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Solicitation Response Guide Rev.120412

DAS Introduces Online Solicitation Document Upload

As an initial step toward online bidding, the
Connecticut Department of Administrative
Services (DAS) is streamlining our Bid and RFP
process to allow vendors to submit their
Solicitation Documents and Price Schedules online.

“Since day one, we have been talking Rather than submitting paper solicitation
about reforming how Connecticut does responses, vendors simply respond by retrieving
business—using technology and and uploading their documents through their

. ) BizNet account. Once completed and uploaded,
innovative new processes to save staff the Solicitation response is submitted

time and taxpayer dollars is critical to electronically to DAS Procurement for review and
that eﬁ'ort. L7 consideration for a contract award.

Governor Dannel P. Malloy o o
The resulting increased efficiencies in the State’s
procurement process will ultimately benefit both
the vendor community and state agencies and
municipalities.

This instructional document will guide the user
through the processes of creating an account with
BizNet, uploading solicitation documents and
preparing and submitting Price Schedules online.

Contents:
G'. High-Level Process Overview
G'. Creating a BizNet Account
G'. How To Upload Solicitation Documents
G'. Creating and Submitting a Price Schedule Online

G'. Submitting Your Solicitation Response
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Solicitation Response Guide Rev.120412 High-Level Process Overview

High-Level Process Overview

For vendors accustomed to the traditional method of
completing and submitting Bid or RFP solicitation
responses in hard copy, online document submittal will
require a few changes to how you respond to solicitations.

Rather than delivering your response in hard copy to DAS,
all documents will be submitted online prior to bid
opening.

In addition to the documents associated with individual
solicitations, all affidavits and non-discrimination
disclosures are now uploaded and maintained by the
vendor in their BizNet account. These documents are
renewed annually or upon any material change.

Search for Bid or RFP Login to BizNet and
Solicitation from your —» | enter solicitation
BizNet Account number. l [ '
Download required
Search for Bid or RFP Login to BizNet and solicitation documents .
e e > o Populate Online
Solicitation from State iy locate solicitation. —»| and complete response. .
) : Price Schedule?
Contracting Portal
; L No Yes
Click link in Bidder —P Login to BizNet T A
Notification e-mail. — (navigates to solicitation :
i | automatically).

If already logged in to BizNet Link to
Complete populate

- o - Price Online

Upload all required Upload all required Save and/or Scan all Schedule Price

solicitation response Affidavits and Non- required solicitation documents. Schedule.

documents, including Discrimination 4| response documents,

any other docs to the < Disclosures (this is done ~ including any other docs

appropriate folders. annually, or upon to your computer.

Click Submit. i material change). |

¢ A
If affidavits are already uploaded

Your Bid or RFP is
now submitted.

You will receive
a Confirmation
Email.
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Solicitation Response Guide Rev.120412 How Do | Create A BizNet Account?

Step 1:

DEPARTMENT OF
From the DAS homepage ADMINISTRATI
(http://das.ct.gov/mpl.aspx?page=9)
click the second link, Doing Business
with the State of Connecticut.

Emgloymen: Connection

Fazamcn aph s sl prosctore pataria, cgere saom nid e e e ama cen [P ———
expancannh wal pt podags, adzan b b gls e Fiess Deveiey
SN LN Y

Irpemee Corseics
RS Toreramcharn

> T " L Treegar Clivemet s
of frexe vex e Lerma tae w0 aad oy o dotay bokwn [

—P» Doing Busnaes W= the Stabs of Connechizit

S%ate Procurement Markatphce

L85 Loenrw Losky
Laaer e shor o anang Proctreswrs Seences peayars and asceen e Ster Creracray Pomal i Coon LT Heew Zwn
roviow oaree! coexacts mad prce ickadan e Fresaly

[€Tov state of Comecticut ¢ r Danncl P y 1 seacce |

Step 2:

CON'SI'TATCETING Department of
PORTAL ADMINISTRATIVE SERVICES

In the right margin click

Home About Us Publications FAQ Contact Us
Loo () ntoB I/ \Y/ I[ y — Bureau of Enterprise Systems and Technology Bureau of Properties and Facilities Management
08 v — -l — —

COMING TO THE DAS PORTAL IN 2012: On-line Bid Response & Submittal (for D4S solmmnom}
Please click on this message to visit owr website for news and i) ive updates, incl
O THTS aWd otier ONgoing “DUsSINness Frienaly

v

The State of Connecticut Department of
Administrative Services announces the arrival of its
Online Bidding process starting in February 2012.

Subscribe to receive a daily e-
‘mail alert when new bids RFP's

are issued.
Doing Business with the State Subscribe to DAS' BuyLines
newsletter: A biweekly
Our new advanced state contracting portal engine allows you to search state contracts, and solicitations. Set the publication with information on
parameters to be as wide or as narrow as you need. Keywords, vendor names, SBEs are just some of the fields to state contracts, news, and
search. Click the highlighted links below procurement information

' Subscribe to receive e-alerts for
Search for all: Property Auctions Vehicle

« CURRENT SOLICITATIONS Auctions
« CONTRACTS AND SOLICITATION RESULTS
Quick Links - ‘
Learn how to do Business with the State of Connecticut Business Friendly Initatives
General Procurement Info
Solicitations listed below have been posted by the organization indicated. In- SG""E Contractor Working
roup

Page | 4


http://das.ct.gov/mp1.aspx?page=9
http://das.ct.gov/cr1.aspx?page=12
http://das.ct.gov/cr1.aspx?page=12

Solicitation Response Guide

Rev.120412 How Do | Create A BizNet Account?

Step 3:

Click the Create New Account
button.

Create Mew Account

Step 4:

Enter your Name, e-mail Address and
a Password in the fields provided.

EI Tip: Make a note of the e-

mail Address and Password you use
to create the account for future
reference.
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Department of

Logmn

Welcome to the DAS Business Network
The page you requested requires a leg-in ID te access the on-line services
offerad by the Depariment of Administrative Services.

If you do not have s login ID, you will need to create one.
Please use the buston to the right labeled “Create News Account’ to proceed,

» Zialu s S|

e t »

Fanywzed [ | Foagd Pagswonl E
5 Lign I :

hoalaim S a

Raseary: Al | e

The Lispamresrs o' Afranomranta Sarvcas (aremere Nermark Mo cerr favaey 'sley
Fod w vntes, el Soad el W RAS Wb Dogas

AN Sraca Arrlunacs 3nd penrereasne spahe
-

M:lomaw i lY

sprtfrmentt of
. A ;N | ?frl'RAT IVE SERVICES

R L] R

Fallow directions below to create a new account

P b create B AS Busmness Accannt,

Ty eovail & ddress ad passvoed B click “Fubait™ This wrill ganerate an email witna link 1o
ous emas o aokvabe vour soccunt.

weon: Bid Motics Faai

Fes M A
Lest s Yenzar
Eheil Addkes jznevendarfiyshoa.cam

E-b i Gk i Coniin |=nz.vznoarggyohoa.canm

Fuassod
Frass ool Comtimn AR

Sulani || Came

Uhs Lisparmmiser of & Arinarranvs Saricee Cemees Serwar Ravas oer Py by
ool e e Bonal coandl 1o DU TV Diogas
AN Srars A erlarars: and penmareiane apghe
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Solicitation Response Guide

Step 5:

Follow the directions to retrieve the
Activation e-mail.

m Tip: This auto-generated e-

mail contains an active link, and may
be intercepted by some spam filters.

Step 6:

Click the link in the e-mail to activate
your BizNet Account.

Your BizNet Account is now active,

and you may return to the BizNet
login page.
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How Do | Create A BizNet Account?

7 INIS(JFRATIVE SERVICES

Cannl sz

Asmmckl raated
To continue, please follow the directions below.

Wos bus v anuied st ueeerasd o ok The Dhpurtma of Admunn it R appboalivn propmes.

W ualivule ywas gsivasn

Yea vall tooasw ane manl wioch vl ocples
(MEL LR M P R P L S ) BN R )

)
FLEASE J0OTE. You sl et bu e W Ju i astd vwu Buve aclivalod veur ovvsunl Juvsh yows coaail

Lo dondavnsis unn e mes whans B fluawe =g,

o Buyous pom b padan pous e adiecos uscusulely.

oI ey
oAl Yt T PIVA AT,
8 e lar atHiers le Hracura, STanes fantact e At L MAD aa fae assieEANTe

Chze \Window

| TRTE ST

Leg [nOul

A Ne hesn canpIE Ter ons 2aam Hiter i 2uspavs thie be the caes, A% et aaT A Tanrtate fandare liet ar

Th: Doutass of Adosuis g Savda - Busncs Noeab. Booce eg Fuwe Sobe
Naad ra careacrne’ Sand e il DAY Weh Danse
A S dachann eudwansaaiig auh.

CT/DAS Login Activation (new) for janc.vendon@yahos.com

BIZMET LaginActivation@Lgoy
b Tue L3/Z0L2 508 A

Please note: This e mail was sent from 2 potification caly address that cannot
pecept incoming «-mail
Pleese do not reply to this message.

The accounst ther vou requested in the DAS Business Metwork has beon created.

Yo can activare that accomme by Clickina Here
The aceount mkst be actvared before vou can log in.

| ¥




Solicitation Response Guide Rev.120412 How Do | Upload Solicitation Documents?

The following instructions will guide you through the process of
Uploading Solicitation Documents to DAS.

Your Solicitation Response must be completed and submitted by the solicitation closing date and
time. Please ALLOW SUFFICIENT TIME to complete the process and to upload all documents.

Step 1:

Department o

Click the Upload Solicitation ¥ ADMINISTRATIVE SERVICES

Documents button:

Current User: peter.hunter@ct.gov Home

Biznet Menu Log InfQut

l Up\Dad SDHCHENUH DUCUI’anS Company List Company Info Accounts Address Contacts Commodities Upload Docs
Document Uplead

Upload Forms and Documents
Choose the appropriate button for the forms or documents vou wish to upload.
Show Page Help

[ Affidavits & Nondiscrimination Forms ]
» [ Upload Solicitation Docurnents ]
[ Upload Prequalification Docurnents ]

[ Upload Supplier Diversity Docurnents ]

The Department of Administrative Services - Business Netwoth. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Desien
All State disclaimers and permissions apply.

Hit Counter 3,427

Step 2:

Department o

Enter the Solicitation v, > INI RATIVE SERVICES
Number and click the Find < o

SO“CitatiOh button. Current User: peter.hunter@ct.gov

Home Biznet Menu Log In/Out

Company List Company Info Accounts Address Contacts Commodities Upload Docs

Selicitation Docs
Soicision Upload Solicitation Documents

Show Page Help

Select Company ™ ‘

EuterSoticitativrs P | Find Solicitation

Company Documents

Solicitation Documents

The D of Admini ive Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Desizn
All State disclaimers and permissions apply.

Page | 7



Solicitation Response Guide Rev.120412 How Do | Upload Solicitation Documents?

[Bv: peter hunter@ct.zov .
Step 3: ame: Ethics Form 6)
p Sample_Operating_Agreement__Long Form_.doc GetDocument
Upload | T jﬁfe' 12114, JDllﬁ ) Gift and Campaign Contribution Certification (OPM Ethics
The document page for that RO K
lc = Get Document
Sample_Operating_Agreement_ Short_Form_.doc
solicitation will open, Upload Consulting Agreement Affidavit (OPM Ethics Form 5)
Get Document
|nd|cat| ng the ava |Ia ble Upload NonDiscrimination Certification (B - Representation by
docu ments fo ru ploa d a nd Entity) - For contracts valued at less them §30,000
Get Document
h | d I d d f Upload NonDiscrimination Certification (C - Affidavit by Entity) -
those alrea y up oaae (I For contracts valued at more than §30,000
any). e
Upload NonDiscrimination Certification (D) - New Resolution by
Entity)
Get Document
Upload NonDiscrimination Certification (E - Prior Resolution by
Entity’
Solicitation Documents Er?tjujcument
i . Solicitation Documents
C|ICk the Get Document ||nk Upload Upload Info Description
to open the first document. toload SP-49 Bidder's Cuide
When the document opens: P> Get Document
Upload £P-26 Bid Document
Get Document
A. complete the Upload SP-11 Invitation to Bid
Fillable Fields of the I
PDF document. Upload Other Document
. . Fill In Price Price Schedul
B. If asignatureis Schedule e SehecnE
required, Print the
d ocume nt‘ The Department of_j\dﬂunisttam'e Services - Business .\'et\rqfi:. Review our Privacy Policy
Otherwise, Save the e
document to your e
computer.
C. Sign and notarize if
necessary.

D. Scan the document
to your computer,

naming and saving it Click Complete the document
so that it may be | by typing in the Text Signature
easily located for Get Document to Field Required?
upload. nnon
E. Repeat this process
for each document. Save document to Print, Sign
an easily-located P and Scan
m folder on computer h document
Tip: Scan each to computer

document individually and
save as a separate file, as
that is how it will be
uploaded.

Before uploading, confirm
that the document has been
correctly scanned and
contains the required
content.
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Solicitation Response Guide Rev.120412 How Do | Upload Solicitation Documents?

[Bv: peter.hunter@ct.gov Ethics Form 6)
MName

Get Document

Step 4: | |
nent_ Lonz_Form_.doc

Upload | [ [Date: 12/14/2011 Gift and Campaign Contribution Certification (OPM Ethics
[Bv: peter hunter@ct.zov Form 1)
[Name

Solicitation Documents Sample_Operating_Agreement_ Short_Form_doc
Upload Consulting Agreement Affidavit (OPM Ethics Form 5)

. . Get Document
Click the U pload link. Upload NonDiscrimination Certification (B - Representation by

Entity) - For contracts valued at less than §30,000
(et Document

Upload NonDiscrimination Certification (C - Affidavit by Entity) -

For contracts valued at more than 530,000
q (Recommended)
Tip: Remember, for all Gt Document

.. Upload NonDiscrimination Certification (D - New Resolution by
documents requiring Entity)

Get Document

Signatu re: Prlnt, Slgn Upload NonDiscrimination Certification (E - Prior Resolution by
(notarize if required), Scan Entiy)

Get Document
and Save before uploading. Solicitation Documents

Upload Upload Info Description
P Upload SP-49 Bidder's Guide

Get Document

Get Document
Upload SP-26 Bid Document

m Get Document
. Upload SP-11 Invitation to Bid
Tip: The “Other

Document” upload function et Docunzat

Upload Other Document
may be used to upload Fillln Price Price Schedule

catalogs and any other
supporting documentation

. . . The Department of Administrative Services - Business Network. Beview our Privacy Policy
fO r t he Nej I | Cltat on. Need to contact us? Send e-mail to DAS Web Design

All State disclaimers and permissions apply.

Hit Counter 336

Step 5:
P Department o

RATIVE SERVICES

Click

Browse...

to locate your file.

Current User: peter hunter@ct gov Biznet Menu Log In/Out

Upload Solicitation Documents
Company Name PJH Construction
BidRFP Number  12pSX9999

Sefeer Tour File »
Document
Description
(Optional)

Upload File

The Department of Admimistrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Desizn
All State disclaimers and permissions apply.
Hit Con 22
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. Chaose File to Upload
Step 6: &
Loskin [ (3 12PS¥as3 = okeE
3 @j 12P54E999 P11
. . ; ] 12P5%9999 P26
Locate your file and click MyFecar 1255999 e

@

>

rent o
s NISZI'RATIVE SERVICES

My Computer

.

Home: Biznet Meau Log mOut

Fevamer I = Open

Flesoftpe  |AlFies() =] Cawnl |

Company Name PJH Construction
BidRFP Number 12pSX9999

Select Your File
Document
Description
Optional)
Upload File

The Department of Administrative Services - Business Network. Review our Privacy Policy

Need to contact us? Send e-mail to DAS Wb Design
All State disclaimers and penmissions appty.

Step 7:

Your File Path and File Name
will appear in the text field /3
beSide the browse bUtton- Current User: peter hunter@ct.gov - Biznet Menu Log InfOut

Upload Solicitation Documents

Show Page Help
m ) Company ¥ame  PJH Construction
Tip: You may enter an

; BidRFP Number 12PSX9999
Optional Document

Description. This text will
appear in the Solicitation —
Documents Description field. e

Salect Your Fil=  |C/\Documents and Settings\HunterP\Wly Documents\12PSX999112P5X9999 SP26 docx

-
Click R

The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contactus? Send e-mail to DAS Web Design

All State disclaimers and permissions apply.

Upload File i o
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Step 8: Upload Solicitation Documents
Show Page Help
file h b P Your file was uploaded successfully.
Your file has been PJH Construction
up|Oaded. Select Company | PJH Construction M
Enter Solicitation = | 12psx999° Find Solicitation
A message above the table Affidavits & Nondiscrimination Forms
W|” indicate that Your ﬁle Upload Upload Info Description
Upload Date: 12/12:2011 1 i i ; ; 1
was uploaded ploa ii] B:F;em.hunm@ctgw E\iy:z;h;;o;l{ecelpt of State Ethics Law Summary (OPM
Name §
su CCESSfU I Iy. - Sample Operating_Agreement Lonz Form_.doc Get Document
Upload | [ [Date: 121412011 Gift and Campaign Contribution Certification (OPM Ethics
Ev: peterhunter@ct.zov Form 1)
Name .
Th S U pl oad I nfo CO' umn Sample_Operating_Agreement__Short_Form_.dac| D e ent
f . . Upload Consulting A t Affidavit (OPM Ethics F 35
will now indicate the date Consulting Agreement Affidavit ( s Form 3)
and time of upload the Upload NonDiscrimination Certification (B - Representation by
d h ff'l Entity) - For contracts valued at less than $30,000
user name and the file Get Document
Upload NonDiscrimination Certification (C - Affidavit by Entity) -
name. For contracts valued at more than 550,000
(Recommended)
Get Document
Repeat this proced ure for Upload goPD)iscrhnﬁnaﬁon Certification (D - New Resolution by
. Ny,
all documents required for Get Document
.. . Upload NonDiscrimination Certificati - Prior Resoltion by
the SO||C|tat|0n. E;ﬁt‘jscmnma on cation (E - Prior Resolution by
Get Document
Solicitation Documents
Upload Upload Info Description
Upload M |Date: 212012 T:54:34 AM SP-49 Bidder's Guide
Ev: Peter Hunter
Name: $P49_BIDDERS GUIDE.docx |,
Get Document
Upload | [[] [Date: 1/24/2012 2:09:03 PM SP-26 Bid Document
By Peter Hunter
Name: 12PSX9999_SP26.docx e

Continue for a guide to
creating an Online Price
Schedule.
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Solicitation Response Guide Rev.120412 Creating an Online Price Schedule

For many Solicitation responses, an online Price Schedule (ex. below)
will be provided. You will need to fill this out and submit it online.

For other responses, a Price Schedule in a different format may be
required and provided.

Step 1:

Fill In Price Price Schedule
Click the Fill In Price Schedule

Schedule link.

Step 2: PJH Construction

Solicitation #: 12psx3999
Office fumiture for the State Office Suilding

The Price Schedule will —

[Desk Oebel|  1Each  |[s[o00 [ Total 5 0.00[ Color | Fain || svte
open. Desk 2 Dlxoms| 1Each  |[son0 | Total § 0.00]| Color I i |

[Desk Connector Hardware || Oxoma]| 1952 |5

Lock Set Dwese||  395e s

Hutch Oivesa| 19Each |5 [ Heie | || Seuambes of Shetves |

Chairs

Char E) 1Each |50 Total $ 0.00]| Color Feieh

(Chair 2 Divesst 1Each  |ls[o00 Total $ 0.00]| Color Finish

Chair 3 ONoBid 1Each S 0.00 Total § 0.00|| Color Finish

Chair 4 [CIneBid 1 Each 5000 Total $ 0.00{| Color Finish

Chair 10 Clvemut 1Fach  |so00 Total $ 0.00]| Color Finish

Group Total $ 0.00

Bookease

4 sheff Bookcase Ol 250Each |5 height width weiht

< sheff Bookcase Civo|  100Each |5 height width weight

6 shelf Bookcase e Bid 75 Each S ‘height width weight

( Submit ) ([Retum to Solicitation |
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Solicitation Response Guide Rev.120412 Creating an Online Price Schedule

Office fuminure for the State Office Building. @
Step 3: .
‘D?sk Do Bid 1Each S 275.00 Total § 275, 00[ Color |black ” Finish |steel “ Style ofiice
. . . . Desk 2 [m)y: 1Each 350 00 Total § 350.00) ite nish steel
Fill-in the required fields - e pe T
of the price schedule_ ‘Lccksn OINeBi¢ 39 Set S 130,00 Total $1,170.00
‘Hmch o sis 19Each  |[s/198.00 Total § 3.761.00[  Heigh 34" || wien a2 || umber of Shetves (&
[Group Tatal § 6,051.00
Chais
fcnair Er 1Exch s Total $ 0.00][ Color Fiish
‘Cm: 1% Bid 1 Each 3 Total 5 0.0 Color Finish
(e 3 DlvoB LEach |3 |3200 Total $ 92.00]| Color black Faich cloth
‘(‘hak-l OxeBid 1 Each s [70 00 Total § 70.00| Color green Finish cloth
‘Chm 40 OxoBid 1 Each S [50.00 Total $ 50.00f| Color black Finish steel
[Group Total § 212,00
Bookcase
‘4 shelf Bookrase FlNoBd | 250Each g Total $ 0.00| height width weight
‘5 shelf Bookcase id 100 Each S Total § 0.00| height width weight
‘Oshelwakcase 7] Bid 75 Each s | Total S 0.00|  height Il widen weight
[Group Towl 5 0.00
|Grand Total 5 6.263 00
( Submit | ([Retum to Selicitation | (el
E] Tip: Make sure to
check the No Bid box for
those items you don’t [VINe Bid
wish to provide. Leaving o
) . Ne Bid
the item price blank or
set to a $0.00 value may M= 1
be interpreted as
offering the item at no
cost.
ILFJ.J.r_'LLl -+ " L] NG B0 " 1 Lielll I
Step 4: Group Total 5 212.00

When you are finished
filling-in the Price Bookcase

Schedule, both Group
. — 15
Totals and Grand Total 4 shelf Bookcase [¥] No Bid 250 Each

w.iII be calculated and 5 shelf Bookcase [#] Ne Bid 100 Each
displayed.

6 shelf Boolicase Mo Bid 75 Each

Click Submit to submit
the Price Schedule Group Total § 0.00
[ Submit |

Then click Return to

Solicitation Grand Total § 6.263.00
[ Return to Solicitation ]

[ Submit ] [ Return to Solicitation
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Liet Liocument

Step 5 . Sample_Operating Asreement  Long Form .doc
* Upload | [ [Date: 12142011 Gift and Campaign Contribution Certification (OPM Ethics
izlie.ter.humer.gct.gm' Form 1)
E y (et Document
Th P r.l h I | Sample_Operating_Asreement_ Short_Form_.doc
e ce Schedule is . Upload Consulting Agreement Affidavit (OPM Ethics Form 5)
now saved. The Status is Get Document
. . Upload NonDiscrimination Certification (B - Representation by
« ” Y
IISted as Completed n — Entity) - For contracts valued at less than 530,000
H (et Document
the U pload Info field. Upload NonDiscrimination Certification (C - Affidavit by Entity) -

For contracts valued ar move than 530,000
(Recommended)
(ret Document

Upload NonDiscrimination Certification (D - New Resolution by
Entity)
Get Document
Upload NonDiscrimination Certification (E - Prior Resolution by
q R Entity)

T|p: If there IS Get Document
missing information on Solicitation Documents
the Price Schedule' the Upload Upload Info Description

. . Upload | [ |Date: 2/12012 75434 AM SP-19 Bidder's Guide
message displayed in the Sy Peter Hunter
. . Name: $P40 BIDDERS GUIDE.docx Get Document
Upload Info field will be, . . :
" . " Upload W gat; 1 I-I-HEUIE 2:09:03 PM SP-26 Bid Document
. v Peter Hunter
Status' Partla y Wame: 17PSX0900 SP26 docx :
completed ” - Get Document
* Upload Date: 1/23 '_731_7 24204 PM SP-11 Iivitation to Bid
Name: 12P8X9999 SP1l.docx §
Get Document
Upload Other Document
Fill In Price Date: 02/01/2012 Price Schedule
Schedule Ev: peterhunter@ct.gov
Status: Completed

The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.
38

Hit Cou

Continue for information
on Submitting your
Solicitation response.
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Rev.120412

Submitting Your Solicitation Response

H Sample_Operating Agreement_ Long_Form_.doc uet Locument
With all documents Upload | T [Date: 12/1412011 Gift and Campaign Contribution Certification (OPM Ethics
completed and oy peter hunter@et gov Form 1)
uploaded and the Pr|ce -Sa.mpl‘eioperaungi_{greementishart:ionnﬁ.doc HEITEETRCTY
Upload Consulting Agreement Affidavit (OPM Ethics Form 5)
Schedule completed, Get Document
he | . Upload NonDiscrimination Certification (B - Representation by
the last Step Is to Entity) - For contracts valued at less than 550,000
submit your Get Document
. 8 Upload NonDiscrimination Certification (C - Affidavit by Entitv) -
Solicitation response. For contracts valued at more than $50,000
(Recommended)
Get Document
Click Upload NonDiscrimination Certification (D - New Resolition by
Entity)
Get Document
= Upload NonDiscrimination Certification (E - Prior Resoltion by
SUbr‘nlt —— Entit}')
Get Document
Solicitation Documents
Your SOIICItatlon Upload Upload Info Description
Response is now Upload | [l Date: 212012 7:34:34 AM SP-49 Bidder's Guide
B}': Peter I.-Z"unEEr -
Submitted. Name: 8249 BIDDERS_GUIDE.doex Get Document
Upload m Date: 1/24/2012 2:09:03 PM SP-26 Bid Document
B_}': Peter Hu{lfff.
YOU W|” recelve a Name: 12PSX06805 SP26.docx Get Document
Confirmation Email. Uplond | T Dare 122 2002 24204 PM SP-11 vtation to 5id
Name: 12PSX599% SP11.docx
- Get Document
Upload Other Document
FillIn Price Date: 02/01/2012 Price Schedule
Q Schedule Ev:peter hunter@ ct.gov
T|p: If yOU tl’y tO Status: Completed
submit before »
u pload | ng a ” Of yo ur The Department of Administrative Services - Business Network. Review our Privacy Policy
. Need to contactus? Send e-mail to DAS Web Desizn
documents, you will All State disclaimers and permissions apply.
q Hir Connrer 538
receive a message to
«
Please Upload All
Solicitation
Documents.”
m Tip: You may
update your
solicitation response
until the day and time
of the solicitation
closing, after which all
fields will be locked.
[ If you require additional assistance, please call DAS Procurement at: 860-713-5095
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Solicitation Response Guide Rev.010813 Completing Online

Many of the documents required for a solicitation have been converted to Fillable Online Forms. The
following instructions will detail how to complete the SP-26 and DAS 46 forms.

Return Get Document
Comp|etl ng the SP'26 Do Not Insurance Upload Instructions Guide
Return Get Document
Upload Vendor Authorization Guidelines (DAS-28) Note: Contractor shall
upload their Vendor Authorization or Secretary's Certificate or
Step 1: Corporate Resolution here. The Vendor Authorization Guidelines
(DAS-28) shall not be uploaded - this form is for vour reference only.
Get Document
Upload Statement of Qualifications (DAS-14)
In the left column for SP-26, & Py
. Do Not Standard Terms and Conditions (SP-19)
CIICk Open Form' - ] Return (Gret Document
Do Not ITB document
Return (Gret Document
Do Not Contract Template
Return Get Document
Do Not [Exchibit A
Return Get Document
Do Not Prevailing Wage Rates
Return (Gret Document
Do Not ConnDOT District Map
Return (Gret Document
Do Not Payment Bond form
Return Get Document
Do Not [Performance Bond - Non Construction form
Return Get Document
Do Not SBE Certification form
Return (Gret Document
Upload [Exhibit B, Price Schedule
Get Document
Upload Price Schedule, Exhibit B
Get Document
Do Not [Exhibit C
Return Get Document
Do Not \Attchment A - Traffic Control
Return Get Document
Upload Other Solicitation Documents - Upload Individually
% OpenForm SP-26
Solicitation Complete




Solicitation Response Guide Rev.010813 Completing Online

Step 2:

L R T
Pé STATE OF CONNEGHIGU
Complete all the required “ T

ﬁE|dS in the fi I‘St SeCtion, Current User: peter. hunter@ct.gov
Contractor Information

Contractor Information Resident Bidder Contractor Debarment Disclosure Statement OSHA Compliance

Contractornfe

Contractor Information

Solicitation Number: 12PSX0370

Bituminous Concrete Materials and Bridge Deck Membrane Waterproofing (Complete in Place)

Contact: Janet DelGreco Olson
E-Mail: janet.delzreco@ct.zov
Phone: (360) 713-3078
Tip: The SP-26 is FAX: (360) 622-2961

d|v|ded |nto 5 sect|on5 Person Authorized to Sign Solicitations on behalf of this Company Title of Authorized Peson
° Contractor Contracter Wame  |PJH Construction
| f . Addezss 1| 165 Capitol Avenue
ntormation e
e Resident Bidder City, S22 22 |Hartford, CT 06106
Contraster E-Mail | peter hunter@ct.gov
[ ]
Contractor Contractor WebSit= | wwwi_pjh_com
Debarment Phons= | (B60) 761-6267 Emergency 247 &
e Disclosure Statement Colbed e
[ ] OSHA Com p||a nce Levew Businsssa Misro Businss?  (OYes ONo  If Ves, please submit your company's mast recent tax retum.
If vou are a Stete Employee
You can use the links on the —
header to navigate non- e
sequentially between Porciase Dnter E3si Addces

sections. >

Click the Continue button
when you have entered all
required information.



Solicitation Response Guide

EI Tip: If you try to

continue before completing
all the necessary fields, you
will receive a message
indicating which information
has been omitted.

>
Ex: “Please enter the
Authorized Person’s Name.”

IMPORTANT: The individual
submitting this form must be
authorized to sign contracts
on behalf of the company,
and must be listed as such in
the company corporate
resolution/vendor
authorization documents .

e It may be necessary
for you to log off and
have an authorized
individual log on and
submit the form for
the company.

e The authorized
individual must have
a BizNet account
attached to the
company before
attempting to do so.

NOTE: Solicitation responses
submitted by unauthorized
individuals will be deemed
non-responsive.

Rev.010813 Completing Online Forms

Current User: peter hunter@ct.gov

Contractor Information Resident Bidder Contractor Debarment Disclosure Statement 0SHA Compliance

Contractorinfo

Contractor Information

Please enter the Authorized Person's Name
Solicitation Number: 12ZPSX0370
Bituminous Concrete Materials and Bridge Deck Membrane Waterproofing (Complate in Place)
Contact: Janet DelGreco Olson

E-Mail: janet.delgreco@ct.zov
Phone: (860) 713-3078
FAX:(860) 622-2961
Person Authorized to Sign Solicitations on behalf of this Company Title of Authorized Peson

—»

Centrazter Name  |PJH Construction
Address 1165 Capitol Avenue
Address 2
City, State ZI? | Hartford, CT 06106
Contracter E-Mail | pater hunter@ct.gov

Contractor Wb Sit= | wvw.pjh.com

Phonz# |(B60) 761-6287 Emergency 24/7 2
Toll Frza = Talex=
I your Business a Micro Businzss? (O Yes O No  If Ves, please submit vour company’s mast recent tax return.

If vou arz a Statz Employes
Position
Azency

Azency Address




Solicitation Response Guide Completing Online For

Step 3:

Complete all the required
fields in the second section,
Resident Bidder Current User: peter.hunter@ct.gov

Contractor Information Resident Bidder Contractor Debarment Disclosure Statement OSHA Compliance

ResidentBidder

Resident Bidder

The bidder affirmativelv claims that the bidder has paid unemployment taxes or income taxes in Connecticut during
the twelve calendar months immediately preceding this solicitation.

OYes ONo
The bidder affirmatively claims that the bidder has a business address in the State of Connecticut
OYes ONo
If Yes, List Connecticut Business Address:
Address 1
Addresz 2
City

ZIPCode

The bidder affirmatively claims the status of a resident bidder.

OYes ONo
Click the Continue button >
When YOU have entered a“ The Dep Of.\:‘em’m' cmt'a:ti:sr;i;:d-:ma'ﬂw IS\_':;“:'X:;EI{;;:{!“- our Privacy Policy
i i H All State disclai d permissions apply.
required information. o dsdlainecs and pemissions spply

Step 4:

of Criminal and/or
Action

Esé’lf STATE OF CONNEGHIGUT

Complete all the required
fields in the following

Contractor Debarment and/or Suspension

1 the Costractce, any company official, o sy subeoeractor o the Comractor, curently debared, diqualfied o

. Stae of Comecticat, the oc any tber
sections: oo oty
OYes ONo
Does the Contractor, s comprey ofiia, ey subeontractor to the Coatracto, have 3 debarmert, o
of Comecticu. s
other govemmental entity?
OYes ONo of
Eaer e, Toe o st

1§ the Coemractor, any company offcal o any the Coatractoe. of debarment
aad o suspension fom cookractng wit the State of Conmecticut, the Federal Government or any govermmeetal
eatty, said notices st be inchided under the ‘Otber Documents’section when subeating dis sobcitation

Niesber of notices

e ettty etk Bl P i
S -
e Contractor Debarment e Disclosure Statement

bsHA Compliance

I accordance with € G S. § 3167, the conractor certiiesthat ll of the statements berei contained below
bie been examined and are true and correct 1o the best of their knowledge ind belief

The Contracter

OHas OHasNot
been cited fo three G e ilfl or of amy Occupasional Safeey ) Act
o of any standard, order or eg such act,
the sclcation, provided auch violsions with the =
1970, and nat

set aside following appeal 10 the appropriate agensy of coar having jrisciction or

OHs: OHasNot
recehved cne or o desth of s cxaples period

preceding the sobeation
A list of solations st be attached under the ‘Other Documents' secton when submiting ths
sclction.

(Do)

e
S ad i

e OSHA Compliance



Solicitation Response Guide Rev.010813 Completing Online

Step 5:

When all sections are
complete click the Done

button. Current User- peter hunter@ect gov

Contractor Information Resident Bidder Contractor Debarment Disclosure Statement 0OSHA Compliance

OSHA

OSHA Compliance

In accordance with C.G.S. § 31-57b. the contractor certifies that all of the statements herein contained below

have been examined and are ~
Step 6. Windows Internet Explorer B
The Contractor 9 The webpage you are viewing is trying to cose the window,
. o »” . O Has & Has Not Do you want to close this window?
Click “Yes” to confirm that been cited for three (3) or m > = =) d Health (OSHA) Act
ou want to close the o of any standard, order or — vear period precediag
y the solicitation, provided suchwiolahons were cited m accordance with the provisions of any State Occupational

W| ndOW. Safety and Health Act of 1970, and not abated within the time fixed by the citation and such citation has not been
set aside following appeal to the appropriate agency of court having jurisdiction or
OHas (@ Has Not

_ received one or more criminal convictions related to the injury or death of anv emplovee in the three-vear period
The SP 26 has now been preceding the solicitation.
com pleted . A list of violations must be attached under the 'Other Documents' section when submitting this
solicitation.

»
Daone

The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.
Hit C: 502




Solicitation Response Guide Rev.010813 Completing Online Forms

Completing the DAS-46

Required Company Documents

Upload Uploaded Info Description

Step 1: Upload | T [Date: 1211212011 11:37:20 AM Affirmation of Receipt of State Ethics Law Summary (OPM

B peter.hunter@ct.zov Ethics Form 6)
Name:

Sample_Operating_Agreement__Long_Form_.doc

In the |eft c0|umn for DAS_46' Upload | T S:_tei 12 1: 301131 139?’34 Gift and Campaign Contribution Certification (OPM Ethics
v peterhunter@ct.gov Form 1)

. Name: y

click Open Form. —————————— Sample_Operating_Agreement_ Short_Form_doc|USf Document

Upload Consulting Agreement Affidavit (OPM Ethics Form 5)

Get Document

Upload NonDiscrimination Certification (B - Representation by

[Entity) - For coniracts valued at less than $30,000

Get Document

Upload NonDiscrimination Certification {(C - Affidavit by Entity) -

\For contracts valued at more than 530,000

(Recommended)

Get Document

Upload NonDiscrimination Certification (D - New Resolution by

[Entity)

(Gret Document

Upload NonDiscrimmation Certification (E - Prior Resolution by

Entity)

Get Document

Get Document

Upload 'When required, upload a list of the members of your company
Board of Directors.

Upload Certificate of Authoritv for Corporation

(Gret Document

Open Form Commission On Human Rights and Opportunities (CHRO)
‘Waorkplace Analysis Affirmative Action Report

Emplovee Information Form (DAS-45)

> Open Form DAS-46

Solicitation Documents

|No documents found

Saolicitation Complete

The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.

Hit Counter 35,680




Solicitation Response Guide Rev.010813 Completing Online

Step 2:

Complete all the required
fields and click the Submit ——
button.

Current User: peter.hunter@ct.gov Log In/Out

DAS-46

Connecticut Economic Impact Form

This form is intended to gather General Connecticut Economic Impact information from prospective suppliers. This form is for
informational gathering purposes only and will not be used in the evaluation of a prospective supplier's qualifications.

Company Name PJH Construction

Location of Principal Placs of Business 165 Capitol Avenue
Hartford, CT 06106

Number of Connscticnt Locations | Number of Connseticst Employass

Annual Payroll Paid to Connecticut Resident Employzas

Annual Taxes, Licenses, Faes Paid to Connscticut
(to includs franchize, servics taxas, stc)

Annual Rent/Mortgage Paid within Connacticut or Value of Real Proparty

Annual U 16 Within Connecticut
(to include zas oil, zlectrici ;ater and sawazs)

Amount Paid to Major Partners or Suppliers in Connecticut

o T

P of Admini. ive Services - Busis Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.
Hit Co 3

The D

You will receive a

confirmation message that
“Your information has been
saved. You can close this —

Current User: peter hunter@ct.gov Log in/Out
page.”

DAS-46
The DAS-46 is now complete Connecticut Economic Impact Form

This form is intended to gather General Connecticut Economic Impact information from prospective suppliers. This form is for
informational gathering purposes only and will not be used in the evaluation of a prospective supplier's qualifications.
Your information has been saved. You can close this page.

Company Name PJH Construction

Location of Principal Placs of Business 165 Capitol Avenue
Hartford, CT 06106

Number of Connacticut Locations Number of Connecticut Employees

Annual Payroll Paid to Connscticut Resident Employsss

Annual Taxes, Licenses, Fzes Paid to Connacticut
(to include franchise, servics taxes, sto.)

Annual Rent Mortzag

Paid within Connacticut or Value of Raal Property

Amount Paid to Major Partners or Supplisrs in Connscticst ||

P of Admini ive Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Desizn
All State disclaimers and permissions apply.

The D




Doing Business
With DAS Just Got A Lot Easier

A Guide to Uploading Affidavits and Nondiscrimination Forms Online

DS

Business Initiative

Bl \Why Upload Documents?

Bl Which Documents Can | Upload?

[ ] How Do | Upload Documents?




l__Doing Business with DAS >

Uploading Affidavits and Nondiscrimination Forms Online

“Fm committed to making
sure businesses and
contractors alike know that
Connecticut is open for

business.”
Governor Dannel P. Malloy

[ 1] Why Upload Documents?

We’re changing how we do business

We're proving our commitment
to being more “business
friendly.”

The Department of
Administrative Services (DAS) is
introducing a new, easier way
for vendors to provide Affidavits
and Nondiscrimination Forms
when submitting a Bid or RFP.

Now, instead of submitting
these documents in hard copy
every time you submit a
Bid/RFP, you can upload them
electronically.

These changes to our business
rules are a result of legislation

found in Public Act No. 11-229

Click here to see the Public Act

This Guide to Uploading
Affidavits and Nondiscrimination
Forms Online will introduce you
to a quick and secure method of
submitting documents with your
Bid/RFP response.

These Affidavits and
Nondiscrimination Forms shall
remain on file at DAS, and will
be available for use by other
State Agencies that may also be
doing business with your
company.

Affidavits must be updated
on a yearly basis.

If any changes to the
submitted information
occur, the vendor will
complete a new document
and upload the updated
form. All updates must be
made within 30 days of any
change.

Uploading your documents
decreases the time it takes
your company to prepare a
Bid/RFP response and
greatly reduces the amount
of paperwork your company
is required to submit.

We're also benefiting the
environment by reducing
the amount of paper used.

Following you will find step-
by-step instructions on the
process of uploading your
documents.

Welcome to a new way of
doing business with the
State of Connecticut!

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095



http://www.cga.ct.gov/2011/ACT/PA/2011PA-00229-R00SB-00882-PA.htm

|l Doing Business with DAS > Uploading Affidavits and Nondiscrimination Forms Online

[ 2 ] Which Documents Can | Upload?

Information concerning which documents pertain
to you or your company can be found in the
Bidder’s or Proposer’s Guide provided with the Bid
or RFP package.

All forms must be completed, signed and dated.

Those documents requiring it,
must be notarized.

Once uploaded, the Affidavits shall be updated and
submitted annually and Affidavits and
Nondiscrimination Forms shall be updated within
30 days of any changes to the submitted
information.

Your company will be sent an
initial reminder 60 days prior to your annual
submission date.

Affidavits and Nondiscrimination Forms will be
archived by DAS and made available to other State
Agencies with which your company may be doing
business.

Please do not send hard copies
of the uploaded documents to
DAS.

For more information on contract certification

requirements, visit the Office of Policy and
Management (OPM) website:

OPM Contract Certification Requirements

Affirmation of Receipt of State Ethics Law Summary
(OPM Ethics Form 6)

Gift and Campaign Contribution Certification (OPM
Ethics Form 1)

Consulting Agreement Affidavit (OPM Ethics Form 5)

Non Discrimination Certification (A - Representation by
Individual)
Regardless of value

Non Discrimination Certification (B - Representation by
Entity)
For contracts valued at less than $50,000.00

Non Discrimination Certification (C - Affidavit by Entity)
For contracts valued at more than $50,000.00

Non Discrimination Certification (D - New Resolution by
Entity)

Non Discrimination Certification (E - Prior Resolution by
Entity)

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095 I



http://www.ct.gov/opm/cwp/view.asp?a=2982&q=386038&opmNav_GID=1806

|l Doing Business with DAS > Uploading Affidavits and Nondiscrimination Forms Online

[3.1] How Do | Upload Documents?

Locating the Upload Docs Link

1. Loginto BizNet: https://www.biznet.ct.gov/AccountMaint/Login.aspx

PCard

Request/Maistain PCard Usage

epartment of

INISTRATIVE SERVICES

Coanect E-Mail Accomts 10 8 Company

CT Procurement Supplier Diversity Program

| gi}ppller Diversity

Contractor Prequalification Workers' Compensation

pREOUAL Wc?rﬁgrs'

e\ nmnancatinn

Compsny Information

Vendors and Contractors use this page 10 update your compasry information,
maintam company contacts, and Goods and Services List.

Company Search

Search list of compasies in the DAS database

Vendor P

2. After logging in to BizNet, select the CT 3. Select Company Information.
Procurement link.

 —
Log infOut

Upload Docs

epartment o,

) lNlSZl'RATIVE SERVICES

partment of

AINISTRATIVE SERVICES

nation

Enter your Company Information
Yous Companses Pags Help
Welcome to the Company Information Center! Gompaay Nome | testcomany
To enter a new company. click Add. To update information of an existing company, click on the # next to the company name. To R Ova B
update a company’s user accounts click on the B next 10 the company name. -
Page Help 0 o
wpayer ID Type &) v ( N

Company Name Taspayer ID * = mn“ia’.\ =

QGO R | et compary 067654 Busness Swucnre Corporation -

Incorgporating Siate | CT
. - se— - Web Adkens  www Qyahoo com
| Add Ancther Company |
The Department of Admanistratve Services - Business Network. Review cur Prrvacy Policy
Need to contact us? Send e-mald 1o DAS Web Design
Al State dclamneny md permaiicss K

Dt Coumee )3

4. Click the “Binocular Icon” by your company 5. Click “Upload Docs.”
name.

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095 I
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[3.2] How Do | Upload Documents?

Step-By-Step Document Upload Instructions

Following are instructions for Uploading your documents to DAS.

Prior to Uploading, make sure you have scanned the applicable
completed, sighed documents to a folder on your computer.

Step 1:
Log in to BizNet, and click : 3 RATIVE SERVICES
the Upload Docs link in the § o ol
H Current User: peter hunter@ct gov Home Biznat Menu Log In/Out

page menu bar (upper rlght Company List Company Info Accounts Address Contacts Commodities Upload Docs
section of the page). Dosament Uplosd

Upload Forms and Documents

Choose the appropriate button for the forms or documents vou wish to upload.
Click the Affidavits & Shoss Page Help
Nondiscrimination Forms
button.

Affidavits & Mondiscrimination Forms

[ Affidavits & MNondiscrimination Forms

Upload Solicitation Documents

Upload Prequalification Documents

[ ]
[ )
[ )
[ )

Upload Supplier Diversity Documents

m The Department of Administrative Services - Business Network. Review our Privacy Policy
. Needto contact us? Send e-mmlto_D._iS Web Desizn

Tl p: You must h ave a All State d.\scla:nef mjf;f-,mssmm apply.

BizNet Account to upload

documents.

Click here to create a BizNet
Account

E] Tip: This page also

includes buttons to upload
documents for other DAS
programs.

Make sure you choose the
correct button for Affidavits
& Nondiscrimination Forms.

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095 I
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Step 2:

Click the Upload link in the left
column corresponding to the
description of the document
you wish to upload.

E] Tip: If you have not

downloaded the required
documents, click Get
Document.

Description
maticn af Recept of State Ethees Law Summary
(CIEN Ethics Form &)
Gee Docaezent

Print, complete the
document and scan back
to your computer.

Step 3:

Click the button to

locate the file you wish to
upload.

[ 3.3 ] How Do | Upload Documents?

Department o

RATIVE SERVICES

Current User: peter hunter@ct. gov Home Log InfOut

Company List Company Info Accounts Address Contacts Commodities Upload Docs
‘Company Documents
Affidavits & Nondiscrimination Forms

Upload your Forms here

N 5how Paze Held

PJH Construction

Upload Upload Info Description

Upload ‘Affrmation of Receipt of State Ethics Law Summary
(OPM Ethics Form 6)

Get Document

Upload Gift and Campaign Contnibution Certification (OPM
Ethics Form 1)

Get Document

Upload Consulting Agreement Affidavit (OPM Ethics Form
B

Get Document

Upload MNonDiscrimination Certification (4 - Representation
by Individual)

Get Document

Upload NonDiscritnination Certification (B - Representation
by Entitv)

Get Document

Tpload NonDiscrimination Certification (C - Affidavit by
[Entity)
Get Document

Upload NonDiscrimination Certfication (D - New Resolution
by Entity)
Get Document

Upload NonDiscritination Certification (E - Prior Resolution
by Entity)

Get Document

Current User: peter. hunter@ct.gov Log In/Out

Upload Common Docs

Upload Affidavits & Nondiscrimination Forms

Browse to file and click upload.
Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

Browse to File Browse...

[ Upload ] [ Cancel ]

[ The Department of Administrative Services - Business Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design

All State disclaimers and permissions apply.
Hit 25

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095
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[3.4] How Do | Upload Documents?

e File d
Ste p 4 . hoose to Uploa
Lockin: | Affidaves e N A
b “%. NonDiscrim Cert Form C Entity Contracts GT S0000F
. . O S
Select your file, and click o RATIVE SERVICES
o (£ Desktop
My Documents
ination Forms
My Computer
nstruction
MyNetwork  Fie name: [NorDiscim Cert Fomm C Eniy Contracts GT 50 v | Dpen | |5 L Summary (OPM Ethics Form 6)
Places
Fies of type: [AFies () =~ Cancel
Upload Cancel
The Department of Administrative Services - Business Network. Review our Privacy Policy
N Need ? Send e-mail to DAS Web D:
Tip: You may need to RN e e v gt
Hit Coverer 25

use the dropdown box in the
“Choose File” window to locate
the folder in which you have
saved your file.

Step 5:

Verify that you have selected
the correct document.

Current User: peter.hunter@ct.gov Log InfOut

Upload Common Docs

m Upload Affidavits & Nondiscrimination Forms
Browse to file and click upload.
Tip: The file path will ’

Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

indicate which file you have
selected and its location on

Browse toFile |N:\- Procurement\Business Friendly Initiative\Affidavits\NonDiscrim Cert Form C Entity
your computer.

[ Upload J [ Cancel ]

The D of Administrative Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.
Hit Cosnter 23

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095
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Step 6:

Click the

button.

EI Tip: You may also

cancel the upload operation
by clicking the Cancel
button.

Step 7:

A message above the table
will indicate that your file
was uploaded successfully.

The Upload Info column will
now indicate the date and
time of upload, the user
name and the file name.

Step 8:

Click the Upload link for the
next applicable file, and
repeat the process for all
files you wish to upload.

[3.5] How Do | Upload Documents?

artment

IN[SOQ'RAT[VE SERVICES

Current User: peter.hunter@ct.gov Log in/Out

Upload Common Docs

Upload Affidavits & Nondiscrimination Forms

Browse to file and click upload.
Show Page Help
PJH Construction
Affirmation of Receipt of State Ethics Law Summary (OPM Ethics Form 6)

Browsz toFile |N:\- Procurement\Business Friendly Initiative\Affidavits\NonDiscrim Cert Form C Entity

[ Upload } [ Cancel ]

( The D of Administrative Services - Busi Network. Review our Privacy Policy
Need to contact us? Send e-mail to DAS Web Design
All State disclaimers and permissions apply.

Hit Covneer 25

Department o

INISTRATIVE SERVICES

Current User: peter. hunter@ct.gov Home: Log In/Out

Company List Company Info Accounts Address Contacts Commoditics Upload Docs

Cempany Documents
Affidavits & Nondiscrimination Forms
Upload vour Forms here
Your file was uploaded successfully.
Upload Upload Info Description
Upload | I [Date: 9282011 11:21:5% AM Affirmation of Receipt of State Ethics Law Summary
[Ev: peterhunter@ct.gov (OPM Ethics Form 6)
Name: N
NorDiscrim_Cert Form C_Enfity Contracts GT_SU0DOF pafCct Document
Upload Gift and Campaign Contribution Certification (OPM
Ethics Form 1)
Get Document
Upload Consulting Agreement Affidavit (OPM Ethics Form
5
Get Document
Upload NonDiscrimination Certification (A - Representation
by Individual)
Get Document
Upload NonDiscrimination Certification (B - Representation
by Entity)
Get Document
Upload NonDiscrimination Certification (C - Affidavit by
Entity)
Get Document
Upload NonDiscrimination Certification (D - New Resolution
by Entity)
Get Document
Upload NonDiscrimination Certification (E - Prior Resolution
bv Entitv)
Get Document

Connecticut Department of Administrative Services (DAS) | Procurement Services | 860.713.5095
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