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I. STANDARD INSTRUCTIONS TO BIDDERS

All Requests for Proposal issued by PCA will bind bidders to the Standard Instructions listed 
below, unless specified otherwise in any individual RFP. 

A. Submission Requirements

1. Bidders shall submit proposals as noted below to the address specified on page 1
of this RFP prior to the published deadline for submission.

 One signed, printed and bound original; and

 Three hard copies identical to the bound copy; and

 One electronic copy, identical to the bound copy, on a USB flash drive.

2. Proposals must be submitted in sealed packages.  Packages must clearly identify
the RFP number and the name and address of the bidder.

3. Proposals must include the following:

a. Letter of Transmittal.  A letter of transmittal which shall include a
statement by the bidder accepting all terms and conditions contained in the RFP. 

b. Experience.  Provide (i) a detailed written summary of the bidder’s
history, experience and capability in providing the services specified; (ii) resumes of all 
staff assigned to the project; and (iii) a list of all subcontractors, if applicable, and the 
responsibilities of each subcontractor.  

c. Staff Plan.  Identify a Project Manager and all personnel designated to
work on the project, including background, experience and areas and levels of 
responsibility for each individual.  

d. References.  Provide references for similar projects completed or
scheduled to be completed.  Include names, addresses, telephone numbers and contact 
person.  

e. Standard Instructions to Bidders.  The bidder must complete and sign the
Standard Instructions to Bidders.  Failure to submit the Instructions will be cause for 
disqualification from the RFP process.  

B. Authorized Signature – Written proposals must be signed by a company officer or
representative authorized to make contractual commitments.

C. Late Proposals – Written proposals received after the date and time specified for
submission on page 1 of this document will not be accepted. Late bids will be returned
unopened. PCA assumes no responsibility for untimely or improperly delivered parcels or
U.S. Mail.
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D. Price – Proposals shall include pricing as outlined in the RFP document. In the event of a
price discrepancy between unit prices and extension, unit prices will govern.

E. Taxes – As an agency of the State of Connecticut, PCA is exempt from the payment of
Federal Excise Taxes and the Connecticut sales tax under § 12-412 of the Connecticut
General Statutes.  Bids should not include such taxes.

F. Proposal Offer Firm – Responses to this RFP, including quoted fees and/or prices, must
remain firm for a period of one year from the published date for submission of proposals.
PCA shall not be liable for any costs incurred by the bidder in the preparation of this
proposal.

G. Rejection of Nonconforming Proposals – PCA reserves the right to reject in whole or in
part, any or all proposals submitted, including but not limited to proposals that limit or
modify any of the terms and or specifications set forth herein.

H. Changes to Proposals – No additions or changes to the original proposal will be allowed
after the specified date and time for submission. While changes are not permitted,
clarification at the request of PCA may be required at bidder’s expense.

I. Rejection for Default or Misrepresentation – PCA reserves the right to reject the
proposal of any bidder that is in default of any prior contract or for misrepresentation.

J. Award Criteria – Proposals will be evaluated on various criteria including but not
limited to:

 Demonstrated professional skills and credentials of staff to be assigned to the
project.

 Proposal quality and references.
 Ability to perform the work within the stated timeframe.
 Overall cost and fees to be charged.

Bidders may be selected for an interview to be held at PCA. Such action should not be 
construed to imply acceptance or rejection of any proposal. Bidder’s primary contact will 
receive further instructions from PCA should an interview be required. PCA reserves the 
right to award this bid in whole or in part as may be in the best interest of PCA.  

K. Clerical Errors – PCA reserves the right to correct inaccurate awards resulting from its
clerical and administrative errors.

L. CHRO Compliance – Bidders shall complete the enclosed Bidder Contract Compliance
Monitoring Report (JD-ES-113) and Federal Certification of Compliance (JD-ES-113F)
and return with the proposal response.

M. Non-Collusion – The individual submitting the proposal affirms that the bidder has not
prepared the proposal in collusion with any other bidder, and that the contents of the
proposal as to prices, terms or conditions of the proposal have not been communicated by
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the bidder nor by an employee, representative or agent of the bidder to any other person 
engaged in this type of business prior to the official opening of the proposal.  

N. Presentation of Supporting Evidence – If requested, bidder(s) must be prepared to
present evidence of experience, ability, service facilities, and financial standing necessary
to satisfactorily meet the requirements set forth in the RFP or those implied in the RFP.

O. Ownership of Bids – Responses to this RFP are the sole property of PCA, and subject to
the provisions of Chapter 14 of the Connecticut General Statutes relating to Freedom of
Information.

P. Amendment or Cancellation of the RFP – PCA reserves the right to amend, modify,
cancel or otherwise change this RFP at any time if it deems it in the best interest of PCA
to do so.

Q. Insurance – An insurance certificate showing the following minimum requirements must
be received by PCA prior to commencement of services.

i. Workers’ Compensation -Minimum Statutory Coverage
ii. Automobile Liability -$1,000,000.00 (where applicable)
iii. General Liability -$1,000,000.00
iv. Professional Liability (Errors and Omissions) Insurance with limits not less than
$2,000,000/occurrence annually.

Bidder’s insurance policy shall provide for cyber liability coverage sufficiently broad 
enough to respond to the duties and obligations in the Contract and shall include, but 
not limited to, network security and privacy, coverage for unauthorized access and 
use, failure of security, breach of confidential information, release of private 
information, information theft, damage to or destruction of electronic information, 
and alteration of electronic information. The policy shall provide for breach 
mitigation costs, monitoring expenses and regulatory coverage, including regulatory 
fines and penalties. Such insurance shall be maintained in force at all times during the 
term of the Contract and for a period of two years thereafter for services completed 
during the term of the Contract. 

The required certificate of insurance shall also include a statement that PCA shall be 
notified 10 days in advance of any policy amendment, revocation, cancellation, non-
renewal or material change in coverage.  

Neither the bidder nor, to the extent of the policy limits, the bidder’s insurer shall use 
the defense of sovereign immunity without the prior approval of PCA in any Claim 
involving PCA and the bidder. For purposes of this provision, “Claim” shall include 
all actions, suits, demands, investigations and proceedings of any kind, open, pending 
or threatened, whether matured, unmatured, contingent, known or unknown, at law or 
in equity, in any forum.  

R. Ex Parte Contact Prohibited – Except as provided herein relating to submission of
written questions and any interview of selected bidders by PCA, any form of ex parte
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contact regarding this RFP or any bid being prepared or considered under this RFP, 
whether directly or indirectly, is strictly prohibited. This includes, but is not limited to, 
any contact with elected or appointed state officials, state employees or Probate Court 
employees, seeking advice, assistance, information or support, at any time commencing 
with the issue date of this RFP and up to and including the date when actual notification 
of the results is given.  

S. Contract – PCA and the successful bidder will enter into a definitive contract in
accordance with the Specifications and Terms and Conditions set out herein.  The
individual submitting the proposal affirms that he or she is authorized to execute a
contract arising out of this RFP on behalf of the bidder.

T. Campaign Contribution Certification – Notice is hereby given that the principal of the
prospective state contractor submitting a proposal must submit therewith a signed
certification that neither the contractor, nor any of its principals, has made any
contributions to, or solicited any contributions on behalf of, any party committee, 
exploratory committee, candidate for state-wide office or for the General Assembly, or 
political committee authorized to make contributions to or expenditures to or for, the 
benefit of such candidates, in the previous four years, that were determined by the State 
Elections Enforcement Commission to be in violation of C.G.S. § 9-612(f)(2)(A) or (B) 
without mitigating circumstances having been found to exist concerning such violation. 
Such certification shall be sworn as true to the best knowledge and belief of the person 
signing the certification, subject to the penalties of false statement. 

U. Gift Certification – Pursuant to C.G.S. § 4-252(e), notice is hereby given that the
principal or key personnel of the person, firm or corporation submitting a proposal shall 
submit with said proposal a signed certification (1) that no gifts were made by (A) such 
person, firm, corporation, (B) any principals and key personnel of the person, firm or 
corporation, who participate substantially in preparing bids, proposals or negotiating state 
contracts, or (C) any agent of such person, firm, corporation or principals and key 
personnel, who participates substantially in preparing bids, proposals or negotiating state 
contracts, to (i) any public official or state employee of the state agency or quasi-public 
agency soliciting bids or proposals for state contracts, who participates substantially in 
the preparation of bid solicitations or requests for proposals for state contracts or the 
negotiation or award of state contracts, or (ii) any public official or state employee of any 
other state agency, who has supervisory or appointing authority over such state agency or 
quasi-public agency; (2) that no such principals and key personnel of the person, firm or 
corporation, or agent of such person, firm or corporation or principals and key personnel, 
knows of any action by the person, firm or corporation to circumvent such prohibition on 
gifts by providing for any other principals and key personnel, official, employee or agent 
of the person, firm or corporation to provide a gift to any such public official or state 
employee; and (3) that the person, firm or corporation is submitting bids or proposals 
without fraud or collusion with any person.  Such certification shall be sworn as true to 
the best knowledge and belief of the person signing the certification, subject to the 
penalties of false statement. 
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II. STANDARDS AND SPECIFICATIONS

A. Project Goal

B. General Information

Connecticut has 54 Probate Courts and 6 Regional Children’s Probate Courts each having its 
own unique employer identification number with a systemwide total of approximately 400 
employees. PCA seeks the services of a qualified full-service payroll and benefits administration 
vendor to support all 60 courts and its employees.  

Vendors may submit questions relating to this RFP and will receive questions and answers from 
other vendors by registering at RFP@ctprobate.gov. Answers will be provided within two 
business days and will be shared with all vendors that have registered at the email address 
above. The last day to submit questions is August 12, 2022 by 4:00 p.m. 

PCA may choose to conduct interviews with vendors and view product demonstrations to clarify 
and evaluate proposals. Interviews may be conducted in person or by phone/webconference as 
agreed to by PCA and the selected vendor. If conducted in person, interviews will be held at 
PCA headquarters, located in West Hartford, Connecticut. Vendors will not be reimbursed for 
any costs incurred in traveling to or from PCA. 

C. Scope of Work

Each of the following questions must be answered.  If a question does not apply, please respond 
with “Not Applicable”.   

1. Provide vendor contact information.

2. Provide the company website.

3. How many of the vendor’s employees are physically located in Connecticut?  ______
In the northeast?  ____

4. Who are your target customers?

6. Provide other company highlights.

7. Will a service representative be dedicated to PCA?

8. What is the service call response time?

9. In reference to upgrades, improvements, etc., what can we expect in the next year?

 Will it require system down-time?  ______  If so, how long?  _____________________ 

10. In reference to upgrades, improvements, etc., what can we expect in the next 3-5 years?
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III. TERMS AND CONDITIONS 

A. Acceptance - The bidder agrees to and accepts the terms and conditions stated herein. 

B.  Payment Terms - Payment for services provided to the Office of the Probate Court 
Administrator (“PCA”) are net 45 days upon receipt of invoice unless otherwise agreed to 
in writing by both parties. 

C. Applicable Law - The bidder shall comply with all federal, state and local laws, 
standards and regulations applicable to the services being provided under this RFP.   

D. Hold Harmless - The bidder shall defend and save PCA harmless against any actions or 
claims brought against it for losses, costs, or damages by reason of actual or alleged 
infringements of patents and/or copyright. 

E. Default by the Bidder - If the bidder defaults or otherwise fails to comply with any of 
the terms, conditions and provisions set forth in this RFP and any contract arising from it, 
PCA may elect to pursue any one or more of the following remedies in any combination 
or sequence:  

 seek damages. 
 withhold or reduce payments. 
 suspend services. 
 require that unexpended funds be returned to PCA.  
 require the bidder to correct or cure such default to the satisfaction of PCA. 
 terminate the contract. 
 take such other action as deemed appropriate and in the best interests of PCA, along 

with other remedies provided by law, including but not limited to procuring the 
services from other source(s) and charging the bidder for any excess costs incurred or 
damages occasioned thereby. 

F. Controversies or Claims - Any controversy or claim arising out of this RFP and any 
contract arising from it, shall be construed and interpreted in accordance with applicable 
State of Connecticut and federal law. This provision shall not be deemed to constitute a 
waiver of sovereign immunity.  The bidder shall notify PCA of any claim or controversy 
brought against it by any person or entity in connection with this RFP and any contract 
arising from it. 

G. Warranty - The bidder agrees that all services provided hereafter will conform to 
specifications, drawings, samples, or other descriptions furnished or adopted by PCA, 
and that such services will be fit and sufficient for the purposes intended, of merchantable 
and good quality and workmanship, and free from defect, liens, and encumbrances.   

H. Final Inspection - PCA reserves the right to inspect, monitor or otherwise evaluate the 
work that will be performed in connection with this RFP and any contract arising from it. 
PCA reserves the right to reject services that are not provided in compliance with the 
terms, conditions and specifications of the RFP and contract. 
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I.  Ownership Rights - All material received in response to this RFP shall become the 
property of PCA and will not be returned to the bidder. Upon contract award, PCA 
reserves the right to use any information presented in any proposal. 

J. Delay - If services are not provided within the time specified or within a reasonable time 
if no time is specified, PCA may exercise its options as outlined in Paragraph E herein. 

K. Contingencies - Neither party hereto shall be liable to the other for default or delay in 
delivering or accepting services hereunder if such default or delay is caused by fire, 
strike, riot, war, Acts of God, delay of carriers, governmental order or regulation or other 
contingency beyond the reasonable control of the respective parties. The bidder shall give 
notice to PCA of any such unavoidable delays or defaults. 

L.  Non-Waiver - Failure of PCA to insist upon strict performance of any terms and 
conditions herein shall not be deemed a waiver of any rights or remedies that PCA may 
have, nor deemed a waiver of any rights or remedies PCA may have for any subsequent 
default.  

M. Equal Opportunity - PCA is an Equal Opportunity employer and purchaser. No 
employee or applicant for employment or vendor will be discriminated against because of 
race, color, religious creed, marital status, national origin, ancestry, sex, sexual 
orientation, age, present or past history of mental disorder, developmental or physical 
disability, including but not limited to blindness or veteran's status. 

N. Civil Rights Agreement - The bidder agrees that it will comply with the 
nondiscrimination and affirmative action requirements set forth in § 4a-60 of the 
Connecticut General Statutes, as amended from time to time.  

O. Non-discrimination Regarding Sexual Orientation - The bidder agrees that it will 
comply with nondiscrimination  on the basis of sexual orientation requirements set forth 
in § 4a-60a of the Connecticut General Statutes, as amended from time to time.  

P. Americans With Disabilities Act of 1990 - This clause applies to those bidders that are 
or will come to be responsible for compliance with the terms of the Americans with 
Disabilities Act of 1990 (43 USCS §§ 12101-12189 and §§ 12201-12213) (Supp. 1993); 
47 USCS §§ 225.611 (Supp. 1993). In connection with this RFP and during the term of 
any contract arising from it, the bidder represents that it is familiar with the terms of this 
Act and that it is in compliance with the law. The bidder warrants that it will hold the 
state harmless from any liability that may be imposed upon the state as a result of any 
failure of the bidder to be in compliance with this Act. 

Where applicable, the bidder agrees to abide by the provisions of section 504 of the 
federal Rehabilitation Act of 1973, as amended, 29 USC § 794 (Supp. 1993), regarding 
access to programs and facilities by people with disabilities. 

Q. Security Protocols - (a) In accordance with § 4e-70 of the Connecticut General Statutes, 
the bidder shall have in place safeguards consistent with and in compliance with the 
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safeguards for protecting Confidential Information (as defined in § 4e-70), as set forth in 
applicable federal and state laws, which include: 

(1) protection, at its own expense, of all Confidential Information it has or controls, 
wherever and however stored or maintained, from a Confidential Information 
Breach (as defined in § 4e-70);  

(2)  implementation and maintenance of a comprehensive data security program to 
protect the confidentiality of all Confidential Information obtained in the 
performance of any contract arising out of this RFP;    

(3) maintenance of all Confidential Information obtained from PCA (A) in a secure 
server; (B) on secure drives; (C) behind firewall protections and monitored by 
intrusion detection software; (D) in a manner where access is restricted to 
authorized employees and agents; and (E) as otherwise required under state and 
federal law; and  

(4)  indemnification of the Probate Courts, the Probate Court Administrator and the 
State of Connecticut and their officers, employees and agents for any and all 
claims and expenses, including but not limited to, the cost of legal counsel, 
whether or not a claim is successful: (A) resulting from any improper access, 
disclosure or use of any information, files,  data or materials obtained in the 
performance of any contract arising out of this RFP; or (B) occasioned by the loss, 
destruction or erasure of any information, files, data, records, materials, 
computers or other systems under this section. 

R. Investigation and Notification of Data Breaches - The bidder shall implement and 
maintain security and breach investigation procedures in accordance with § 4e-70 of the 
Connecticut General Statutes.  

S. Governing Law - This RFP and any resulting contract shall be governed by and 
construed in accordance with the laws of the State of Connecticut. 

T. Cancellation - PCA may cancel any contract arising under this RFP upon 30 days written 
notice to the bidder.  In the event of cancellation, all monies due shall be prorated against 
the value of services accepted by PCA. Notwithstanding the foregoing, cancellation due 
to the bidder’s breach is governed by Paragraph E and the contract.  

U. Amendments - Any changes to the bid specifications will be made in the form of written 
amendments issued by PCA. Verbal instructions are to be disregarded unless these same 
instructions are documented in the form of a written amendment issued in accordance 
with this section.  

V. No Joint Venture - Nothing contained herein shall be construed as creating a joint 
venture, partnership or employment relationship among the parties hereto, nor shall any 
party have the right, power or authority to create any obligation or duty, express or 
implied, on behalf of any other party. 
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W. Indemnification and Hold Harmless - The bidder hereby agrees to indemnify and hold 
PCA, its agents, employees, public officials and representatives harmless from any and 
all claims, causes of action, demands for damages, or liabilities of any kind, including the 
reasonable costs to defend such action regardless of whether such action is successful or 
not, brought by any person or entity whatsoever, arising from any act, error or omission 
of the bidder (including by reason of actual or alleged infringements of patents or 
copyrights) and or its employees during or resulting from bidder’s activities (including 
those of its subcontractors) hereunder. 

X. Subcontractors - The bidder shall not subcontract for any of the services required 
hereunder without prior written approval from PCA. Subcontractors shall be bound by all 
the terms and conditions hereunder, and shall not relieve the prime bidder(s) of its 
responsibilities hereunder. PCA reserves the right to approve or reject any and all 
subcontractor and/or subcontractor agreements.  

Y. Confidentiality of Records and Computer Files - The bidder agrees on behalf of the 
bidder and the bidder’s principals, employees, agents, heirs, successors, and assigns that 
(1) they may access only such PCA and Probate Court data, documents, books, volumes, 
files, records, computers, or other systems, as specifically set forth in this RFP, and as are 
necessary for the performance of the bidder’s duties hereunder, and, (2) they may not 
disclose, advertise, advertise for sale, sell, or rent, in any form or use any information 
obtained or created from, or by the work performed, pursuant to this RFP and any 
contract arising from it. The bidder shall take such reasonable actions as are necessary to 
protect the confidentiality of PCA and Probate Court records and computer files 
including, at a minimum, obtaining a written confidentiality agreement from each person 
assigned to work on the bidder’s behalf hereunder, of the prohibition against access, use, 
or disclose of information not specifically authorized by such contract. Any claim, harm 
or alleged harm, injury or alleged injury, resulting from the unauthorized use or 
unauthorized disclosure of such information obtained by the bidder and/or the bidder’s 
principals, employees, agents, heirs, successors, and assigns from work performed 
hereunder, shall subject the bidder to the indemnification provisions stated herein, in 
addition to all other rights and remedies available to PCA pursuant to law.  

Z. Financial Instability - PCA may terminate any contract arising from this RFP, without 
termination costs if the bidder becomes financially unstable, thereby threatening the 
ability of PCA to obtain the services provided for under such contract. PCA shall give 30 
days prior written notice to the bidder of the intent to terminate such contract. 

AA. Record Keeping and Access - The bidder shall maintain books, records, documents, 
programs and individual service records and other evidence of its accounting and billing 
procedures and practices, which sufficiently and properly reflect all direct and indirect 
costs of any nature incurred in the performance of any contract arising from this RFP. 
These records shall be subject at all reasonable times to monitoring, inspection, review or 
audit by authorized employees or agents of the state or applicable federal agencies.  The 
bidder shall retain all such books, records, other financial and program and individual 
service documents concerning such contract for a period of 3 years after each completed 
audit.  
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AB.   Employee Status - Pursuant to the requirements of § 1-84(i) of the Connecticut General 
Statutes, the bidder represents that its owners, members, directors, officers, shareholders 
or employees, or any member of its owners’, members’, directors’, officers’, 
shareholders’ or employees’ immediate family, are not public officials or state employees 
as defined in § 1-79 of the Connecticut General Statutes. 

AC. Recording of Private Telephonic Communication - The bidder certifies that it will 
comply with § 52-570d of the Connecticut General Statutes in connection with recording 
of telephone communications.  

AD. Criminal Investigations - Subject to constitutional limitations, it will be a requirement 
of any contract arising out of this RFP that the contractor, its officers, directors, 
principals, agents, employees and representatives and any subcontractors and such 
subcontracting officers, directors, agents, employees and representatives, cooperate to the 
fullest extent possible with any and all investigations being conducted by federal, state 
and/or local law enforcement officials and/or PCA. 
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REFERENCE SHEET 
 
List three (3) references where services similar to those specified herein have been performed in 
the past twelve (12) months.  Include current or previous relationships with municipal or state 
agencies. 

 
1. Client name ________________________________________________________________ 

Address______________________________________________________________________ 

Contact Person _______________________________________    Phone #________________ 

Email: _______________________________________________________________________ 

 
 
2. Client name ________________________________________________________________ 

Address______________________________________________________________________ 

Contact Person __________________________________________    Phone #______________ 

Email: _______________________________________________________________________ 

 

 

3. Client name ________________________________________________________________ 

Address_______________________________________________________________________ 

Contact Person __________________________________________    Phone #______________ 

Email: _______________________________________________________________________ 

 
 
 

 


















