

West Garden of the Gods, Suite 2201, Colorado Springs, CO  80907.  Inside delivery to Suite 

2201 is required.   
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Refer to Appendix D for samples of Mail Ballot Envelopes. 

 

Vendor must include any costs for artwork design changes as well as shipping and handling charges for the 

envelopes that will be incurred by the Clerk and Recorder’s Office.  Approval of proofs for all envelopes is 

required prior to printing commencing.  Vendor must also have written approval from the USPS that the 

envelopes meet USPS approval. 

 

Provisional Ballot Envelopes  

 

• 9" x 12" envelope with Peel & Seal flap. 

• 1 3/4” stub with micro-perforation that is detachable from flap. 

• 5-digit consecutive numbering scheme. 

• Numbers are to be printed on front right corner of envelope and repeated on the envelope flap and on 

detachable portion of stub. 

• Black ink. 

• Double sided printing. 

• Quantities will vary by election type.  Estimated quantity from 8,000 - 15,000. 

 

Refer to Appendix E for sample of Provisional Ballot Envelopes. 

 

Vendor must include any costs for artwork design changes as well as shipping and handling charges for the 

provisional ballot envelopes that will be incurred by the Clerk and Recorder’s Office.   Approval of proof for 

Provisional Ballot Envelope is required prior to printing commencing.     

 

The quantities for ballots, insertion, and envelopes are estimates.  Actual quantities may vary 

depending on election type. 

 

 

Ballot Tracking  

 

County tracks through the USPS at no cost outgoing ballots using the USPS IMB barcode.  Vendor must be 

able to provide a report that includes the voter ID and IMB one code to ensure the County can track outgoing 

envelopes using the USPS IMB Tracing file.  

 

Vendor may offer its own tracking system to allow County to track outgoing envelopes at no cost.  Vendor 

should include information if other option is available. 

 

Unscheduled Elections 

 

From time to time, unscheduled elections such as recall elections for both large and small jurisdictions will 

occur.  When the Clerk and Recorder is tasked with conducting these elections, the Vendor must be available 

to conduct all related tasks associated with these elections.  This includes but is not limited to:  printing of 

ballots, printing of special mail ballot envelopes, insertion, and the mailing of the ballots for the County.  These 

elections often occur under very tight time frames and the Vendor must be available to the County.  

 

4. EVALUATION CRITERIA 

 

The evaluation committee will score Responses based on the following criteria not listed in any order of 

importance: 

 

• Responsiveness; to the needs of El Paso County and the degree to which the Response meets or 

exceeds the requirements of the Solicitation, how your product meets or exceeds the specifications 



 
 

Request for Proposal #RFP-23-045 Page 28 of 50 
 

outlined in the solicitation, and how the Vendor will efficiently handle taking on one of the most 

populous counties in Colorado. 

• Proposed Security Plan; provide documentation of a detailed Security Plan 

• Project Solutions; include the means and methods of accomplishing the services outlined in this 

solicitation as it pertains to performance with other Government offices.  A minimum of two (2) 

governmental service installations is required. 

• References and Experience; Minimum of five (5) years of service with other government county 

agencies of the same scope as El Paso County; provide a minimum of three (3) references to 

include agency name, contact name, contact phone number, contact email, as well as a detailed 

description of the services provided.  

• Fee Schedule; provide a detailed fee schedule 

 

5. RESPONSE FORMAT 

 

Failure to respond in the required format or failure to provide required information may deem your submittal 

non-responsive. 

 

To facilitate an effective evaluation process, responses must be submitted on 8.5” x 11” inch paper, 

single-sided pages with a minimum font of 10, and all pages should be numbered in the following 

manner: page __ of __ pages with a maximum of seventy-five (75) pages.  All acronyms in the response 

must be defined. 

 

Attachments/Exhibits included in this solicitation that require signature and/or are a required document to be 

returned with your Responses shall be included as an exhibit to your Responses and will not be included in the 

75-page limit.  Schedules, if applicable, may be submitted on 11" x 17" sheets and are counted as one page 

(limit of five pages). 

 

Submittals should be prepared simply and economically providing a straightforward, concise description of the 

Vendor’s ability to perform the requirements of this Solicitation.  

 

ELECTRONIC SUBMISSION OF OFFERS:  El Paso County will only accept electronic bid Responses 

submitted through the Rocky Mountain E-Purchasing system.  A Submittal Log will be posted after the County 

has had an opportunity to review and verify the submittals offered to the County. 

 

The original Offer must be received before the due date and time through an electronic package transmitted 

through the Rocky Mountain E-Purchasing system.  The Vendor is responsible for ensuring its Response is 

posted by the due date and time outlined in the solicitation document. 

 

If the submittal arrives late, it will not be included in the electronic lockbox.  

 

To enable the County to conduct a uniform review of the information submitted in response to this Solicitation, 

Vendors must address the following information, numbered to directly correspond with the number of the Table 

of Contents section of the submitted Response.  The County reserves the right to reject submittals that do not 

follow the required format.  Include concise, complete information which will demonstrate that your firm is 

uniquely qualified to provide the products and services specified in this Solicitation. 

 

 

ALL signatures on required documents must be in blue ink or a verifiable electronic time and date 

stamped signature in ONE PDF document.   

 

A. Provide response without reference to El Paso County logo or company logo in one PDF document 

B. Submit response in a tab format that follows a clearly outlined Table of Contents that identifies all 

material and attachments that comprise your response by section and by page number.  I.e. – Required 
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Documentation section, Evaluation Criteria section, etc. as outlined on the Response Submittal 

Requirements page 

C. Cover Letter, one-page limit. Submit a Cover Letter on official business letterhead that: 

a. Positively states your willingness to comply with all work requirements and other terms and 

conditions as specified in this Solicitation 

b. Provides, in brief concise terms, a summation of your submittal and identifies the points that 

make your firm uniquely qualified for this project 

c. Is signed by an Authorized Representative of your firm who has the authority to commit to the 

proposed work 

D. Provide documentation that satisfies the Required Document Requirements 

E. Provide documentation that satisfies the criteria to be evaluated 

F. Provide the completed and signed Cover Sheet 

G. Addendum(s) Acknowledgement, if applicable 

H. Submission Form 

I. Pricing Form 

J. Completed W9 

K. Universal Entity Identifier (UEI) Number 

L. Additional Attachments, if applicable 
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Item 
No. 

Description Cost 

1. Mail Election Ballots per Bid Specifications.  (Price per thousand)  

 18-inch ballots and Test Desks – 18” ballots 
 

 

 14-inch ballots and Test Desks – 14” ballots 
 

 

 11-inch ballots and Test Desks – 11” ballots 
 

 

 22-inch ballots and Test Desks – 22” ballots 
 

 

2. Packaging & Shipping charges for Item 1.  

   

3. Ballot Insertion Process, per Bid Specifications, to include:  

  Ballot Database Preparation (setup fee)  
 Addressing (Inkjet address, barcode preparation, printing, USPS CASS and                         
NCOA Services   
 Ballot Folding 

 

  Ballot Insertion Process Standard Ballot Packet  

  Ballot Insertion cost for each additional ballot sheet  

  Ballot Insertion cost for each additional insert  

  Initial Mailing to include Supplemental - Prepare Deliver and present to 
Postal Service in Colorado Springs & Denver, Colorado  

 

 Daily Mailing - Prepare Deliver and present to Postal Service in Colorado 
Springs & Denver, Colorado 

 

 Generate Custom Reports  

   

4. VOIDED Ballot Pulls  

   

5. Packaging & Shipping charges for Voided, Damaged or Unused Ballots  

   

6. Non-Federal Mail Ballot Packets (Insertion or Contractor Stock), per 
Bid Specifications:  (Price per thousand) 

 

   Outgoing envelopes  

   Reply Envelopes  

   Envelope Artwork Design Change  

   

7. County Office Stock Non-Federal Mail Ballot Packets, per Bid 
Specifications:   (Price per thousand) 

 

   Outgoing Envelopes (window clear cellophane & peel-n-seal)  

   Reply Envelope (no window and no removable sealing strip)  

   Envelope Artwork Design Change  

   

8. Packaging & Shipping charges for County Envelope Stock   

   

 
REQUEST FOR PROPOSAL #RFP-23-045 

PRICING FORM 
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9. County Office Federal Ballot Packets, per Bid Specifications:  (Price per 
thousand) 

 

   Outgoing Envelopes (window clear cellophane & peel-n-seal)  

   Reply Envelopes (no window and no removable sealing strip)  

   Envelope Artwork Design Change   

   

10. Packaging & Shipping charges for Item 9  

   

11. Non-ID Required Voting Instructions, per Bid Specifications:   (Price per 
thousand) 

 

  Voting Instructions  

 Envelope Artwork Design Change  

   

12. ID required Voting Instructions, per Bid Specifications:   (Price per 
thousand) 

 

 Voting Instructions  

 Envelope Artwork Design Change  

   

13. Provisional Ballot Envelopes, Per bid Specifications.  (Price per 
thousand) 

 

 Packaging & Shipping charges for Item 12  

   

14. Ballot Tracking (OPTIONAL ITEM) Attach pricing 
schedule 

   

15.  Unscheduled Elections, Per bid Specifications based on smaller 
quantities and shortened time frames  

 

  11” ballots  

  14” ballots  

  18” ballots  

  22” ballots  

   

16.  Other costs and/or fees to be charged (provide detailed explanation)  
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  1. VENDOR 
 

a. Legal Name of Company   ________________________________________________________ 
 

b. Business Name or DBA (if different)  ________________________________________________________ 
 
 
  2. LOCAL COLORADO ADDRESS (IF APPLICABLE) 
 

a. Street Address    ________________________________________________________ 
 

b. City/State/Zip    ________________________________________________________ 
 

 
3. ORDER ADDRESS 

 
a. Street Address    ________________________________________________________ 

 
b. City/State/Zip    ________________________________________________________ 

 
c. Online (website)    ________________________________________________________ 

 
 
  4. PAYMENT ADDRESS 
 

a. Street Address    ________________________________________________________ 
 

b. City/State/Zip    ________________________________________________________ 
 
 
  5. CONTACT INFORMATION 
 

a. Name/Title    ________________________________________________________ 
 

b. Telephone Number:    (_______) _______________________________________________ 
 

c. Toll Free Number:    (_______) _______________________________________________ 
 

d. Fax Number:    (_______) _______________________________________________ 
 

e. Email Address:     ________________________________________________________ 
 
 
  6. TAXPAYER IDENTIFICATION NUMBER  ________________________________________________________ 
 
 
  7. OWNERSHIP STATUS (check all that apply)  _____ Corporation   _____ Partnership 
       _____ Governmental Agency  _____ Sole Proprietorship 
       _____ Individual   _____ Other ____________ 
       _____ Non-Profit 
 
 
  8. PRIMARY BUSINESS CLASSIFICATION  _____ Broker   _____ Retailer 
       _____ Distributor   _____ Service Provider 
       _____ Jobber   _____ Subcontractor (trades) 
       _____ Manufacturer   _____ Wholesaler 
       _____ Prime Contractor (trades) _____ Other _____________ 
 
 
  9. OFFICERS, OWNERS, PARTNERS   Name/Title _______________________________________________ 
 
       Name/Title _______________________________________________ 
 
       Name/Title _______________________________________________ 
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VENDOR INFORMATION 
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  10. COMPANY PROFILE 
 

a. Date Firm Was Established   ________________________________________________________ 
 

b. Under the Laws of What State   ________________________________________________________ 
 

c. Number of Employees   ________________________________________________________ 
 

d.  Approximate Yearly Sales Volume  ________________________________________________________ 
 
 
11. PRIMARY PLACE OF BUSINESS   _____ Home    _____ Office/Warehouse 
       _____ Office Building  _____ Warehouse 
       _____ Office Complex  _____ Other ____________ 
 
 
12. STAFF EXPERIENCE (key members of your company’s staff who will be assigned to this project) 
 

a. Name/Position ________________________________    Year Hired _________________________________________ 
 

Years in Present Position ________________________   Years of Industry Experience___________________________ 
 

b. Name/Position ________________________________    Year Hired _________________________________________ 
 

Years in Present Position ________________________   Years of Industry Experience___________________________ 
 

c. Name/Position ________________________________    Year Hired _________________________________________ 
 

Years in Present Position ________________________   Years of Industry Experience___________________________ 
 

d. Name/Position ________________________________    Year Hired _________________________________________ 
 

Years in Present Position ________________________   Years of Industry Experience___________________________ 
 

e. Name/Position ________________________________    Year Hired _________________________________________ 
 

Years in Present Position ________________________   Years of Industry Experience___________________________ 
 
 
13. REFERENCES (customers similar to El Paso County to whom services similar in size and scope have been provided) 
 

a. Company Name _______________________________   Contact/Title ________________________________________ 
 

Address _____________________________________    City/State /Zip _______________________________________ 
 

Telephone (_______) __________________________    Email _____________________________________________ 
 

b. Company Name _______________________________   Contact/Title ________________________________________ 
 

Address _____________________________________    City/State /Zip _______________________________________ 
 

Telephone (_______) __________________________    Email _____________________________________________ 
 

c. Company Name _______________________________   Contact/Title ________________________________________ 
 

Address _____________________________________    City/State /Zip _______________________________________ 
 

Telephone (_______) __________________________    Email _____________________________________________ 
 

d. Company Name _______________________________   Contact/Title ________________________________________ 
 

Address _____________________________________    City/State /Zip _______________________________________ 
 

Telephone (_______) __________________________    Email _____________________________________________ 
 

e. Company Name _______________________________   Contact/Title ________________________________________ 
 

Address _____________________________________    City/State /Zip _______________________________________ 
 

Telephone (_______) __________________________    Email _____________________________________________ 
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14. BONDING.  Is your firm able to obtain bonding up to and including an amount equal to the estimated project cost? 

 
____ Yes   _____ No 

 
 
15. INSURANCE.  Is your firm able to obtain insurance as specified in the Special Terms and Conditions of this RFP? 
 

____ Yes   _____ No 
 
 
16. PURCHASE ORDERS.  Do you accept purchase orders? 
 

____ Yes   _____ No 
 
 
17. CREDIT CARDS.  Do you accept credit cards? 
 

_____ Yes   _____ No 
 
 
18. INFORMATION (if you answer “yes” to any of the following questions, attach a separate page explaining your response clearly labeled 

with the corresponding question number). 
 

a. In the past five years, has there been any change in ownership of your company? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18a) 
 

b. In the past five years, has your firm operated under any other name? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18b) 
 

c. Are any corporate officers, owners or partners currently connected with any other firm in the same line of business? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18c) 
 

d. In the past five years, has your firm been in bankruptcy? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18d) 
 

e. In the past five years, has your firm been assessed and paid liquidated damages? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18e) 
 

f. In the past five years, has your firm, or any firm with which your company’s officers, owners or partners are associated, 
been barred, disqualified, removed, or otherwise prevented from bidding on, or competing for any government project for 
any reason? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18f) 

 
g. In the past five years, has your firm been denied an award of any contract based on a finding by a public agency that your 

company was not a responsible bidder? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18g) 
 

h. In the past five years, has any claim against your firm concerning your firm’s work on a project been filed in court or 
arbitration? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18h) 

 
i. Has your firm made any claim against a project owner concerning work on a project or payment for a contract and filed that 

claim in court or arbitration? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18i) 
 

j. Has your firm, or any of its officers, owners, or partners, ever been found liable in a civil suit or found guilty in a criminal 
action for making any false claim or material misrepresentation to any public agency or entity? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18j) 
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k. Has your firm, or any of its officers, owners, or partners, ever been convicted of a crime involving any federal, state, or local 
law related to your business dealings? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18k) 

 
l. Has your firm, or any of its officers, owners, or partners, ever been convicted of a federal or state crime of fraud, theft, or 

any other act of dishonesty? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18l) 
 

m. In the past five years, has any surety company made any payments on your firm’s behalf as result of a default, to satisfy 
any claims made against a performance or payment bond issued on your firm’s behalf? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18m) 

 
n. Has your firm ever been denied bond coverage by a surety company, or has there ever been a period of time when your 

firm had no surety bond in place during a project when one was required? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18n) 
 

o. Have you ever had insurance terminated by a carrier? 
 

____ Yes   _____ No (if “yes,” attach explanation labeled 18o) 
 

p. In the past five years, has any insurance carrier, for any form of insurance, refused to renew an insurance policy for your 
firm? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18p) 

 
q In the past five years, has OSHA cited and assessed penalties against your firm? 

 
____ Yes   _____ No (if “yes,” attach explanation labeled 18q) 

 
 
19. Licenses. Does your company have current and valid licenses for the services being requested? Please provide copies. 

 
____ Yes   _____ No (if “yes,” attach licenses labeled 18) 

 
 
20. Certification.  The undersigned hereby affirms (1) that he/she is a duly authorized agent of the vendor and (2) that the information 

submitted in/with this form is true and correct.  Any information submitted herein that is later found to be false shall serve as grounds 
for disqualifying the vendor’s Response. 

 
a. Printed Name: _____________________________________________________________________________ 

 
b. Printed Title: ______________________________________________________________________________ 

 
c. Firm Name: _______________________________________________________________________________ 

 
d. Address: _________________________________________________________________________________ 

 
e. City, State, Zip: ____________________________________________________________________________ 

 
f. Telephone: _______________________________________________________________________________ 

 
g. Fax: _____________________________________________________________________________________ 

 
h. E-mail: __________________________________________________________________________________ 

 
Authorized Representative’s Signature _________________________________________________ 

 
 
 
 
 
 
Attach all requested exhibit items to the end of this document and clearly label each exhibit with the corresponding question number. 
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‘I/We acknowledge that subsequent to award of this solicitation, all of, or part of this submittal may be released to 

any person or firm who may request it, as prescribed by the State of Colorado Open Records Act CRS 24-72-201 

et seq., as amended, and that: 

 

_____ None of this submittal is considered proprietary and/or confidential 

 

OR 

 

_____ The portions/pages of this submittal identified below are proprietary and/or confidential for the reasons 

stated (cite the specific exemptions allowed by the Colorado Open Records Act/Government Code). A 

clearly identified redacted softcopy of the original Response is required if this section is selected. 

 
 
Page:   Code:   Reason: 
 
________ _____________ __________________________________________________________ 
 
________ _____________ __________________________________________________________ 
 
________ _____________ __________________________________________________________ 
 
________ _____________ __________________________________________________________ 
 
________ _____________ __________________________________________________________ 
 
 
General reference to Freedom of Information Act (FOIA) or Colorado Open Records Act (CORA) is not 

sufficient justification.  The County has the final discretion in determining whether information is subject 

to disclosure under CORA. 

 

 

I/We acknowledge that the above statements may be subject to legal review and challenge. 

 

Signature below indicates that applicant has read all the information provided above and agrees to comply in full.  

This form is considered as a section of the Request for Proposal, RFP-23-045 and therefore, this signed document 

shall become consideration and fully submitted with the original package. 

 
 
___________________________________________________  ________________________________ 
Authorized Representative’s Signature     Date 
 
___________________________________________________  ________________________________ 
Printed Name        Title 
 
___________________________________________________ 
Company Name 
 
 
 

 
REQUEST FOR PROPOSAL #RFP-23-045 

PROPRIETARY / CONFIDENTIAL STATEMENT 
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El Paso County values your input. Your input assists us in building competitive solicitations and ensuring our solicitations 

are cutting edge and relevant. Please spend a few minutes to complete this form and return to the Contracts and 

Procurement Division.    

 

Please send to:  El Paso County 

   Traci L. Gorman, CPPO, CPPB 

   RFP-23-045; Election Ballots and Envelopes 

   TraciGorman@elpasoco.com  

 

Specifications too “strict” (i.e. – geared toward one brand or manufacturer only, etc.). Please explain. 
 
_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

Specifications are unclear.  Please explain. 
 
_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

Other.  Please explain in detail. 
 
_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

☐ We are unable to meet specifications 

☐ Insufficient time to respond to the solicitation 

☐ Our schedule would not permit us to perform within the required time 

☐ We are unable to meet insurance and/or bonding requirements 

☐ We do not offer this product or service 

 
PRINT OR TYPE YOUR INFORMATION 

 
Company Name: _______________________________________________________  Fax: ____________________ 
 
Address: _______________________________________________  City/State/Zip: ___________________________ 
 
Contact Person: ____________________________________________  Title: _______________________________ 
 
Email: _____________________________________________________   Phone: ____________________________ 
 
Authorized Representative’s Signature: _____________________________________________  Date: ____________ 
 
Printed Name: _____________________________________________  Title: ________________________________ 
 
Email: ______________________________________________________  Phone: ____________________________ 
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NO BID STATEMENT 

mailto:TraciGorman@elpasoco.com
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ELECTRONIC SUBMISSION OF OFFERS:  El Paso County will only accept electronic bid Responses submitted 

through the Rocky Mountain E-Purchasing system.  A Submittal Log will be posted after the County has had an 

opportunity to review and verify the submittals offered to the County. 

 

The original Offer must be received before the due date and time through an electronic package transmitted through 

the Rocky Mountain E-Purchasing system.  The Vendor is responsible for ensuring its Response is posted by the 

due date and time outlined in the solicitation document. 

 
If the submittal arrives late, it will not be included in the electronic lockbox.  
 

ALL signatures on required documents must be in blue ink or a verifiable electronic time and date 

stamped signature 

 
Vendor shall check (✓) to confirm that the following documentation has been submitted: 

___  Signed Cover Sheet from this Solicitation 

___  Vendor Information Form 

___  Proprietary / Confidential Statement 

___  Signed copies of any addenda issued regarding this Solicitation 

___  W9 Documentation / Universal Entity Identifier (UEI) Number 

___  Exhibit 1, 2, 3, 4, and 5 

___  Proof of SAM.gov eligibility (documentation of good standing) 

___  Pricing Form 

 
Does your offer comply with all of the terms and conditions of this solicitation and the attached Agreement?   

 
 Yes  No       If not, indicate exceptions on Exhibit 1.   

 
Does your offer meet or exceed all of the specifications of this solicitation and the attached Agreement?   
 

 Yes  No       If not, indicate exceptions on Exhibit 1.   
 

Vendor’s response to the following question will not be considered in awarding this Solicitation. 
 
El Paso County actively participates in purchasing between and among government agencies to combine 

purchasing power and resources and to obtain lower costs of procurement for quality goods and services.  As such, 

we hereby request that other agencies of government be permitted to avail themselves of any award resulting from 

this solicitation and purchase any and all items specified herein from the successful Vendor(s) at the contract 

price(s) established herein.  Each agency would establish its own contract, issue its own orders, be invoiced 

therefrom, make its own payments, and issue its own exemption certificates as required by the Vendor.  It is 

understood and agreed that El Paso County would not be a legally binding party to any contractual agreement 

made between any other agency and the Vendor as a result of this Solicitation.   

 
May other units of government avail themselves of this contract and purchase any and all items specified. 
 

 Yes  No 
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EXHIBIT 1: EXCEPTIONS 
 
Print the words "no exceptions" (here)___________________________ if there are no exceptions taken to any of 

the terms, conditions, or specifications of these Response documents or contract.  

 

If there are exceptions taken to any of the terms, conditions, or specifications of the Response document or contract, 

they must be clearly stated on a separate sheet of paper attached to this sheet and returned with your Response.  

 

Note:  All potential Offerors are hereby advised that exceptions taken may be considered during the evaluation 

phase which may affect the final scoring of Responses.  Offerors stipulating that the County must use their contract 

or agreement may be determined non-responsive and their Response determined unacceptable. 

 
 
 
Company Name: ________________________________________________ 
 
Address: _______________________________________________________ 
  (County, State and Zip Code) 
 
Federal Tax ID#:  _________________________________ 
 
PHONE:  ___________________________________ 
 
FAX: ___________________________________ 
 
E-MAIL ADDRESS: ________________________________ 
 
Authorized Signature: __________________________Date: ________________ 
 
Printed Name/Title: _______________________________________________ 
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EXHIBIT 2:  CERTIFICATION REGARDING DEBARMENT, SUSPENSION AND OTHER RESPONSIBILITY 

MATTERS 

 

The undersigned duly authorized official of the proposer certifies to the best of its knowledge and belief, that it and 

its principals: 

 

A. Are not presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded 

from covered transactions by any Federal department or agency. 

 

B. Are presently active and in good standing on SAM.gov 

 

C. Are required to be in good standing throughout the contract term 

 

D. Have not within a three-year period preceding this Response been convicted of or had a civil judgment 

rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting 

to obtain or performing a public (federal, state or local) transaction or contract under a public transaction; 

violation of federal or state antitrust statutes or commission of embezzlement, theft, forgery, bribery, 

falsification, or destruction of records, making false statements or receiving stolen property. 

 

E. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (federal, 

state, or local) with commission of any of the offenses enumerated in paragraph (B) of this certification; and 

 

F. Have not within a three-year period preceding this application/Response had one or more public transaction 

(federal, state, or local) terminated for cause or default. 

 

G. Are not on the Comptroller General’s List of Ineligible Bidders or any similar list maintained by any other 

governmental entity. 

 

H. Are required to submit proof of SAM.gov eligibility (certificate of good standing) with their submittal. 

 

 

Where the proposer is unable to certify to any of the statements in this certification, such prospective participant 

shall attach an explanation to this Response. 

 
 
 
(Check One) 
 
I DO CERTIFY    I DO NOT CERTIFY  
 
Date:     
 
Signature:        
 
Title:         
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EXHIBIT 3:  RESTRICTIONS ON LOBBYING CERTIFICATION 

 

Pursuant to United States Public Law 101-121, Section 319, the undersigned duly authorized official of the proposer 

hereby certifies, to the best of her/his knowledge and belief, that: 

 

1. No Federal appropriated funds have paid or will be paid, by or on behalf of the undersigned, to any person 

for the purpose of 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 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 or agency 

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 a Standard 

Form-LLL, “Disclosure Form to Report Lobbying”, in accordance with its instructions. 

 

3. The undersigned duly authorized official shall require and ensure that the language of this certification be 

included in any award documents for subcontracts, grants, loans, and cooperative agreements, and that all 

subcontractors shall so 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.  The submission of this Certification is a prerequisite for making or entering into this 

transaction, imposed by Title 31 USC Section 1352.  Any proposer (person) who fails to file the required certification 

shall be subject to civil penalty of not less than ten thousand dollars ($10,000) and not more than one hundred 

thousand dollars ($100,000) for each such failure to file. 

 
 
 
I DO CERTIFY    I DO NOT CERTIFY  
 
 
Proposer:        
 
Signature:        
 
Title:         
 
Date:         
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EXHIBIT 4: NON-COLLUSION AFFIDAVIT 

 

The undersigned duly authorized official of the proposer hereby certifies, to the best of her/his knowledge and belief, 

that: 

 

1. That I am an officer or employee of        (proposing entity) having the 

authority to sign on behalf of the corporation, and, 

 

2. That the prices in the attached Response were arrived at independently by  ___  _________ 

(proposing entity) without collusion, consultation, communication, or any agreement, for the purpose of 

restricting competition as to any matter relating to such prices with any other proposer or with any other 

competitor regarding an understanding, or planned common course of action with any other vendor of 

materials, supplies, equipment, or service described in the RFP/IFB designed to limit independent 

Responses or competition; and 

 

3. That unless otherwise required by law, the contents and prices contained in the Response have not been 

communicated by        (proposing entity) or its employees or 

agents to any person not an employee or agent of     (proposing entity), or its 

surety on any bond furnished with the Response, and will not be communicated to any such person prior 

to the official opening of the Response; and, 

 

4. That I have fully informed myself regarding the accuracy of the statements made in this affidavit. 

 
 
 
 
I DO CERTIFY    I DO NOT CERTIFY  
 
 
Proposer:        
 
Signature:        
 
Title:         
 
Date:         
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EXHIBIT 5: MINIMUM INSURANCE REQUIREMENTS 

 

For this contract, the following provisions for insurance shall apply: 

 

The Vendor agrees to procure and maintain, during the life of this Agreement, a policy, or policies of 

insurance against all liability, claims, demands and other obligations assumed by the Vendor, pursuant to 

Attachment A.  Such insurance shall be in addition to any other insurance requirements imposed by this Agreement 

or by law.  The Vendor shall not be relieved of any liability, claims, demands or other obligations assumed pursuant 

to Attachment A, by reason of its failure to procure or maintain, during the life of this Agreement, insurance in 

sufficient amounts, durations, or types. 

The Vendor shall procure and maintain, during the life of this Agreement, for itself and any subconsultants, 

the minimum insurance coverages listed in Attachment A.  Such coverages shall be procured and maintained with 

forms and insurers acceptable to the County.  All coverages shall be continuously maintained to cover all liability, 

claims, demands and other obligations assumed by the Vendor, pursuant to Attachment A.  In the case of a claims-

made policy, the necessary retroactive dates and extended reporting periods shall be procured to maintain such 

continuous coverage.  Notwithstanding the foregoing, when the Vendor requires a subconsultant to obtain insurance 

coverage, the types and minimum limits of this coverage may be different than those required, as stated herein for 

the Vendor. 

1. The certificate of insurance provided by the Vendor shall be completed by the Vendor's 

insurance agent as evidence that policies providing the required coverages, conditions and minimum limits 

are in full force and effect and shall be reviewed and approved by the County prior to commencement 

of the Agreement.  No other form of certificate shall be used.  The certificate shall identify this Agreement 

and the coverages afforded under the policies.  The certificate of insurance must be on file with the 

County two (2) weeks prior to commencement of the Agreement. The completed certificate of 

insurance shall be sent to: 

El Paso County 

Board of County Commissioners 

Attn:  Contracts and Procurement Division 

15 East Vermijo Avenue 

Colorado Springs, Colorado 80903 

 

2. It is the affirmative obligation of the Vendor to notify the County's Contract Specialist, as 

provided in this Agreement, including e-mailing (PURCOI@elpasoco.com) a copy of the notice to the 

Contracts and Procurement Division, within two (2) business days of the cancellation or substantive change 

to any insurance policy required under this Agreement, and failure to do so shall constitute a breach of this 

Agreement. 

3. Failure on the part of the Vendor to procure or maintain policies providing the required 

coverages, conditions and minimum limits shall constitute a material breach of contract upon which the 

County may immediately terminate this Agreement or, at its discretion, the County may procure or renew 

any such policy or any extended reporting period thereto and may pay any and all premiums in connection 

therewith, and all monies so paid by the County shall be repaid by Vendor to the County upon demand, or 

the County may offset the cost of the premiums against any monies due to Vendor from the County. 
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4. The County reserves the right to request and receive a certified copy of any policy and any 

endorsement thereto. 

5. The parties hereto understand and agree that the County, its officers and employees, are 

relying on and do not waive or intend to waive by any provision of this Agreement the monetary limitations 

(presently Three Hundred Eighty-Seven Thousand Dollars ($387,000) per person, and One Million Ninety-

Three Thousand Dollars ($1,093,000) per occurrence), which amounts shall be adjusted by an amount 

reflecting the percentage change over a four-year period in the United States Department of Labor, Bureau 

of Labor Statistics, Consumer Price Index for Denver-Boulder-Greeley, All Items, All Urban Consumers, or 

its successor index, or any other rights, immunities and protections provided by the Colorado Governmental 

Immunity Act, C.R.S. § 24-10-101, et seq., as from time to time amended, or otherwise available to the 

County, its officers or employees. 

El Paso County must be included on the General Liability insurance as an additional insured.  

Certificates of Insurance must be submitted before commencing work and provide 30 days’ notice prior to 

any cancellation. 

 

It shall be the responsibility of the Vendor to ensure that all sub-Vendors carry insurance of not less than 

those coverages and limits specified herein.  Proper evidence of this compliance must be forwarded to 

appropriate department prior to the inception of any work by sub-Vendor. 

 

The undersigned certifies and agrees to carry and maintain the insurance requirements indicated above throughout 

the contract Period of Performance. 

 
 
        
(Name of Company) 
 
        
(Signature)    (Date) 
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ATTACHMENT A 
INSURANCE CHECKLIST 

 
 
SOLICITATION NUMBER: RFP-23-045 
TITLE OF SOLICITATION: Election Ballots and Envelopes 
  
 
Insurance items checked below have been identified as necessary requirements for this Vendor per the desired scope of work. 
 
EL PASO COUNTY SHALL BE NAMED AS ADDITIONAL INSURED ON ALL RELEVANT POLICIES.   

 
 

Insurance Item: Required Waived 

Vendor shall obtain and maintain, and ensure that each SubVendor shall obtain and maintain, insurance as specified in 
this section and per EXHIBIT 5  at all times during the term of this Contract. All insurance policies required by this 
Contract shall be issued by insurance companies as approved by the County. 

X  

Workers’ Compensation: Workers’ compensation insurance as required by state statute, and employers’ liability 
insurance covering all Vendor or Subcontractor employees acting within the course and scope of their employment. X  

Commercial General Liability: Commercial general liability insurance covering premises operations, fire damage, 
independent contractors, products and completed operations, blanket contractual liability, personal injury, and 
advertising liability with minimum limits as follows: $1,000,000 each occurrence; $2,000,000 general aggregate; 
$1,000,000 products and completed operations aggregate; and $50,000 damage to premises rented to you – any one 
premises. 

X  

Automobile Liability: Automobile liability insurance covering any auto (including owned, hired, and non-owned autos) 
with a minimum limit of $1,000,000 each accident combined single limit. X  

Subrogation Waiver: All insurance policies secured or maintained by Vendor in relation to this contract shall include 
clauses stating that each carrier shall waive all rights of recovery under subrogation or otherwise against the County, its 
agencies, institutions, organizations, officers, agents, employees, and volunteers. 

X  

Garagekeepers Coverage: Garagekeepers coverage for loss to vehicles in the Vendors custody for servicing or storage 
with a minimum limit of $500,000 for each loss.   X 

Umbrella Liability Insurance: Commercial Umbrella/Excess Liability Insurance for bodily injury and property damage 
liability must sit over Vendor’s primary Employer’s Liability, Commercial General Liability and Commercial Automobile 
Liability with limits of: $1,000,000 each occurrence and aggregate. Higher or Lower limits may be required or determined 
acceptable at the sole discretion of County.  

 X 

Protected Information: If Vendor’s scope of work will include access to Confidential Information, such as PII, PHI, PCI, 
Tax Information, and CJI, Vendor shall maintain Cyber/ Network Security and Privacy Liability Insurance in an amount 
of not less than $1,000,000 each occurrence; and $2,000,000 general aggregate to cover civil, regulatory and statutory 
damages, contractual damage, as well as data breach management exposure, and any loss of income or extra expense 
as a result of actual or alleged breach, violation or infringement of right to privacy, consumer data protection law, 
confidentiality or other legal protection for personal information, as well as confidential information of County. 

 
X 
 

 
 

Pollution Liability: If Vendor’s scope of work includes any pollution liability exposure, Vendor must provide and maintain 
a separate Pollution Liability Insurance policy. Such insurance shall include coverage for the Hold-Harmless or 
Indemnification Clause contained in this Agreement. Coverage shall include Additional Insured status in favor of County, 
its agents and employees and a Waiver of Subrogation in favor of additional insured parties the policy shall be written 
with a limit of liability no less than $1,000,000 each occurrence and aggregate.  

 
 

X 
 

Professional Liability/Malpractice Insurance: Professionals to include: physicians, nurses, psychologists, social 
workers, etc.  If Vendor’s scope of work includes the performance of professional services, Vendor shall provide and 
maintain, for the statute of repose, Professional liability insurance covering any damages caused by an error, omission 
in performance of the professional services with minimum limits as follows: $1,000,000 each claim; and  $1,000,000 
general aggregate.  Policy shall include coverage for bodily injury and sexual misconduct claims. 

 
 

X 
 

Professional Liability Insurance: Professionals to include: Architects, Engineers, Construction Managers.  If Vendor’s 
scope of work includes the performance of professional services, Vendor shall provide and maintain, for the statute of 
repose, Professional liability insurance covering any damages caused by an error, omission, or negligent professional 
act in performance of the professional services with minimum limits as follows: $1,000,000 each claim; and  $1,000,000 
general aggregate.   

 X 

Professional Liability Insurance (Errors and Omissions): Miscellaneous professions to include: IT 
Consultants/Programmers, Insurance Brokers, Accountants, Real Estate Agents, Etc.  If Vendor’s scope of work includes 
the performance of professional services, Vendor shall provide and maintain, for the statute of repose, Professional 
liability insurance covering any damages caused by an error, omission, or negligent professional act in performance of 
the professional services with minimum limits as follows: $1,000,000 each claim; and  $1,000,000 general aggregate.   

 X 

Crime Insurance: If Vendor’s scope of work includes Vendor or Vendor’s employees’ involvement with money or 
securities of County, Vendor shall provide and maintain Commercial Crime coverage for a loss arising out of or in 
connection with any fraudulent or dishonest act committed by employees of the Vendor, in an amount of not less than 
$1,000,000 single limit. Commercial Crime Coverage shall include third party liability coverage and list County as a loss 
payee 

 
 

 
X 

Builders Risk: The Vendor shall purchase and maintain All Risk Builder's Risk insurance upon the entire Project to One 
Hundred Percent (100%) of the insurable value thereof for the benefit of the Owner and the Vendor.  Such insurance 
shall include any and all direct damage to all structures under construction (including temporary structures) and all 
materials, supplies, machinery, and equipment at the work site which are or will be incorporated in the work, which is 
caused by hazards such as but not limited to, the hazards of fire, lightning, wind, earthquake, flood, vandalism, malicious 
mischief, and other hazards included in a standard Extended Coverage Endorsement. 

 
 
 

 
X 
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The Sample Professional Services Agreement is included in this solicitation for information and reference purposes 

only. 

 

It is the responsibility of the Vendor to provide any exceptions to this Solicitation and/or Sample Professional 

Services Agreement with its response for evaluation by El Paso County.  It is the responsibility of the Consultant to 

provide the Solicitation and Sample Professional Services Agreement to their Legal Counsel for review and notation 

of any exceptions prior to submitting a proposal. 

 

Following the determination of award, El Paso County and the successful Vendor will execute this document to 

consummate a contract between the parties.  The Solicitation and the Vendor’s Offer will be attached and 

incorporated as part of the contract. 
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AGREEMENT FOR SERVICES 
Project Number and Name: 

 

 

THIS AGREEMENT is entered into as of the ____ day of ________________, ______ by and between the Board 

of County Commissioners of the County of El Paso, State of Colorado (hereinafter referred to as the “County”) and 

_____________________________________(hereinafter referred to as the “Contractor”).  

 

WHEREAS, the County desires to engage the Contractor to provide the services described in Exhibit A, 

_______________________ (the “Project”).  

 

NOW, THEREFORE, the parties mutually agree as follows:  

 

1. Scope of Services. The Contractor shall furnish all labor and materials to perform the services required for the 

complete and prompt execution and performance of all duties, obligations, and responsibilities for the Project, which are 

described or reasonably implied from Section 1 of Exhibit A, which is attached hereto and incorporated herein by this reference.  

 

2. Incorporated Documents. The following documents are incorporated herein by reference and made a part of this 

Agreement: Invitation for Bid/Request for Proposal #XX-XXX.  

 

In the event of any conflicts between this Agreement and any referenced or attached documents, this Agreement shall control. 

 

3. Time of Performance. The services of the Contractor are to commence and be completed (or end) by the dates set 

forth in Section 2 of Exhibit A, unless this Agreement is sooner terminated pursuant to paragraph 5.A. below. All time limits 

are of the essence in this Agreement.  

 

4. Method of Payment. The County will compensate the Contractor for services rendered in accordance with Section 

3 of Exhibit A, subject to the availability of appropriated funds within the annual budget. The Contractor is responsible for 

paying all applicable income, Federal Insurance Contributions Act (FICA), Federal Unemployment Tax Act, or other taxes 

owed on compensation paid under this Agreement. The Contractor shall submit requests for payment in a form acceptable to 

the County and in conformance with the County’s policies. The Contractor shall provide such backup information for its 

payment requests as may be reasonably requested by the County. The County shall have forty-five (45) days from receipt of 

any payment request to make payment to the Contractor.  

 

5. General Terms and Conditions.  

 

A. Termination of Agreement. The County or the Contractor shall have the right to terminate this Agreement, 

with or without cause, by giving written notice to the other party of such termination and specifying the effective date thereof, 

which notice shall be given at least the number of days set forth in Section 4 of Exhibit A prior to the effective date of such 

termination. In such event, all finished or unfinished documents, data, studies, and reports prepared by the Contractor pursuant 

to this Agreement shall become the property of the County. Unless expressly stated otherwise in the notice, Contractor shall 

provide no further services in connection with this Agreement after receipt of a notice of termination, and the Contractor shall 

proceed to cancel all existing orders and contracts that are chargeable to the County under this Agreement. The Contractor shall 

be entitled to receive compensation in accordance with this Agreement for any satisfactory services completed pursuant to the 

terms of this Agreement prior to the date of receipt of the notice of termination, or such other stop-work date as may be specified 

in the notice. Notwithstanding the above, the Contractor shall not be relieved of liability to the County for damages sustained 

by virtue of any breach of this Agreement by the Contractor.  

 

Pandemics.  The Contractor shall abide by any local, state, and federal health orders in effect or instituted 

during the term of this Agreement.  The Contractor is expected to implement any such changes effective immediately.  Failure 

to abide by such requirements may result in termination of the Agreement. 

 

B. Changes. The County or Contractor may, from time to time, request changes in the scope of services or 

compensation of the Contractor. Such changes that are mutually agreed upon between the County and Contractor shall be in 



 

 

writing, and upon execution shall become part of this Agreement. To be effective, all changes must be signed by the Contractor 

and by the Board of County Commissioners, or by a person authorized by resolution to sign on behalf of the Board.  

 

C. Assignability or Subcontracting. Any assignment, transfer or subcontracting of this Agreement is 

prohibited, unless written consent is obtained from the County.  

 

D. Audit. The County and any of its duly authorized representatives shall have reasonable access to any 

books, documents, papers, and records of the Contractor which are pertinent to the Contractor’s performance under this 

Agreement for the purpose of making an audit, examination, or excerpts. The Contractor shall provide any documentation 

necessary to prepare all reporting required of or by the County, and shall keep all books, documents, papers, and records which 

are pertinent to the Contractor’s performance for a minimum period of three years, or such longer time as may be set forth in 

any Special Conditions or addendums to this Agreement.  

 

E. Equal Employment Opportunity. While performing this Agreement, the Contractor shall not discriminate 

against any employee, subcontractor, or applicant for employment because of disability, race, creed, color, gender, sexual 

orientation, religion, age, national origin, or ancestry.  

 

F. Ownership of Documents. All drawings, specifications, guidelines, and other documents prepared or 

received by the Contractor in connection with this Agreement shall be the property of the County.  

 

G. Assignment of Copyrights. The Contractor assigns to the County the copyrights to all works prepared, 

developed, or created pursuant to this Agreement, including the rights to: 1) reproduce the work; 2) prepare derivative works; 

3) distribute copies to the public by sale, rental, lease, or lending; 4) perform the works publicly; and 5) to display the work 

publicly. The Contractor waives its rights to claim authorship of the works, to prevent its name from being used in connection 

with the works, and to prevent distortion of the works.  

 

H. Governing Law/Forum/Interpretation. This Agreement has been executed by the parties hereto on the day 

and year first above written and shall be governed by the laws of the State of Colorado. Venue for any civil action relating to 

this Agreement shall be in El Paso County. Both parties agree that the rule that ambiguities in a contract are to be construed 

against the drafting party shall not apply to the interpretation of this Agreement. If there is any conflict between the language 

of this Agreement and any exhibit or attachment, the language of this Agreement shall govern.  

 

 Contractor shall comply with all applicable federal and State laws, rules, and regulations in effect or hereafter 

established, including, without limitation, laws applicable to discrimination and unfair employment practices. 

 

 Colorado law, and rules and regulations issued pursuant thereto, shall be applied in the interpretation, 

execution, and enforcement of this Agreement. Any provision included or incorporated herein by reference which conflicts 

with said laws, rules, and regulations shall be null and void. All suits or actions related to this Agreement shall be filed and 

proceedings held in the State of Colorado and exclusive venue shall be in the Fourth Judicial District, El Paso County. 

 

I. Compliance with Laws/Licenses and Permits. The Contractor shall comply with all applicable federal, state 

and local laws, ordinances, regulations, and resolutions. The Contractor shall be responsible for obtaining all licenses and 

permits necessary to perform the scope of services, at the Contractor’s expense, unless specifically stated otherwise in this 

Agreement.  

 

J. No Waiver of Rights. The County’s approval or acceptance of, or payment for, services shall not be 

construed to operate as a waiver of any rights or benefits to be provided under this Agreement. No covenant or term of this 

Agreement shall be deemed to be waived by the County except in writing signed by the Board of County Commissioners or 

person authorized to sign by resolution of the Board, and any waiver of a right shall not be construed to be a waiver of any 

other right or to be a continuing waiver, unless specifically so stated.  

 

K. Non-appropriation. Pursuant to Article X, Section 20 of the Colorado Constitution and C.R.S. § 29-1-110, 

as amended, the financial obligations of the County as set forth herein after the current fiscal year are contingent upon funds 

for that purpose being appropriated, budgeted and otherwise available. This Agreement is automatically terminated on January 

1st of the first fiscal year for which funds are not appropriated. The County shall give the Contractor written notice of such 

non-appropriation.  Financial obligations of the County payable after the current Fiscal Year are contingent upon funds for that 



 

 

purpose being appropriated, budgeted, and otherwise made available, pursuant to the Constitution for annual funding 

appropriation. 

 

L. Conflict of Interest/Ethics. The Contractor shall refrain from providing services to other persons, firms or 

entities that would create a conflict of interest for Contractor with regard to providing services pursuant to this Agreement. The 

Contractor shall not offer or provide anything of benefit to any County official or employee that would place the official or  

employee in a position of violating the public trust in violation of Colorado Constitution Article XXIX, C.R.S. § 24-18-109, as 

amended.  

 

The Contractor shall disclose any personal or private interest related to property or business within the 

County.  Upon disclosure of any such personal or private interest, the County shall determine if the interest constitutes a conflict 

of interest.  If the County determines that a conflict of interest exists, the County may treat such conflict of interest as a default 

and terminate this Agreement.   

 

M. Remedies. In addition to any other remedies provided for in this Agreement, and without limiting its 

remedies available at law, the County may exercise the following remedial actions if the Contractor substantially fails to satisfy 

the duties and obligations in this Agreement. Substantial failure to satisfy the duties and obligations shall mean significant 

insufficient, incorrect, or improper performance, activities, or inactions by the Contractor. These remedial actions are as 

follows:  

 

(1) Suspend Contractor’s performance pending necessary corrective action as specified by the County 

without the Contractor’s entitlement to an increase in price/cost or a time extension; and/or  

 

(2) Withhold payment to the Contractor until the necessary services or corrections in performance are 

satisfactorily completed; and/or  

 

(3) Deny payment for those services which have not been satisfactorily performed, or which, due to 

circumstances caused by the Contractor, cannot be performed, or if performed would be of no value to the County.  

 

The foregoing remedial actions are cumulative and the County, it its sole discretion, may exercise any or all 

of them individually or simultaneously. The County shall provide written notice to Contractor of its exercise of any of the 

foregoing remedial actions.  

 

N. Force Majeure. Neither the Contractor nor the County shall be liable for any delay in, or failure of 

performance of, any covenant or promise contained in this Agreement, nor shall any delay or failure constitute default or give 

rise to any liability for damages if, and only to extent that, such delay or failure is caused by “force majeure.” As used in this 

Agreement, “force majeure” means acts of God, acts of the public enemy, unusually severe weather, fires, floods, epidemics, 

quarantines, strikes, labor disputes and freight embargoes, to the extent such events were not the result of, or were not 

aggravated by, the acts or omissions of the non-performing or delayed party.  

 

O. Third-Party Beneficiaries. It is expressly understood and agreed that the enforcement of this Agreement 

and all rights of action relating thereto shall be strictly reserved to the County and the named Contractor. Nothing contained in 

this Agreement shall give or allow any claim or right of action whatsoever by any other third person.  

 

P. Survival of Terms and Conditions. Notwithstanding anything herein to the contrary, the parties understand 

and agree that all terms and conditions of the Agreement that anticipate continued performance, compliance, or effect beyond 

the termination date of the Agreement shall survive such termination date and shall be enforceable in the event of a failure to 

perform or comply.  

 

Q. Worker Without Authorization. As required by C.R.S. § 8-17.5-102, the Contractor certifies and agrees 

as follows:  

 

(1) The Contractor shall not knowingly employ or contract with a worker without authorization (a non-legal 

resident of the United States) to perform work under this Agreement.  

 



 

 

(2) The Contractor shall not enter into a contract with a subcontractor that fails to certify to the Contractor 

that the subcontractor shall not knowingly employ or contract with a worker without authorization to perform work under this 

Agreement.  

 

(3) The Contractor has confirmed the employment eligibility of all employees who are newly hired for 

employment to perform work under this Agreement through participation in either the employment verification (“e-verify”) 

program administered by the United States Department of Homeland Security and the Social Security Administration, or the 

employment verification program operated by the Colorado Department of Labor and Employment (“Department”).  

 

(4) The Contractor shall not use the e-verify or Department programs to undertake preemployment screening 

of job applicants while this Agreement is being performed.  

 

(5) If the Contractor obtains actual knowledge that a subcontractor performing work under this Agreement 

knowingly employs or contracts with a worker without authorization, then the Contractor shall: (a) notify the subcontractor and 

the County within three days that the Contractor has actual knowledge that the subcontractor is employing or contracting with 

a worker without authorization; and (b) terminate the subcontract with the subcontractor if within three days of receiving the 

notice the subcontractor does not stop employing or contracting with a worker without authorization; except that Contractor 

shall not terminate the subcontract if during such three days the subcontractor provides information to establish that the 

subcontractor has not knowingly employed or contracted with a worker without authorization.  

 

(6) The Contractor shall comply with any reasonable request by the Department made in the course of an 

investigation that the Department is undertaking pursuant to the authority established by C.R.S. § 8-17.5-101(5).  

 

(7) If the Contractor violates any of the provisions of this section 5.Q. the County may immediately terminate 

this Agreement effective upon the receipt by Contractor of written notice of termination from the County, and the Contractor 

shall be liable for actual and consequential damages to the County.   

 

(8) Compliance with this subsection Q is not required if the Contractor is a governmental entity.  

 

R. Abilities, Qualifications, Experience, and Best Efforts. Notwithstanding anything to the contrary contained 

in this Agreement, the County and Contractor agree and acknowledge that the County enters into this Agreement relying on 

the special and unique abilities of Contractor to perform the services and accomplish the tasks described. Contractor accepts 

the relationship of trust and confidence established between Contractor and the County by this Agreement. Contractor 

covenants with the County to use its best efforts. Contractor shall further the interests of the County according to the County’s 

requirements and procedures, and according to the highest standards and quality prevailing among those who perform work of 

a similar nature.  

 

S. Accuracy of Work. The Contractor represents, covenants, and agrees that its work will be accurate and 

free from any material errors.  

 

T. Personally Identifiable Information (PII).  If the Contractor or any of its Subcontractors will or may receive 

PII under this Agreement, Contractor shall provide for the security of such PII, in a manner and form acceptable to the County, 

including, without limitation, non-disclosure requirements, use of appropriate technology, security practices, computer access 

security, data access security, data storage encryption, data transmission encryption, security inspections and audits. Contractor 

shall be a “Third-Party Service Provider” as defined in C.R.S. § 24-73-101(1) (i) and shall maintain security procedures and 

practices consistent with C.R.S. § 24-73-102 and C.R.S. § 24-73-103. In the event Contractor incurs a data breach whereby it 

is reasonably believed that any of County’s PII either could have been, or was compromised, then Contractor shall immediately 

notify the County in writing and shall abide by C.R.S. § 24-73-101 et seq. 

 

6. Insurance. In part to assure the County that the Contractor is always capable of fulfilling the specified 

indemnification obligations, the Contractor must purchase and maintain insurance of the kind and in the minimum amounts 

specified below, unless indicated otherwise in Section 7 of Exhibit A.  

 

A. The Contractor agrees to procure and maintain, at its own expense, for all services covered by this 

Agreement, the following policies of insurance:  

 



 

 

(1) Workers’ Compensation Insurance: The Contractor will maintain workers’ compensation insurance 

covering the contractor for the performance of all services under this Agreement in accordance with applicable state laws, and 

employer’s liability insurance. Coverage shall include a waiver of subrogation in favor of El Paso County  

 

Minimum Limits:  

▪ Workers’ Compensation – statutory limits  

▪  Employer’s Liability:  

▪ $1,000,000 bodily injury for each accident  

▪ $1,000,000 each employee for disease  

▪ $1,000,000 disease aggregate  

 

The requirements of this provision shall apply to the Contractor and to all subcontractors.  

 

(2) Commercial General Liability: The Contractor will maintain commercial general liability insurance 

covering all operations by or on behalf of the Contractor on an occurrence basis against claims for bodily injury, property 

damage (including loss of use) and personal injury. Such insurance will have these minimum limits and coverages:  

 

Minimum Limits:  

▪ $1,000,000 each occurrence  

▪ $2,000,000 general aggregate with dedicated limits per project site  

▪ $2,000,000 products and completed operations aggregate  

 

Coverages:  

▪ Products and completed operations coverage maintained for at least 2 years after completion of 

the project for construction contractors  

▪  Contractual Liability  

▪  Independent Contractors  

▪  Defense in addition to the limits of liability  

▪  Waiver of Subrogation  

▪  Severability of Interests Provision  

 

Additional Insured Endorsement (for on-going and completed operations) issued to El Paso County, Colorado 

its officers, its agents, and its employees acting in the scope of their employment. 

 

The requirements of this provision shall apply to the Contractor and to all subcontractors.  

 

(3) Automobile Liability: The Contractor will maintain business auto liability coverage covering liability 

arising out of any auto (including owned, hired, and non-owned autos) used in connection Minimum Limits:  

 

Minimum Limit:  

▪  $1,000,000 Combined Single Limit Each Accident  

 

Coverages:  

▪  Specific Waiver of Subrogation  

▪  MCS 90 for vehicles carrying hazardous materials  

▪  Mobile (for on-going and completed operations) issued to El Paso County, Colorado its officers, 

its agents, and its employees acting in the scope of their employment  

 

The requirements of this provision shall apply to the Contractor and to all subcontractors.  

 

(4) If indicated in Section 5 of Exhibit A, Errors and Omissions or Professional Liability Insurance with a 

minimum coverage amount as specified in Section 5 of Exhibit A, and for two years beyond the completion of all services 

under this Agreement.  

 



 

 

B. The above-mentioned coverages shall be procured and maintained with insurers with an A- or better rating, 

as determined by Best’s Key Rating Guide. All coverages shall be continuously maintained during the term of this Agreement 

or as noted above to cover all liability, claims, demands, and other obligations assumed by the Contractor.  

 

C. Additional Insured status required above shall be primary and non-contributory with any insurance or self-

insurance carried by the County. The Contractor shall be solely responsible for any deductible losses under any policy required 

above.  

 

D. The policies shall provide that the County will receive notice no less than 30 days prior to cancellation, 

termination, or non-renewal of the policies.  

 

E. The Contractor shall not be relieved of any liability, claims, demands, or other obligations assumed 

pursuant to this Agreement by reason of its failure to procure or maintain insurance, or by reason of its failure to procure or 

maintain insurance in sufficient amounts, durations, or types.  

 

F. Failure on the part of the Contractor to procure or maintain policies providing the required coverages, 

conditions and minimum limits shall constitute a material breach of contract upon which the County may immediately terminate 

this Agreement.  

 

G. The County reserves the right to request and receive a certified copy of any policy and any endorsement 

thereto.  

 

7. Insurance Certificates.  

 

A. The Contractor shall, prior to commencing services, deliver to the County Certificates of Insurance as 

evidence that policies providing any and all required coverages and limits are in full force and effect.  

 

B. These certificates will serve as an indication to the County that the Contractor has acquired all necessary 

insurance; however, the County may require that certified copies of the insurance policies be submitted and may withhold 

payment for services until the applicable insurance policies are received and found to be in accordance with the Agreement.   

 

C. Insurance limits must be indicated on each Certificate of Insurance. Each Certificate of Insurance shall be 

reviewed and approved by the County prior to commencement of services under the Agreement. The certificates shall identify 

this Agreement and shall state the project number where applicable.  

 

8. Indemnification. The Contractor shall indemnify and hold harmless the County and its elected and appointed 

officials, officers, employees, and agents from and against any and all losses, damages, liabilities, claims, suits, actions, or 

awards, including costs, expenses and attorney’s fees, incurred or occasioned as a result of any negligent acts or omissions of 

the Contractor, or its principals, employees, agents, or subcontractors arising out of or in any way connected with the 

performance of services under this Agreement. The Contractor’s obligation to indemnify pursuant to this paragraph, and to 

provide any extended insurance coverage where applicable, shall survive the completion of the scope of services, and shall 

survive the termination of this Agreement.  

 

9.  Government Immunity.  Liability for claims for injuries to persons or property arising from the negligence of the 

County, its departments, boards, commissions committees, bureaus, offices, employees, and officials shall be controlled and 

limited by the provisions of the Colorado Governmental Immunity Act, §§ 24-10-101, et seq., C.R.S.; the Federal Tort Claims 

Act, 28 U.S.C. Pt. VI, Ch. 171 and 28 U.S.C. 1346(b), and the State’s risk management statutes, §§ 24-30-1501, et seq., C.R.S. 

No term or condition of this Agreement shall be construed or interpreted as a waiver, express or implied, of any of the 

immunities, rights, benefits, protections, or other provisions, contained in these statutes. 

 

10.  Prohibited Terms.  Any term included in this Agreement that requires the County to indemnify or hold Contractor 

harmless; requires the County to agree to binding arbitration; limits Contractor’s liability for damages resulting from death, 

bodily injury, or damage to tangible property; or that conflicts with this provision in any way shall be void ab initio. Nothing 

in this Agreement shall be construed as a waiver of any provision of § 24-106-109, C.R.S. 

 



 

 

11. Independent Contractor. The Contractor is an independent contractor. AN INDEPENDENT CONTRACTOR 

IS NOT ENTITLED TO WORKER’S COMPENSATION BENEFITS AND IS OBLIGATED TO PAY FEDERAL AND 

STATE INCOME TAX ON ANY MONIES EARNED PURSUANT TO THE CONTRACT RELATIONSHIP. 

Notwithstanding any provision appearing in this Agreement, all personnel assigned by the Contractor to perform work under 

the terms of this Agreement shall be and remain at all times employees of the Contractor or employees of their respective 

employers for all purposes.  

 

12. Notices. Notices to be provided under this Agreement shall be given in writing and either delivered by hand or 

deposited in the United States mail with sufficient postage to the addresses set forth in Section 6 of Exhibit A.  

   

13. Extent of Agreement. This Agreement represents the entire and integrated agreement between the County and 

the Contractor and supersedes all prior negotiations, representations, or agreements, either written or oral. Any amendments to 

this must be in writing and be signed by both the County and the Contractor. If any portion of this Agreement is found by a 

court of competent jurisdiction to be void and/or unenforceable, it is the intent of the parties that the remaining portions of this 

Agreement shall be of full force and effect.  
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CONTRACTOR:  

 

 

By: _________________________________________  

       (signature)  

 

Title: ________________________________________ 

 

 

STATE OF ______________ ) 

 )ss. 

COUNTY OF ____________ ) 

The foregoing instrument was acknowledged before me this _____ day of ___________, 20__, by 

________________________, as ______________ of ______________. 

My commission expires: ______________________. 

SEAL __________________________________ 

Notary Public 

 

 

 

 

 

 

 

 

ATTEST: Clerk to the Board    EL PASO COUNTY  

 

___________________________________    By: __________________________________________  

       Chair, Board of County Commissioners  

       (Or representative authorized by resolution)  

Date: __________________ 

 

       Signed this _____day of _________________, 2022  

 

 

 

 

 

APPROVED AS TO LEGAL FORM: 

 

___________________________________ 

County Attorney’s Office 

 

Date: __________________ 



 

 

EXHIBIT A to Agreement between the County and ______________________. 

Project Number or Name: ___________________. 

 

 

1. Scope of Services. The Contractor hereby agrees to and accepts responsibility to perform the following services:  

 

 

In the event of any conflicts between this Agreement and any attached solicitation documents, this Agreement 

shall control.  

 

 

2. Time of Performance. The services of the Contractor shall commence (choose one):  

 

 As of the date of this Agreement.  

 

 As specified in a Notice to Proceed to be provided by the County.  

 

 As of the following date: ________________, _______.  

 

The services of the Contractor shall be completed, or shall end, by _______________, _______, at which time the 

County shall have the option to renew the Agreement for four additional one-year terms under the same terms and conditions 

of the original Agreement by issuance of an Extension Letter.  Continuation of the Agreement beyond the initial period is a 

County prerogative and not a right of the Contractor and will be exercised only when such continuation is clearly in the best 

interest of the County.   

 

   

3. Compensation. The County agrees to compensate the Contractor for the performance of services detailed in Section 

1 above, Scope of Services, as follows (choose one):  

 

 Lump sum due upon completion: $_________________.  

 

 Hourly rate: $_____________/hour or as outlined in the attached document. 

 

 Other:  __________________________.  

 

It is expressly understood and agreed that the total compensation to be paid to the Contractor under this Agreement 

shall not exceed $___________________.  

 

 

4. Notices of Termination. Notices of termination shall be given at least thirty (30) days before the effective date of 

termination.  

 

 

5. Additional Insurance Requirements.  

 

 Protective Liability and Property Damage Insurance covering the liability of the County, including any 

employee, officer, or agent of the County, with respect to all operations under the Agreement by the Contractor or his 

subcontractors, shall be procured and maintained during the life of the Agreement. The limits of the County’s Protective 

Liability Policy, to be provided by the Contractor, as described in Section 7, shall be increased to the same limits for the 

Contractor’s Commercial General Liability Insurance.  Check box for Architects and Engineers only. 

 

 Professional Liability Insurance is required. If Contractor’s scope of work includes the performance of 

professional services, Contractor shall provide and maintain, for the statute of repose, Professional liability insurance covering 

any damages caused by an error, omission in performance of the professional services with the required minimum limits of 

One Million Dollars ($1,000,000) each claim and Two Million Dollars ($2,000,000) annual aggregate, and Contractor shall 

maintain such coverage for at least two (2) years from the termination of this Agreement.  Check box if required only. 



 

 

 Umbrella Liability Insurance is required: Commercial Umbrella/Excess Liability Insurance for bodily injury 

and property damage liability must sit over Contractor’s primary Employer’s Liability, Commercial General Liability and 

Commercial Automobile Liability with limits of: One Million Dollars ($1,000,000) each occurrence and aggregate. Higher or 

Lower limits may be required or determined acceptable at the sole discretion of County. Check box if required only. 

 

 Protected Information: If Contractor’s scope of work will include access to Confidential Information, such 

as PII, PHI, PCI, Tax Information, and CJI, Contractor shall maintain Cyber/ Network Security and Privacy Liability Insurance 

in an amount of not less than One Million Dollars ($1,000,000) each occurrence; and Two Million Dollars ($2,000,000) general 

aggregate to cover civil, regulatory and statutory damages, contractual damage, as well as data breach management exposure, 

and any loss of income or extra expense as a result of actual or alleged breach, violation or infringement of right to privacy, 

consumer data protection law, confidentiality or other legal protection for personal information, as well as confidential 

information of County.  Check box if required only. 

 

 Pollution Liability: If Contractor’s scope of work includes any pollution liability exposure, Contractor must 

provide and maintain a separate Pollution Liability Insurance policy. Such insurance shall include coverage for the Hold-

Harmless or Indemnification Clause contained in this Agreement. Coverage shall include Additional Insured status in favor of 

County, its agents and employees and a Waiver of Subrogation in favor of additional insured parties the policy shall be written 

with a limit of liability no less than One Million Dollars ($1,000,000) each occurrence and aggregate. Check box if required 

only. 

 

 Crime Insurance: If Contractor’s scope of work includes Contractor or Contractor’s employees’ involvement 

with money or securities of County, Contractor shall provide and maintain Commercial Crime coverage for a loss arising out 

of or in connection with any fraudulent or dishonest act committed by employees of the Contractor, in an amount of not less 

than One Million Dollars ($1,000,000) single limit. Commercial Crime Coverage shall include third party liability coverage 

and list County as a loss payee.  Check box if required only. 

 

 Builders Risk: The Contractor shall purchase and maintain All Risk Builder's Risk insurance upon the entire 

Project to One Hundred Percent (100%) of the insurable value thereof for the benefit of the Owner and the Contractor.  Such 

insurance shall include any and all direct damage to all structures under construction (including temporary structures) and all 

materials, supplies, machinery, and equipment at the work site which are or will be incorporated in the work, which is caused 

by hazards such as but not limited to, the hazards of fire, lightning, wind, earthquake, flood, vandalism, malicious mischief, 

and other hazards included in a standard Extended Coverage Endorsement.  Check box if required only. 

 

 Subrogation Waiver: All insurance policies secured or maintained by Contractor in relation to this contract 

shall include clauses stating that each carrier shall waive all rights of recovery under subrogation or otherwise against the 

county, its agencies, institutions, organizations, officers, agents, employees, and volunteers.  REQUIRED. 

 

Waiver of Workers’ Compensation Insurance Requirements. Check box for Sole Proprietors only.   

 

 A Waiver of Workers’ Compensation Insurance is required only when a Contractor is a sole proprietor and 

has no employees.  This form must be requested from the Contracts & Procurement Division.   

 

 

6. Addresses for Notices. The addresses for Notices are as follows:  

 

To the County:  El Paso County Contracts & Procurement Division  

15 East Vermijo Avenue  

Colorado Springs, Colorado 80903  

 

and (send to both)  

 

To the Contractor:  

 

 

 

 



 

 

7. Special Conditions.  

 

 No special conditions  

 

 Special Conditions are as follows: 
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