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CONTRACT BID 01813
APPENDIX B
SPECIAL TERMS AND CONDITIONS

1. relocation assignment

The hiring agency will contact the carrier ranked as #1 for the region based on the origin location of the move assignment.  Contact by agency may start with a phone call, but the move will not be considered assigned to the carrier until the carrier receives, in writing (by email or FAX or by mail) the move details.  The hiring agency will provide a tracking number (field order, purchase order, or requisition number), invoicing information, and (if a household goods move) a copy of the A33 relocation authorization form that contains pertinent shipper information.  The carrier will not accept a relocation assignment directly from a shipper or a relocation assignment given by telephone.  Only customer staff, with the designated authority to assign a move, may be allowed to submit relocation requests.  If there is any question as to whether or not a move request has been submitted properly, the carrier shall contact the hiring agency directly for clarification.  Shippers being relocated under the terms of the contract may NOT assign their move directly through the carrier.

A carrier accepting a relocation assignment without the appropriate documentation and assigned hiring agency tracking number may not receive payment for services rendered.  If this situation repeats itself, the carrier may be removed from the contract.  A carrier may turn down a household relocation based on a full schedule.  However, if a carrier turns down three (3) consecutive move requests the carrier may be removed from the contract. Hiring agencies will be encouraged to share this information with the contract administrator. 
2. ESTIMATES

The carrier is to provide the hiring agency, two (2) business days after the site visit a non-binding estimate as defined in WUTC Tariff 15C and subsequent issues thereof.  There will be no charge for the site visit or for providing a cost estimate regardless of the type of relocation, intra or local.

3. Inventory Sheets

Inventory sheets will be completed on all intra relocations at no additional cost for time preparation.  A hiring agency may request inventory sheets be completed on local household relocations.  
4.  CANCELLATION FEE

Should the hiring agency or a shipper elect to cancel a scheduled relocation within twenty-four (24) hours of the arranged pack/load date, the carrier may invoice the hiring agency a cancellation fee of $75.00 plus materials that have been supplied and utilized.

5. Customer responsibilities

The hiring agency and its shipper have responsibilities and restrictions they are liable for, such as:

· Hiring agency is responsible for assigning a tracking number prior to contacting the carrier to assign relocation 

· Hiring agency is responsible for assigning the relocation directly to the carrier.

· Hiring agency is responsible for audit of the invoicing documents prior to submitting payment to the carrier.  The level of the audit is at the hiring agency’s discretion.  
· Hiring agency is liable for notifying the carrier in writing or by email of a disputed invoice.  The carrier has 15 calendar days to respond to the disputed notice by issuing a correct invoice or by providing documentation that substantiates the original charges.

· Hiring agency is liable for processing payment in full within 30-calendar days from receipt of an accurate invoice; failure to do so may result in a late-penalty invoice of 1% per the accrued unpaid balance.
· The shipper (employee in a household goods move) is liable for reading and understanding Moving Guidelines as posted at DES’ website. (The carrier is encouraged to become familiar with the states regulations and restrictions.  Failure to do so may result in the carrier performing services for non-payment).

· The shipper is liable for selecting either a state assigned move (subject to the terms & conditions of this contract) or a self-move.  A Self-move is where the shipper may hire a carrier directly, or rent moving equipment (such as Budget, U-Haul etc.) pay directly the costs not associated with the terms, conditions or pricing of this contract and then seek reimbursement from the hiring agency. 

· The shipper is liable for signing the appropriate documentation and for noting any discrepancies on the inventory sheets.

· If the shipper is contesting carrier charges, the shipper is responsible to place their concerns in writing and submit them directly to the hiring agency.  The hiring agency will notify the carrier of the shippers concerns.  The carrier will have 15 calendar days to respond in writing.

· The shipper is liable for the transportation of their auto, live plants and animals.  They may ask the carrier to provide this type of service.  If the carrier agrees, the shipment will be as a COD with payment directly from the shipper to the carrier.  The state will not provide payment for unauthorized shipments.

6. discount requirements

The carrier/company shall offer a bottom line discount for household good shipments. The discounts for moves less than fifty five miles, and for moves more than fifty five miles may vary.  The discount level accepted will be a bottom line discount regardless of size or services and products provided for that move.  Bottom line discounts will not apply on requested insurance valuations in excess of the listed in the Tariff.  Bottom line discounts will apply on all other charges.
7. valuation

Insurance valuation for Household goods moves shall be based on replacement cost coverage with no deductible to provide full value replacement coverage for the customer and a maximum carrier liability up to the declared value (not to exceed $75,000.) or $5.00 times the net weight of the shipment, whichever is greater; at no additional cost to the state.

 The carrier shall provided additional requested insurance for a higher dollar limit, as set by the hiring agency, for high intrinsic valued items.  The cost of such shall be a pass-through cost with a copy of the carrier charges submitted for payment of such.
8. Invoice requirements

Local relocation invoices are to be submitted directly to the hiring agency.  Invoice information must include the Contract number, the hiring agency assigned tracking number, mileage from origin to destination, total number of hours, number of crew, (per day if multiple days), additional service costs rendered, subtotal of costs, separate line item indicating discount amount, and total cost.

Intrastate relocations invoices are to be submitted directly to the hiring agency.  Invoice information must include the Contract number, the hiring agency assigned tracking number, Subtotal of costs, separate line item indicating discount amount and total cost.  Bill of lading, Accessorial sheets, Inventory, Certified Weigh Scale Slips, any 3rd party receipts, a copy of the estimate.

All invoicing and documentation supporting such must come from the awarded carrier.  Invoice documents will not be submitted from a subcontractor or affiliated company.  Inaccurate invoices or inadequate documentation will result in payment being suspended and the carrier notified in writing requesting a corrected invoice.  

9. payment terms

The carrier should invoice the hiring agency within thirty (30)-calendar days from the relocation services.  If a relocation is broken into phases (example: household goods move transported from origin into SIT would be phase 1, then for additional SIT days on a monthly basis or up to a maximum of 179 additional days would be phase 2, or for additional SIT days less up to 59 day and cartage there from would be phase).  Documentation must support each invoice submitted.  Please note that the state’s fiscal/biennial appropriation period expires on June 30th of each calendar year.  An agency may need to have the carrier expedite invoices during this week so they may process payment no later than July 31st.  As some relocation schedules cross this specific time period, an agency may need to assign a different tracking number to the carrier in order to secure payment for the services rendered.  A change of agency tracking numbers shall not result in extra charges to the hiring agency, as the goal is to ensure the carrier receives payment in full for services rendered.

10. customer service surveys/carrier report cards

The carrier must provide the shipper or hiring agency a hard copy or an e-mailed version of a carrier report card.  The shipper or hiring agency shall submit copies of the report cards to DES upon request.  

11. premises damage

The carrier is fully responsible for any damages at origin or destination to the premises incurred during the relocation as a result of carrier negligence.  Carrier will take appropriate measures to protect the entranceways, corners, walls, stairwells, elevators and grounds.

12. Scheduling Moves

Once contacted by an authorized hiring agency, the carrier will contact the shipper or designated contact person within two (2) business days to schedule a site visit, meeting both parties’ schedules to obtain information required for cost estimates.

13.  Estimates

Cost/weight estimates will be presented in writing within two (2) business days after the actual date of the site visit; to the shipper’s hiring agency via e-mail or FAX.

15. Pack/load dates

Pack/load dates will be reserved in the carrier’s schedule within two (2)-business days after the cost estimate has been completed based on the requested move date excluding weekends and state holidays; (unless selected for carrier convenience where standard rates will apply) regardless of the size of the load.

16. Window of delivery

Regardless of load size or time of season, the window of delivery will not exceed two (2)-business days from the day the load leaves the origin site, excluding weekends and state holidays (unless selected for carrier convenience where standard rates will apply), and or requests for SIT.

17. State funded allotments

A hiring agency may impose limits less than the maximum allotments.  If they do, the imposed allotment responsibility is between the hiring agency and the shipper.  The hiring agency is liable for payment to the carrier in full and seeking reimbursement from the shipper for costs in excess of the imposed allotments.  The ONE exception is when shippers’ goods are transferred from SIT to permanent storage, in which the hiring agency is NOT responsible for any costs including delivery associated with permanent storage.  Maximum allotments include:

· 16,000 pound shipment and reasonable packing material for such.

· SIT for ninety (90) calendar days

· Cartage from SIT within 180-calendar days starting on the 1st day of SIT.

· One extra stop at origin or destination within a 35-mile radius of origin or destination.

· Disassembly & re-assembly of indoor household items.

· Reasonable unpacking services (typically limited to crates, mattresses, pictures, and mirrors)

· Crating services for slate top items, glass top items and household items that cannot be transported securely in standard packing material.

· Up to $75,000 valuation for household goods items

· Debris pickup (packing material only) on goods unpacked by shipper, scheduled within 30-calendar days of delivery.  The shipper must breakdown the cartons, placing them in an area protected from the weather.  The carrier has 30-calendar days after request to schedule pickup and will be allowed a maximum charge of two (2)-hours for truck & driver.

18. non-allowables - what may not be paid for from state funds

a. Animals and articles of sentimental or high intrinsic value (defined as an item where value exceeds $100.00 per pound).  The employee is to personally arrange for and pay the cost of transportation of items such as jewelry, ammunition, negotiable, and collectors’ items.
b. Excessive hobby material and equipment, farming equipment, classic automobiles, motorcycles, boats, airplanes, camping vehicles, and mobile homes which are not the primary residence of the employee, explosives and other dangerous goods, property liable to damage the mover’s equipment or other property, perishable foodstuffs subject to spoilage, building materials, fuel or other similar non-household articles
c. Wrecker services necessary to place a mobile home in position for over-the-road movement; tire failure, temporary carriage or the installation of a removable undercarriage; movement or replacement of outside fuel tanks; and any costs incurred to bring the mobile home up to safety requirements for over-the-road movement. 

d. Penalties imposed by a carrier, rental agency, or mover as a result of negligence by the employee.

e. Maid service or other third party convenience or services of a similar nature.
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