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VENDOR CONTRACT

Between _____________________________________ and 
  (Company Name) 

THE INTERLOCAL PURCHASING SYSTEM (TIPS) 

For 

General Information

The vendor contract shall include the contract, the terms and conditions, special terms and 
conditions, any agreed upon amendments, as well as all of the sections of the solicitation and the 
awarded vendor’s proposal. Once signed, if an awarded vendor’s proposal varies or is unclear in any 
way from the TIPS contract, TIPS, at its sole discretion, will decide which provision will prevail. Other 
documents to be included are the awarded vendor’s proposals, task orders, purchase orders and any 
adjustments which have been issued.  

The following pages will constitute the contract between the successful vendors(s) and TIPS. Bidders 
shall state, in a separate writing, and include with their proposal response, any required exceptions 
or deviations from these terms, conditions, and specifications. If agreed to by TIPS, they will be 
incorporated into the final contract. 

The Vendor Contract (“Contract”) made and entered into by and between The Interlocal Purchasing 
System (hereinafter referred to as “TIPS” respectfully) a government cooperative purchasing 
program authorized by the Region VIII Education Service Center, having its principal place of business 
at 4845 US Hwy 271 North, Pittsburg, Texas 75686. This contract consists of the provisions set forth 
below, including provisions of all Attachments referenced herein. In the event of a conflict between 
the provisions set forth below and those contained in any Attachment, the provisions set forth shall 
control. 

Definitions 

PURCHASE ORDER is the TIPS member’s approval providing the authority to proceed with the 
negotiated delivery order under the contract.  Special terms and conditions as agreed to 
between the vendor and TIPS member will be added as addendums to the PO.  Items such as 
certificate of insurance, bonding requirements, small or disadvantaged business goals are some 
of the addendums possible. 
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PREMIUM HOURS are defined as those hours not included in regular hours or recognized 
holidays.  Premium hours are to be approved by the TIPS member for each delivery order and 
noted in the delivery order proposal as a line item during negotiations. 
REGULAR HOURS are defined as those hours between the hours of 7 AM and 6 PM Monday 
thru Friday. 

Terms and Conditions

Freight 

All deliveries shall be freight prepaid, F.O.B. destination and shall be included in all pricing 
offered unless otherwise clearly stated in writing.  

Warranty Conditions 

All supplies equipment and services shall include manufacturer's minimum standard warranty 
unless otherwise agreed to in writing. Vendor shall be an authorized dealer, distributor or 
manufacturer for all products. All equipment proposed shall be new unless clearly stated in 
writing. 

Customer Support 

The Vendor shall provide timely and accurate customer support to TIPS members. Vendors shall 
respond to such requests within one (1) working day after receipt of the request. Vendor shall 
provide training regarding products and services supplied by the Vendor unless otherwise 
clearly stated in writing at the time of purchase. (Unless training is a line item sold or packaged 
and must be purchased with product.)  

Contracts 

All contracts and agreements between Vendors and TIPS Members shall strictly adhere to the 
statutes that are set forth in the Uniform Commercial Code as most recently revised.  
Contracts for purchase will normally be put into effect by means of a purchase order(s) 
executed by authorized agents of the participating government entities.  
Davis Bacon Act requirements will be met when Federal Funds are used for construction and/or 
repair of buildings. 

Tax exempt status 

A taxable item sold, leased, rented to, stored, used, or consumed by any of the following 
governmental entities is exempted from the taxes imposed by this chapter:(1) the United 
States; (2) an unincorporated instrumentality of the United States; (3) a corporation that is an 
agency or instrumentality of the United States and is wholly owned by the United States or by 
another corporation wholly owned by the United States;(4) the State of Texas; (5) a Texas 
county, city, special district, or other political subdivision; or (6) a state, or a governmental unit 
of a state that borders Texas, but only to the extent that the other state or governmental unit 
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exempts or does not impose a tax on similar sales of items to this state or a political subdivision 
of this state. Texas Tax Code § 151.309. 

Assignments of contracts 

No assignment of contract may be made without the prior written approval of TIPS.  Payment 
can only be made to the awarded Vendor or vendor assigned dealer. 

Disclosures 

1. Vendor affirms that he/she has not given, offered to give, nor intends to give at any
time hereafter any economic opportunity, future employment, gift, loan, gratuity,
special discount, trip, favor or service to a public servant in connection with this
contract.

2. Vendor shall attach, in writing, a complete description of any and all relationships that
might be considered a conflict of interest in doing business with participants in the TIPS
program.

3. The vendor affirms that, to the best of his/her knowledge, the offer has been arrived at
independently, and is submitted without collusion with anyone to obtain information or
gain any favoritism that would in any way limit competition or give an unfair advantage
over other vendors in the award of this contract.

Renewal of Contracts 

The contract is for one (1) year with an option for renewal for 2 consecutive years. Total term of 
contract can be up to 3 years if sales are reported through the contract and both parties agree. 

Shipments 

The Vendor shall ship ordered products within five (5) working days after the receipt of the 
order. If a product cannot be shipped within that time, the Vendor shall notify TIPS and the 
requesting entity as to why the product has not shipped and shall provide an estimated 
shipping date, if applicable. TIPS or the requesting entity may cancel the order if estimated 
shipping time is not acceptable. 

Invoices 

The Vendor or vendor assigned dealer shall submit invoices, to the TIPS participant.  Each 
invoice shall include the TIPS participant’s purchase order number.  The shipment tracking 
number or pertinent information for verification of TIPS participant receipt shall be made 
available upon request.  The Vendor or vendor assigned dealer shall not invoice for partial 
shipments unless agreed to in writing in advance by TIPS and the TIPS participant. 

Payments 

The TIPS participant will make payments directly to the Vendor or vendor assigned dealer at net 
30 days after receiving invoice. 
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Pricing 

The Vendor contracts to provide pricing to TIPS and its participating governmental entities that 
is the lowest pricing available to like cooperative purchasing customers and the pricing shall 
remain so throughout the duration of the contract. 

The Vendor agrees to promptly lower the cost of any product purchased through TIPS following 
a reduction in the manufacturer or publisher's direct cost to the Vendor.  Price increases will be 
honored.  However, the Vendor shall honor previous prices for thirty (30) days after written 
notification to TIPS of an increase. 

All pricing submitted to TIPS shall include the participation fee to be remitted to TIPS by the 
Vendor.  Vendor will not show adding the fee to the invoice presented to customer.  The 
normal fee is 2%, but can be negotiated with the Vendor. 

Participation Fees 

Vendor or vendor assigned dealer contracts to pay the participation fee for all contract sales to 
TIPS on a monthly scheduled report. Vendor must login to the TIPS database and use the 
“Submission Report” section to report sales. The Vendor or vendor assigned dealers are 
responsible for keeping record of all sales that go through the TIPS contract. Failure to pay the 
participation fee will result in termination of contract. Please contact TIPS at tips@tips-usa.com 
or call (866) 839-8477 if you have questions about paying fees. 

Indemnity 

1. Indemnity for Personality Contracts. Vendor  agrees to indemnify and hold harmless
and defend TIPS, TIPS member(s), officers and employees, from and against all claims
and suits for damages, injuries to persons (including death), property damages, losses,
and expenses including court costs and attorney’s fees, arising out of, or resulting from,
Vendor’s performance of this contract, including all such causes of action based upon
common, constitutional, or statutory law, or based in whole or in part, upon allegations
of negligent or intentional acts on the part of the Vendor, its officers, employees,
agents, subcontractors, licensees, invitees, whether or not such claims are based in
whole or in part upon the negligent acts or omissions of the TIPS, TIPS member(s),
officers, employees, or agents.

2. Indemnity for Performance Contracts. The Vendor agrees to indemnify and hold
harmless and defend TIPS, TIPS member(s), officers and employees from and against all
claims and suits for damages, injuries to persons (including death), property damages,
losses, and expenses including court costs and attorney’s fees, arising out of, or resulting
from, Vendor’s work under this contract, including all such causes of action based upon
common, constitutional, or statutory law, or based in whole or in part, upon allegations
of negligent or intentional acts on the part of the Vendor, its officers, employees,
agents, subcontractors, licensees, or invitees. Vendor further agrees to indemnify and
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hold harmless and defend TIPS, TIPS member(s),  officers and employees, from and 
against all claims and suits for injuries (including death) to an officer, employee, agent, 
subcontractor, supplier or equipment lessee of the Vendor, arising out of, or resulting 
from, Vendor’s work under this contract whether or not such claims are based in whole 
or in part upon the negligent acts or omissions of the TIPS, TIPS member(s), officers, 
employees, or agents.   

 Attorney’s Fees--Texas Local Government Code § 271.159 is expressly referenced.  
Pursuant to §271.159, TEXAS LOC. GOV’T CODE, in the event that any one of the Parties is required 
to obtain the services of an attorney to enforce this Agreement, the prevailing party, in addition 
to other remedies available, shall be entitled to recover reasonable attorney’s fees and costs of 
court. 

Multiple Vendor Awards 

TIPS reserves the right to award multiple vendor contracts for categories when deemed in the 
best interest of the TIPS membership.  Bidders scoring 80% or above will be considered for an 
award. Categories are established at the discretion of TIPS. 

State of Texas Franchise Tax 

By signature hereon, the bidder hereby certifies that he/she is not currently delinquent in the 
payment of any franchise taxes owed the State of Texas under Chapter 171, Tax Code. 

Miscellaneous 

The Vendor acknowledges and agrees that continued participation in TIPS is subject to TIPS sole 
discretion and that any Vendor may be removed from the participation in the Program at any 
time with or without cause.  Nothing in the contract or in any other communication between 
TIPS and the Vendor may be construed as a guarantee that TIPS participants will submit any 
orders at any time.  TIPS reserves the right to request additional proposals for items already on 
contract at any time. 

Purchase Order Pricing/Product Deviation 

If a deviation of pricing/product on a purchase order occurs, TIPS is to be notified within 24 
hours of receipt of order. 

Cancellation for non-performance or contract deficiency 

TIPS may terminate any contract if TIPS Members have not used the contract, or if purchase 
volume is determined to be “low volume” in any 12-month period. TIPS reserves the right to 
cancel the whole or any part of this contract due to failure by awarded vendor to carry out any 
obligation, term or condition of the contract. TIPS may issue a written deficiency notice to 
awarded vendor for acting or failing to act in any of the following: 

o Providing material that does not meet the specifications of the contract;
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o Providing work and/or material that was not awarded under the contract;
o Failing to adequately perform the services set forth in the scope of work and

specifications;
o Failing to complete required work or furnish required materials within a reasonable

amount of time;
o Failing to make progress in performance of the contract and/or giving TIPS reason to

believe that awarded vendor will not or cannot perform the requirements of the
contract; and/or

o Performing work or providing services under the contract prior to receiving a TIPS
reviewed purchase order for such work.

Upon receipt of the written deficiency, awarded vendor shall have ten (10) days to provide a 
satisfactory response to TIPS. Failure to adequately address all issues of concern may result in 
contract cancellation. Upon cancellation under this paragraph, all goods, materials, work, 
documents, data and reports prepared by awarded vendor under this contract shall become 
the property of the TIPS Member on demand. 

TIPS Member Purchasing Procedures 

Purchase orders are issued by participating TIPS member to the awarded vendor indicating on 
the PO “Contract Number”. Purchase Order is emailed to TIPS at tipspo@tips-usa.com.  

 Awarded vendor delivers goods/services directly to the participating member.

 Awarded vendor invoices the participating TIPS member directly.

 Awarded vendor receives payment directly from the participating member.

 Awarded vendor reports sales monthly to TIPS (unless prior arrangements have been
made with TIPS to report monthly).

Form of Contract 

The form of contract for this solicitation shall be the Request for Proposal, the awarded 
proposal(s) and best and final offer(s), and properly issued and reviewed purchase orders 
referencing the requirements of the Request for Proposals. If a vendor submitting an offer 
requires TIPS and/or TIPS Member to sign an additional agreement, a copy of the proposed 
agreement must be included with the proposal.  
Vendor contract documents: TIPS will review proposed vendor contract documents. Vendor’s 
contract document shall not become part of TIPS’s contract with vendor unless and until an 
authorized representative of TIPS reviews and approves it. 

Licenses 

Awarded vendor shall maintain in current status all federal, state and local licenses, bonds and 
permits required for the operation of the business conducted by awarded vendor. Awarded 
vendor shall remain fully informed of and in compliance with all ordinances and regulations 
pertaining to the lawful provision of services under the contract. TIPS reserves the right to stop 
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work and/or cancel contract of any awarded vendor whose license(s) expire, lapse, are 
suspended or terminated. 

Novation 

If awarded vendor sells or transfers all assets or the entire portion of the assets used to 
perform this contract, a successor in interest must guarantee to perform all obligations under 
this contract. TIPS reserves the right to accept or reject any new party. A simple change of 
name agreement will not change the contractual obligations of awarded vendor.  

Site Requirements (when applicable to service or job)  

Cleanup: Awarded vendor shall clean up and remove all debris and rubbish resulting from their 
work as required or directed by TIPS Member. Upon completion of work, the premises shall be 
left in good repair and an orderly, neat, clean and unobstructed condition. 
Preparation: Awarded vendor shall not begin a project for which TIPS Member has not 
prepared the site, unless awarded vendor does the preparation work at no cost, or until TIPS 
Member includes the cost of site preparation in a purchase order.  
Site preparation includes, but is not limited to: moving furniture, installing wiring for networks 
or power, and similar pre-installation requirements.  
Registered sex offender restrictions: For work to be performed at schools, awarded vendor 
agrees that no employee of a sub-contractor who has been adjudicated to be a registered sex 
offender will perform work at any time when students are or reasonably expected to be 
present. Awarded vendor agrees that a violation of this condition shall be considered a material 
breach and may result in the cancellation of the purchase order at the TIPS Member’s 
discretion.  
Awarded vendor must identify any additional costs associated with compliance of this term. If 
no costs are specified, compliance with this term will be provided at no additional charge.  
Safety measures: Awarded vendor shall take all reasonable precautions for the safety of 
employees on the worksite, and shall erect and properly maintain all necessary safeguards for 
protection of workers and the public. Awarded vendor shall post warning signs against all 
hazards created by the operation and work in progress. Proper precautions shall be taken 
pursuant to state law and standard practices to protect workers, general public and existing 
structures from injury or damage. 

Smoking 

Persons working under contract shall adhere to local smoking policies. Smoking will only be 
permitted in posted areas or off premises. 

Invoices 

The awarded vendor shall submit invoices to the participating entity clearly stating “Per TIPS 
Contract”. The shipment tracking number or pertinent information for verification shall be 
made available upon request. 
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Marketing 

Awarded vendor agrees to allow TIPS to use their name and logo within website, marketing 
materials and advertisement. Any use of TIPS name and logo or any form of publicity, inclusive 
of press release, regarding this contract by awarded vendor must have prior approval from 
TIPS. 

Supplemental agreements 

The entity participating in the TIPS contract and awarded vendor may enter into a separate 
supplemental agreement to further define the level of service requirements over and above the 
minimum defined in this contract i.e. invoice requirements, ordering requirements, specialized 
delivery, etc. Any supplemental agreement developed as a result of this contract is exclusively 
between the participating entity and awarded vendor. TIPS, its agents, TIPS members and 
employees shall not be made party to any claim for breach of such agreement. 

Legal obligations 

It is the responding vendor’s responsibility to be aware of and comply with all local, state and 
federal laws governing the sale of products/services identified in this RFP and any awarded 
contract thereof. Applicable laws and regulations must be followed even if not specifically 
identified herein. 

Audit rights 

Awarded Vendor shall, at their sole expense, maintain appropriate due diligence of all 
purchases made by TIPS Member that utilizes this Contract. TIPS and Region 8 ESC each reserve 
the right to audit the accounting for a period of three (3) years from the time such purchases 
are made. This audit right shall survive termination of this Agreement for a period of one (1) 
year from the effective date of termination. TIPS shall have authority to conduct random audits 
of Awarded Vendor’s pricing that is offered to TIPS Members. Notwithstanding the foregoing, in 
the event that TIPS is made aware of any pricing being offered to eligible entities that is 
materially inconsistent with the pricing under this agreement, TIPS shall have the ability to 
conduct the audit internally or may engage a third-party auditing firm. In the event of an audit, 
the requested materials shall be provided in the format and at the location designated by 
Region 8 ESC or TIPS. 

Force Majeure 

If by reason of Force Majeure, either party hereto shall be rendered unable wholly or in part to 
carry out its obligations under this Agreement then such party shall give notice and fully 
particulars of Force Majeure in writing to the other party within a reasonable time after 
occurrence of the event or cause relied upon, and the obligation of the party giving such notice, 
so far as it is affected by such Force Majeure, shall be suspended during the continuance of the 
inability then claimed, except as hereinafter provided, but for no longer period, and such party 
shall endeavor to remove or overcome such inability with all reasonable dispatch. 
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Services 

When applicable, performance bonds will be required on construction or labor required jobs 
over $100,000 and payment bonds on jobs over $25,000 or awarded vendor will meet the TIPS 
member’s local and state purchasing requirements. Awarded vendors may need to provide 
additional capacity as jobs increase. Bonds will not require that a fee be paid to TIPS. The actual 
cost of the bond will be a pass through to the TIPS member and added to the purchase order. 

Scope of Services 

The specific scope of work for each job shall be determined in advance and in writing between 
TIPS Member and Awarded vendor. It is okay if the TIPS member provides a general scope, but 
the awarded vendor should provide a written scope of work to the TIPS member as part of the 
proposal. Once the scope of the job is agreed to, the TIPS member will issue a PO with the 
estimate referenced as an attachment along with bond and any other special provisions agreed 
to for the TIPS member. If special terms and conditions other than those covered within this 
solicitation and awarded contracts are required, they will be attached to the PO and shall take 
precedence over those in the base contract. 

Project Delivery Order Procedures 

The TIPS member having approved and signed an interlocal agreement, or other TIPS 
membership document, may make a request of the awarded vendor under this contract when 
the TIPS member has services that need to be undertaken. Notification may occur via phone, 
the web, email, fax, or in person.  
Upon notification of a pending request, the awarded vendor shall make contact with the TIPS 
member as soon as possible, but must make contact with the TIPS member within two working 
days. 

Scheduling of Projects 

Scheduling of projects (if applicable) will be accomplished when the TIPS member issues a 
purchase order that will serve as “the notice to proceed”. The period for the delivery order will 
include the mobilization, materials purchase, installation and delivery, design, weather, and site 
cleanup and inspection. No additional claims may be made for delays as a result of these items. 
When the tasks have been completed the awarded vendor shall notify the client and have the 
TIPS member inspect the work for acceptance under the scope and terms in the PO. The TIPS 
member will issue in writing any corrective actions that are required. Upon completion of these 
items, the TIPS member will issue a completion notice and final payment will be issued. 

Support Requirements 

If there is a dispute between the awarded vendor and TIPS member, TIPS or its representatives 
will assist in conflict resolution or third party (mandatory mediation), if requested by either 
party. TIPS, or its representatives, reserves the right to inspect any project and audit the 
awarded vendors TIPS project files, documentation and correspondence. 
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Special Terms and Conditions 

It is the intent of TIPS to contract with a reliable, high performance vendor to supply products 
and services to government and educational agencies.  It is the experience of TIPS that the 
following procedures provide TIPS, the Vendor, and the participating agency the necessary 
support to facilitate a mutually beneficial relationship.  The specific procedures will be 
negotiated with the successful vendor. 

 Contracts:  All vendor purchase orders must be emailed to TIPS at tipspo@tips-usa.com.
Should an agency send an order direct to vendor, it is the vendor’s responsibility to forward
the order to TIPS at the email above within 24 business hours and confirm its receipt with
TIPS.

 Promotion of Contract:  It is agreed that Vendor will encourage all eligible entities to
purchase from the TIPS Program.  Encouraging entities to purchase directly from the Vendor
and not through TIPS contract is not acceptable to the terms and conditions of this contract
and will result in removal of Vendor from Program.  Vendor is expected to use marketing
funds for the marketing and promotion of this contract.

 Daily Order Confirmation: All contract purchase orders will be approved daily by TIPS and
sent to vendor.  The vendor must confirm receipt of orders to the TIPS member (customer)
within 24 business hours.

 Vendor custom website for TIPS: If Vendor is hosting a custom TIPS website, then updated
pricing must be posted by 1st of each month.

 Back Ordered Products:  If product is not expected to ship within 3 business days, customer
is to be notified within 24 hours and appropriate action taken based on customer request.

Check one of the following responses to the General Terms and Special Terms and Conditions: 

(    ) We take no exceptions/deviations to the general and/or special terms and conditions. 

(Note: If none are listed below, it is understood that no exceptions/deviations are taken.) 

(    ) We take the following exceptions/deviations to the general and/or special terms and 
conditions. All exceptions/deviations must be clearly explained. Reference the 
corresponding general or special terms and conditions that you are taking 
exceptions/deviations to. The proposer must clearly state if you are adding additional 
terms and conditions to the general or special terms and conditions. Provide details on 
your exceptions/deviations below: 
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Exceptions: 

consumer report and a summary of the Consumer's Rights Under the Fair Credit Reporting Act; (2) allowing 
applicants a reasonable period of time to dispute information provided in the consumer report; (3) provide the 
applicant with Contractor's name and contact information; and (4) provide a final adverse action notice to the 
applicant if a final adverse employment decision is made.
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Castle Branch Inc. also proposes the following changes to the Indemnification 
provision, found on page 4 within the general terms and conditions:

Indemnity

1. Indemnity for Personality Contracts. Vendor agrees to indemnify and hold
harmless and defend TIPS, TIPS member(s), officers and employees, from and
against all claims and suits for damages, injuries to persons (including death),
property damages, losses, and expenses including court costs and attorney's fees
(collectively, "Damages") to the extent that the Damages result from a third party
claim directly resulting from Vendor's negligence in the preparation of a consumer
report under this Agreement; provided, however, that Vendor has no obligation to
indemnify TIPS, TIPS member(s), officers and employees to the extent that
Damages result directly or indirectly from the negligence or willful misconduct of
TIPS, any TIPS member(s), or officer or employee of TIPS or any TIPS member.

2. Indemnity for Performance Contracts. Vendor agrees to indemnify and hold
harmless and defend TIPS, TIPS member(s), officers and employees from and
against all claims and suits for damages, injuries to persons (including death),
property damages, losses, and expenses including court costs and attorney's fees
(collectively, "Damages") to the extent that the Damages result from a third party
claim directly resulting from Vendor's negligence in the preparation of a consumer
report under this Agreement; provided, however, that Vendor has no obligation to
indemnify TIPS, TIPS member(s), officers and employees to the extent that
Damages result directly or indirectly from the negligence or willful misconduct of
TIPS, any TIPS member(s), or officer or employee of TIPS or any TIPS member.
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The Interlocal Purchasing System (TIPS Cooperative)
Supplier Response

Bid Information Contact Information Ship to Information

Bid Creator Kim Thompson Coordinator Address Region VIII Education Address
of Office Operations Service Center

Email 4845 US Highway 271
Kim.Thompson@tips-usa.com North Contact

Phone (903) 575-2608 Pittsburg, TX 75686
Fax (866) 929-4402 Contact Kim Thompson, Department

Coordinator of Office Building
Bid Number 3111915 Operations
Title Criminal Background and Floor/Room

Fingerprinting Services Department Telephone
Bid Type RFP Building Fax
Issue Date 09/01/2015 Email
Close Date 10/9/2015 3:00:00 PM CT Floor/Room
Need by Date Telephone +1 (866) 839-8477

Fax +1 (866) 839-8472
Email bids@tips-usa.com

Supplier Information

Company Castle Branch Inc.
Address 1844 Sir Tyler Drive

Wilmington, NC 28405
Contact
Department
Building
Floor/Room
Telephone 1 (888) 723-4263
Fax
Email rfp@castlebranch.com
Submitted 10/9/2015 12:17:40 PM CT
Total $0.00

Signature Lauren Henderson Email rfp@castlebranch.com

Supplier Notes

Castle Branch Inc., dba CertifiedBackground, is pleased to present our response to the TIPS RFP for Criminal Background
and Fingerprinting Services. Please don't hesitate to contact us for any additional information or clarification. As a current
provider to TIPS and TIPS members, we look forward to continuing our rewarding partnership.

Bid Notes

Bid Activities

Bid Messages



3111915 - Page 2 of 5

Please review the following and respond where necessary
# Name Note Response

1 Yes - No Disadvantaged/Minority/Women Business Enterprise - No
D/M/WBE (Required by some participating governmental
entities) Vendor certifies that their firm is a D/M/WBE?
Vendor must upload proof of certification to the ”Response
Attachments” D/M/WBE CERTIFICATES section.

2 Yes - No Highly Underutilized Business - HUB (Required by some No
participating governmental entities) Vendor certifies that
their firm is a HUB? Vendor must upload proof of
certification to the ”Response Attachments” HUB
CERTIFICATES section.

3 Yes - No The Vendor can provide services and/or products to all 50 Yes
US States?

4 States Served: If answer is NO to question #3, please list which states can
be served. (Example: AR, OK, TX)

5 Company and/or Product Description: This information will appear on the TIPS website in the Background Screening, Drug
company profile section, if awarded a TIPS contract. (Limit Testing, Fingerprinting, I-9 and
750 characters.) E-Verify, Compliance Management

and Document Management
Solutions

6 Primary Contact Name Primary Contact Name Katie Giacalone

7 Primary Contact Title Primary Contact Title Director of Sales

8 Primary Contact Email Primary Contact Email rfp@castlebranch.com

9 Primary Contact Phone Enter 10 digit phone number. (No dashes or extensions) 8887234263

10 Primary Contact Fax Enter 10 digit phone number. (No dashes or extensions) 9107721528

11 Primary Contact Mobile Enter 10 digit phone number. (No dashes or extensions)

12 Secondary Contact Name Secondary Contact Name Peter Vogt

13 Secondary Contact Title Secondary Contact Title Legal Services Division Manager

14 Secondary Contact Email Secondary Contact Email pjvogt@castlebranch.com

15 Secondary Contact Phone Enter 10 digit phone number. (No dashes or extensions) 8887234263

16 Secondary Contact Fax Enter 10 digit phone number. (No dashes or extensions)

17 Secondary Contact Mobile Enter 10 digit phone number. (No dashes or extensions)

18 Admin Fee Contact Name Admin Fee Contact Name. This person is responsible for Darcy Barlow
paying the admin fee to TIPS.

19 Admin Fee Contact Email Admin Fee Contact Email djlittl@castlebranch.com

20 Admin Fee Contact Phone Enter 10 digit phone number. (No dashes or extensions) 8887234263

21 Purchase Order Contact Name Purchase Order Contact Name. This person is responsible Darcy Barlow
for receiving Purchase Orders from TIPS.

22 Purchase Order Contact Email Purchase Order Contact Email djlittl@castlebranch.com

23 Purchase Order Contact Phone Enter 10 digit phone number. (No dashes or extensions) 8887234263
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24 Company Website Company Website (Format - www.company.com)

25 Federal ID Number: Federal ID Number also known as the Employer 56-2169613
Identification Number. (Format - 12-3456789)

26 Primary Address Primary Address 1844 Sir Tyler Drive

27 Primary Address City Primary Address City Wilmington

28 Primary Address State Primary Address State (2 Digit Abbreviation) NC

29 Primary Address Zip Primary Address Zip 28405

30 Search Words: Please list search words to be posted in the TIPS Employee, Applicant, Volunteer,
database about your company that TIPS website users Criminal Background Screening,
might search. Words may be product names, Criminal History Check, Student
manufacturers, or other words associated with the Screening Services, Immunization
category of award. YOU MAY NOT LIST Tracker, Document Manager,
NON-CATEGORY ITEMS. (Limit 500 words) (Format: Student Background Screening,
product, paper, construction, manufacturer name, etc.) LiveScan, Social Security Number,

Address History, Motor Vehicle
Report, County Criminal, State
Criminal, Federal Criminal,
Fingerprinting, Nationwide Criminal,
Sex Offender, Credit Checks, Drug
and Alcohol Testing, DOT, Military
Verification, Employment
Verification, Education Verification,
Colleges and Universities, Human
Resources, Housing Authorities,
City/County/State Government
Background Screening, Top
Background Screening companies,
iPhone App, Healthcare Screening,
Teacher Screening, Background
Check

31 Yes - No Do you wish to be eligible to participate in a TIPS contract Yes
in which a TIPS member utilizes federal funds on contracts
exceeding $100,000? (Non-Construction) (If YES, vendor
should download the Federal Regulations for
Contracts document from the Attachments section, fill out
the form and submit the document in the ”Response
Attachments” FEDERAL FUNDS section.) (Vendor must
also download the Suspension or Debarment Certificate
document from the Attachments section, fill out the form
and submit the document in the ”Response Attachments”
SUSPENSION OR DEBARMENT section.)

32 Yes - No Certification of Residency (Required by the State of No
Texas) Company submitting bid is a Texas resident
bidder?

33 Company Residence (City) Vendor's principal place of business is in the city of? Wilmington

34 Company Residence (State) Vendor's principal place of business is in the state of? NC

35 Felony Conviction Notice: (Required by the State of Texas) My firm is, as outlined on (No Response Required)
PAGE 5 in the Instructions to Bidders document:
(Questions 36 - 37)

36 Yes - No A publicly held corporation; therefore, this reporting No
requirement is not applicable?
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37 Yes - No Is owned or operated by individual(s) who has/have been No
convicted of a felony? If answer is YES, a detailed
explanation of the name(s) and conviction(s) must be
uploaded to the ”Response Attachments” FELONY
CONVICTION section.

38 Pricing Information: Pricing information section. (Questions 39 - 42) (No Response Required)

39 Yes - No In addition to the typical unit pricing furnished herein, the Yes
Vendor agrees to furnish all current and future products at
prices that are proportionate to Dealer Pricing. If answer is
NO, include a statement detailing how pricing for TIPS
participants would be calculated in the PRICING document
that is uploaded to the ”Response Attachments” PRICING
section.

40 Yes - No Pricing submitted includes the TIPS administration fee? Yes

41 Yes - No Vendor agrees to remit to TIPS the required administration Yes
fee?

42 Yes - No Additional discounts to TIPS members for bulk quantities Yes
or scope of work?

43 Start Time Average start time after receipt of customer order is ____ 0
working days?

44 Years Experience Company years experience in this category? 18

45 Resellers: Does the vendor have resellers that it will name under this No
contract? (If applicable, vendor should download the
Reseller/Dealers spreadsheet from the Attachments
section, fill out the form and submit the document in the
”Response Attachments” RESELLERS section.

46 Prices are guaranteed for? (___Month(s), ___ Year(s), or Term of Contract) (Standard Term of Contract
term is ”Term of Contract”)
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Line Items

Response Total: $0.00













FELONY CONVICTION NOTICE

“A� p�e�r�s�o�n� o�r� b�u�s�i�n�e�s�s� e�n�t�i�t�y� t�h�a�t� e�n�t�e�r�s� i�n�t�o� a� c�o�n�t�r�a�c�t� w�i�t�h� a� s�c�h�o�o�l� d�i�s�t�r�i�c�t� m�u�s�t� 
 g�i�v�e� a�d�v�a�n�c�e� n�o�t�i�c�e� t�o� t�h�e� d�i�s�t�r�i�c�t� i�f� t�h�e� p�e�r�s�o�n� o�r� a�n� o�w�n�e�r� o�r� o�p�e�r�a�t�o�r� o�f� t�h�e� 
 b�u�s�i�n�e�s�s� e�n�t�i�t�y� h�a�s� b�e�e�n� c�o�n�v�i�c�t�e�d� o�f� a� f�e�l�o�n�y�.� Th�e� n�o�t�i�c�e� m�u�s�t� i�n�c�l�u�d�e� a� g�e�n�e�r�a�l� 
 d�e�s�c�r�i�p�t�i�o�n� o�f� t�h�e� c�o�n�d�u�c�t� r�e�s�u�l�t�i�n�g� i�n� t�h�e� c�o�n�v�i�c�t�i�o�n� o�f� a� f�e�l�o�n�y�.� A� s�c�h�o�o�l� d�i�s�t�r�i�c�t� 
 m�a�y� t�e�r�m�i�n�a�t�e� a� c�o�n�t�r�a�c�t� w�i�t�h� a� p�e�r�s�o�n� o�r� b�u�s�i�n�e�s�s� e�n�t�i�t�y� i�f� t�h�e� d�i�s�t�r�i�c�t� d�e�t�e�r�m�i�n�e�s�
 t�h�a�t� t�h�e� p�e�r�s�o�n� o�r� b�u�s�i�n�e�s�s� e�n�t�i�t�y� f�a�i�l�e�d� t�o� g�i�v�e� n�o�t�i�c�e� a�s� r�e�q�u�i�r�e�d� o�r� 
 m�i�s�r�e�p�r�e�s�e�n�t�e�d� t�h�e� c�o�n�d�u�c�t� r�e�s�u�l�t�i�n�g� i�n� t�h�e� c�o�n�v�i�c�t�i�o�n�.� Th�e� d�i�s�t�r�i�c�t� m�u�s�t� 
 c�o�m�p�e�n�s�a�t�e� t�h�e� p�e�r�s�o�n� o�r� b�u�s�i�n�e�s�s� e�n�t�i�t�y� f�o�r� s�e�r�v�i�c�e�s� p�e�r�f�o�r�m�e�d� b�e�f�o�r�e� t�h�e� 
 t�e�r�m�i�n�a�t�i�o�n� o�f� t�h�e� c�o�n�t�r�a�c�t�.�” Th�i�s� n�o�t�i�c�e� i�s� n�o�t� r�e�q�u�i�r�e�d� o�f� a� p�u�b�l�i�c�l�y� h�e�l�d� 
 c�o�r�p�o�r�a�t�i�o�n�.� Te�x�a�s� Ed�u�c�a�t�i�o�n� Co�d�e� § 4�4�.�0�3�4�.� 

Castle Branch Inc. acknowledges, and will comply with, the above.
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References

** Must have at least 3 References. References must be School, City, County, University, State Agency or Other Government.

Organization City State Contact Name Contact Phone

Baker College Flint MI Deanna Brandon 810-766-2158

Town of Leland Leland NC Christa Dees 910-332-4648

Johnston Community College Smithfield NC Jeremy Waters 919-209-2536



WARRANTY INFORMATION
Warranty Conditions / Quality Control Measures:

Castle Branch Inc. delivers SaaS (Software as a Service), thus, the corporate warranty / quality 
assurance is not on hardware or software, rather on screening results and vendor authentication. 
Quality assurance is measured at the corporate level as well as at the vendor level. The ability to 
stand behind the corporate products id dependent upon:

• Supplier Data
• Internal staff performance
• Client Training
• Security Polices

Supplier Data:
To certify accuracy, polices are in place that guide the process of selecting and discontinuing a 
relationship with any vendor unable to produce reliable information. If, for any reason, a relied 
upon source constantly returns inaccurate information, we take immediate action to locate and vet 
a new source for that data.

Our quality assurance department continuously investigates the best sources available to uncover 
our search data. If a better source is discovered, Castle Branch Inc. will take every step necessary to 
utilize the new source. Each new source is tested for accuracy and checked for regulatory 
compliance before implementation. Sources are also tested regularly throughout their use to ensure
continued accuracy and compliance.

Internal Staff Performance:
Castle Branch Inc.'s quality assurance department continuously audits all staff conducting 
employment screening searches to ensure accuracy and regulatory compliance. 

All new employees are subject to a 100 percent audit rate during their first 90 days of employment. 
Once completed, the audit percentage gradually decreases based on the complexity of an 
employee's research area and his or her individual performance. However, all employees must, at all
times, maintain at least a 98 percent accuracy rate. All orders with records, including felonies and 
misdemeanors, as well as duplicate orders, NC Audits and rechecks, are audited to ensure accuracy.

In accordance with company policy, any employee who fails to maintain a 98 percent accuracy rate 
within a set production period receives an informal action and counseling. If the employee's 
performance does not improve to meet the minimum requirements during the informal action 
period, counseling will be elevated to a formal action. Formal action subjects the employee to a full 
audit of his or her work and necessitates additional training. If the employee fails to meet his or her
quality or production measurements for two consecutive weeks or within one month, the elevation 
will result in termination.  



Castle Branch Inc. has detailed search procedures in place to ensure compliance with the Fair Credit
Reporting Act (FCRA). After researchers complete the initial background screening search, our 
quality assurance specialists review all data to ensure accuracy and compliance with FCRA rules 
and regulations. Castle Branch Inc. only collects applicant data necessary to provide the requested 
services, and such data is only processed with the applicant's knowledge and authorization. 

Further, Castle Branch Inc.'s operational management team and several employees within the 
department have received their basic and advanced certification credentials through the FCRA 
compliance program. 

In 2014, our training and quality assurance efforts resulted in a 99.94 percent accuracy rate for all 
returned background screening data. 

Client Training:
Castle Branch Inc. will supply TIPS/TAPS members with multiple training options for as many users
as necessary. We will also conduct Train the Trainer sessions so that department administrators may
train their own staff.

Training sessions consist of webinars and recorded demos that allow clients to see the Castle Branch
Inc. applicant and client-based websites in use. Authorized system users are provided 
documentation containing screenshots, step-by-step data entry instructions, the most up-to-date 
information regarding FCRA regulations as well as all notification and release forms to initiate a 
background screening order.

A standard training session is one-to-two hours. During training, our staff will:
• Provide online demonstrations on how to process an order, view returns and create 

management reports
• Explain the purpose of My Library and how to access important documents, including 

FCRA and state regulations housed there
• Provide all written user documentation
• Demonstrate how to create standard and ad hoc reports
• Define data elements necessary for custom reports 
• Review FCRA regulations related to the consumer reporting industry

Upon the completion of training and after the system is in full use, this team is still available to 
answer any questions, assist with processing an order, creating additional users, conduct refresher 
or new hire training and keep you up-to-date on any state or federal changes. 

Additionally, Castle Branch Inc. will provide useful articles, documents, forms and instructions. 
These documents are available online 24 hours a day, seven days a week and contain information 
pertaining to state and FCRA regulations, the definitions of commonly used abbreviations and 
more.

Security Policies:
As an accredited member of the National Association of Professional Background Screeners 
(NAPBS), Castle Branch Inc. takes the protection of consumer information extremely seriously. To 
protect this information, we have taken the following steps:



System Security 
Castle Branch Inc.'s fully web-based systems are protected by cutting edge security software. As 
a member of AmbironTrustWave's TrustKeeper Remote Compliance Program, Castle Branch's 
systems are scanned monthly for any security vulnerabilities. Any reported security issues are 
immediately remedied by IT department staff and all systems are re-scanned. Castle Branch Inc.
also has firewall protected web servers on a perimeter network (DMZ). All information coming 
into, sent out of or stored on Castle Branch Inc. systems is encrypted using TLS (Transportation 
Layer Security), a secure form of http communication. Castle Branch Inc. uses Thawte SSL 
Certificates that offer industry-leading 128-bit encryption for supported browsers. Industry 
standard firewalls are in place to further ensure unauthorized users cannot access protected 
information.

To prevent unauthorized use, unique usernames and alphanumeric passwords are required to 
access all internal and client-facing systems. A security symbol (a padlock or key) displays in the
browser window indicating the information is secure. Additionally, AP automatically signs out a 
user after one hour of inactivity to ensure only authorized users are accessing the system. AP 
users are assigned varying permission levels of access to protect confidential information. 

Personal credit data is not stored on our web server. 

Physical Site Security
Exterior doors at Castle Branch Inc. are equipped with card-scanning, numerical and keyed 
locks, barring access to the building by anyone without proper authorization. An alarm system 
provides an additional layer of security. Only select members of upper management possess the 
alarm system's deactivation code. Access to Castle Branch Inc. work areas within the building 
are restricted by doors equipped with locks requiring either multi-digit numerical codes or 
electronically-scanned security cards. Numerical codes are changed at least monthly and as 
needed. Furthermore, security cameras linked to a CCTV system are positioned at all exterior 
entrances and in sensitive internal areas (e.g., the network server rooms). 

Personnel Security 
All Castle Branch Inc. employees undergo extensive background checks at the time of hire, 
receive training in Fair Credit Reporting Act (FCRA), federal and state regulations and sign a 
legally binding agreement stating they will use research tools only in compliance with all 
applicable laws. To further ensure security, only those individuals whose job duties require 
access to personally identifiable information (PII) can view this data. Access to networks 
containing PII is username/password protected, and all employee network activities are 
monitored and logged.  

Applicant Information Security
Castle Branch Inc. only collects applicant information necessary to provide requested services. 
Personal information, including personally identifiable information (PII), is processed only with 
the applicant's knowledge and authorization. This information is protected from unauthorized 
or accidental disclosure and is seen only by those persons designated to perform the search as 
authorized by the applicant. In an effort to help minimize risk, personally identifiable 
information is removed from reports whenever possible. Castle Branch Inc. does not use any 
applicant information to compile mailing lists for sales or other purposes, nor is any applicant or
client information made available to any outside parties without written consent.



Castle Branch Inc. takes the protection of data collected during the background screening 
process extremely seriously and takes every effort to protect the data. Castle Branch Inc. abides 
by the rules and regulations set forth by the FCRA and NAPBS. Specifically, we take the 
following steps to ensure the confidentiality of PII:

• All of our employees complete in-depth training programs on federal guidelines 
regarding PII and how to handle PII while completing their work functions 

• Access to areas of our systems containing PII is granted on an as-needed basis and is 
monitored for compliance

• Employees are prohibited from discussing, sharing and disseminating any PII outside 
performance of normal business functions

• Upon termination of employment, login credentials are immediately revoked, preventing
external, unauthorized access

• PII is only saved on encrypted, safe locations on an internal server
• Hard copy paperwork containing PII must be contained in locked storage boxes within 

our secure headquarters or placed in one of several locked “Shred-it” boxes
• PII is removed from reports whenever possible

Castle Branch Inc. is dedicated to protecting consumers' PII and has never had a breach in our 
company's history. 
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