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Part 1; Information and Instructions to Bidders 
 
 

1. Services Being Procured:  This Invitation to Bid (“ITB”) from qualified bidders (“Bidder” or 
“Bidders”) by the City of Atlanta (“City”), on behalf of its Department of Aviation (“DOA”), 
seeks to procure the following services (“Services”):  Airfield Repairs 2016  (“Project”).  A 
more detailed Scope of Services sought in this procurement is set forth in Exhibit E, Scope of 
Work and Technical Specifications, attached to the Services Agreement (“Services 
Agreement”); Contract No. FC-8751; Airfield Repairs 2016, included at Part 2 of this ITB. 1 

 
2. Method of Source Selection:  This procurement is being conducted in accordance with all 

applicable provisions of the City of Atlanta’s Code of Ordinances, including its Procurement 
and Real Estate Code, and the particular method of source selection for the Services sought 
in this ITB is Code Section 2-1188; Competitive sealed bidding.  By submitting a Bid 
concerning this procurement, a Bidder acknowledges that it is familiar with all laws 
applicable to this procurement, including, but not limited to, City’s Code of Ordinances and 
Charter, which laws are incorporated into this ITB by reference. 

 
3. Minimum Qualifications:    
 

3.1. A Joint Venture is not required. 
3.1.1. However, if the Bidder chooses to Joint Venture either each and every member 

of the Joint Venture or the Joint Venture as an entity must be qualified and 
licensed to operate in the business of General Contracting and submit a valid 
Georgia General Contractor’s License with its Bid. 

 
3.2. Each Bidder participating in this procurement must have and submit a valid Georgia 

Contractor’s License. 
 

3.3. Each Bidder must demonstrate and document experience working on active airfields 
at a major large hub airport similar to Hartsfield-Jackson Atlanta International 
Airport. 

 
3.4. The Bidder will use Form “J”, Experience Statement to document work experience.  

All Sub-Contractor work experience is to be documented using Form “B”, Essential 
Subcontractor Qualification Statement.  

 
3.5. Each Bidder is required to utilize one (1) of the pre-qualified Portland Cement 

Concrete Paving Contractors (PCCP) to accomplish the paving work associated with 
this Project.  This Procurement is being conducted in accordance with FC-8258. 
Failure to utilize a pre-qualified PCCP Contractor will deem the Bid non-responsive. 

1 All capitalized terms contained in the Services Agreement are incorporated into this ITB. 
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The approved pre-qualified Portland Cement Concrete Paving Repair Contractors are 
listed below:  

 
              Company Name Point of Contact Phone Fax 

GSC Atlanta, Inc. 
 

  Chuck Hucks, Jr. 770-487-2300 770-487-0005 

McCarthy Improvement 
Company 

Lawrence Bush 404.684.9064 404.761.4764 

Precision 2000, Inc.  Guiomar Obregon 770-455-6142 770-455-6120 
 

3.6. The electrical subcontractor must have and submit a valid Georgia Electrical 
Contractor’s License and should have demonstrated active airfield experience. The 
technical specifications, “SP-11 Personnel Qualifications” identify specific 
qualification requirements for individuals performing electrical work on the airfield. 
Resumes shall be submitted and approved prior to commencement of work. 

 
3.7. It is highly recommended that the pavement marking and striping subcontractor 

have active airfield experience specifically pavement marking and striping of 
runways and taxiways. The technical specifications “SP-11 Personnel Qualifications” 
identify specific qualification requirements for individuals performing markings and 
striping. Resumes shall be submitted and approved prior to commencement of 
work. 

 
3.8. It is highly recommended that the joint sealing subcontractor have active airfield 

experience specifically joint sealing of runways and taxiways. The technical 
specifications “SP-11 Personnel Qualifications” identify specific qualification 
requirements for individuals performing joint sealant work. Resumes shall be 
submitted and approved prior to commencement of work. 

 
4. No Offer by City; Firm Offer by Bidder:  This procurement does not constitute an offer by 

City to enter into a Services Agreement and cannot be accepted by any Bidder to form a 
Services Agreement.  This procurement is only an invitation for offers from interested 
Bidders and no offer shall bind City.  A Bidder’s offer is a firm offer and may not be 
withdrawn except under the rules specified in City’s Code of Ordinances and other applicable 
law. 

 
5. Bid Deadline:  To be considered Responsive and Responsible, a Bidder must complete and 

submit all required Bid submittals in accordance with the instructions contained in this ITB 
or on the individual form.  Accordingly, responses to this ITB must be received by City’s 
Department of Procurement, 55 Trinity Avenue, S.W., City Hall South, Suite 1900, Atlanta, 
Georgia 30303-0307, on Wednesday, March 23, 2016, no later than 2:00 p.m. EST (as 
verified by the Bureau of National Standards) each Bidder must submit one (1) Original, 

FC-8751: AIRFIELD REPAIRS 2016                                                 PAGE 2 OF 33      INFORMATION AND INSTRUCTIONS TO BIDDERS 
 



marked “Original”, and five (5) copies of its bid in three-ring binders.  The following 
submittals are required to be included in each bid: 
5.1. The following forms from Part 1: 

 
5.1.1. Form 1: Illegal Immigration Reform and Enforcement Act:  This ITB is subject to 

the Illegal Immigration Reform and Enforcement Act (“Act”).  Pursuant to Act, the 
Bidder must provide with its bid proof of its registration with and continuing and 
future participation in the E-Verify Program established by the United States 
Department of Homeland Security.  A completed Affidavit, set forth in Part 1; Form 
1; Illegal Immigration Reform and Enforcement Act Forms, must be submitted at 
the time of submission.  Under state law, the City cannot consider any bid which 
does not include completed forms. It is not the intent of this notice to provide 
detailed information or legal advice concerning the Act.  All Bidders intending to do 
business with the City are responsible for independently apprising themselves of 
and complying with the requirements of the Act and assessing its effect on City 
procurements and their participation in those procurements.  For additional 
information on the E-Verify program or to enroll in the program, go to: https://e-
verify.uscis.gov/enroll. 

 
5.1.2. Form 2: Contractor Disclosure Form; 
 
5.1.3. Form 3: Bid Bond; 
 
5.1.4. Form 4: (NOT APPLICABLE FOR THIS ITB); 
 
5.1.5. Form 5: Acknowledgement of Insurance and Bonding Requirements; 
 
5.1.6. Form 6.1: Certification of Insurance Ability; 

 
5.1.7. Form 6.2: Certification of Bonding Ability; 

 
5.1.8. Form 7: Acknowledgement of Addenda; 

 
5.1.9. Form 8: Bidder Contact Directory; 
 
5.1.10. Form 9: List of References; 
 
5.1.11. Georgia Contractor’s License and 
 
5.1.12. Georgia Electrical Contractor’s License 

 
5.2. The following forms from Exhibit “C”, Quantities, Pricing and Data: 

 
5.2.1. Form A. Schedule of Quantities and Prices; 
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5.2.2. Form A-1. Schedule of Unit and Lump Sum Prices; 

 
5.2.3. Form B. Essential Subcontractor Qualification Statement; 

 
5.2.4. Form C. Preliminary Contract Schedule; 
 
5.2.5. From D. Project Organization and Work Plan; 

 
5.2.6. Form E. Safety Program; 

 
5.2.7. Form F. Resumes of Key Personnel; 

 
5.2.8. Form G. Summary of QC Program; 

 
5.2.9. Form H. Work in Progress;  

 
5.2.10. Form I. Experience Statement. 

 
5.3. The following forms Part 2 of this ITB: 

 
5.3.1. Exhibit “D”;  OCIP Program Insurance Information Form (Pages 1 and 2); and 

 
5.3.2. Appendix A; EBO Forms 1 through 5 (attached to Services Agreement; Part 2 of 

ITB). 
 

6. Pre-Bid Conference:  It is strongly recommended that each Bidder attend the Pre- Bid 
Conference which is scheduled for Tuesday, March 1, 2016 at 2:00 P.M., at the H-JDP 
Technical Support Campus, 1255 South Loop Road, College Park, Georgia.  Each Bidder is 
responsible to be fully informed regarding all existing and expected conditions and 
matters which might affect the cost or the performance of the Services.  Any failure to 
fully investigate the requirements of this ITB shall not relieve any Bidder from the 
responsibility for estimating properly the difficulty or cost of successfully performing the 
Services being sought under this ITB.  
 

7. Bid Guarantee: 
 

7.1.  Each Bidder must furnish a Bid Guarantee in the amount of five percent (5%) of its Bid 
amount. At the option of the Bidder, the Bid Guaranty may also be a certified check 
payable to the City of Atlanta or a Bid Bond attached to this ITB as Form 3.  A surety 
executing a Bid Bond must meet the requirements set forth in Exhibit D; Insurance and 
Bonding Requirements and Exhibit A, General Conditions, GC-12 Performance and 
Payment Bonds attached to the Services Agreement included at Part 2 of this ITB. 
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7.2. Each Bidder agrees that, if it is awarded a Services Agreement (the form of which is 
attached to this ITB at Part 2 and must be fully executed and provided as a submittal in 
a Bidder’s Bid), it will, in addition to the executed Services Agreement, be required to 
submit additional documentation (e.g. insurance/bonds, etc.) after such award 
pursuant to notice provided by City.  If, within ten (10) days of receiving such notice, 
the successful Bidder fails to comply with that notice and submit additional requested 
documentation, City may retain the Bid Guarantee as liquidated damages and not as a 
penalty. 

 
8. Procurement Questions; Prohibited Contacts:  Any questions regarding this ITB should be 

submitted in writing to City’s contact person Mr. Sherif Yassin, Contracting Officer, 
Department of Procurement, 55 Trinity Avenue, SW, Suite 1900, Atlanta, Georgia 30303-
0307, by fax (404) 658-7705 or e-mail syassin@Atlantaga.gov on or before Friday, March 
04, 2016.  Questions received after the designated period will not be considered.  Any 
response made by City will be provided in writing to all Bidders by addendum.  It is the 
responsibility of each Bidder to obtain a copy of any Addendum issued for this procurement 
by monitoring the City’ website at www.atlantaga.gov and its Department of Procurement’s 
Plan Room which is open during posted business hours, Suite 1900,  55 Trinity Avenue, S.W., 
City Hall South, Atlanta, Georgia 30303.  No Bidder may rely on any verbal response to any 
question submitted concerning this ITB.  All Bidders and representatives of any Bidder are 
strictly prohibited from contacting any other City employees or any third-party 
representatives of City on any matter having to do with this ITB.  All communications by 
any Bidder concerning this ITB must be made to the City’s contact person, or any other City 
representatives designated by the Chief Procurement Officer in writing. 

 
9. Ownership of Bids:  Each Bid submitted to City will become the property of City, without 

compensation to a Bidder, for City’s use, in its discretion. 
 
10. Insurance and/or Bonding Requirements:  The Insurance and/or bonding requirements for 

any Services Agreement that may be awarded pursuant to this ITB are set forth in Exhibit 
“D”; Insurance and Bonding Requirements and Exhibit A, General Conditions, GC-12 
Performance and Payment Bonds attached to the Services Agreement included at Part 2 of 
this ITB. 

 
11. Applicable City OCC Programs:  City’s OCC Programs applicable to this procurement are set 

forth in Appendix “A”; Office of Contract Compliance Submittals, attached to the Services 
Agreement included at Part 2 of this ITB. 

 
12. Evaluation of Financial Information:  This ITB requires the provision of a Performance Bond 

and Payment Bond if a Services Agreement is awarded, attached as Exhibit D-1, 
Performance Bond and Payment Bond. In connection with that requirement, City will review 
the information included in Form 6.1 & 6.2; Certification of Insurance Ability and/or 
Certification of Bonding Ability.  A Bidder must include with that form (a) notarized letter(s) 
from its proposed insurer(s) and surety(ies) indicating that the financial capacity of the 
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Bidder is such that the insurer(s)/surety(ies) is/are willing to issue insurance and Payment 
and Performance Bonds for the Bidder if a Services Agreement is awarded to it. 

13. Special Rules Applicable to Evaluation of Bids: 
 

13.1. All extensions of the unit prices shown and the subsequent addition of extended 
amounts included in a Bid may be verified by City.  In the event of a discrepancy 
between the unit price bid and the extension, the unit price will be deemed intended 
by the Bidder and the extension shall be adjusted. In the event of a discrepancy 
between the sum of the extended amounts and the Bid total, the sum of the extended 
amounts shall govern. 

 
13.2. A Bidder may be required to submit, in writing, the addresses of any proposed 

subcontractors or equipment manufacturers listed on the Bid, and to submit other 
material information relative to proposed subcontractors or equipment 
manufacturers. City reserves the right to disapprove any proposed subcontractors or 
equipment manufacturers who’s technical or financial ability or resources or whose 
experience is deemed inadequate. 

 
13.3. City reserves the right to reject any Bid in which the prices appear to be unbalanced.  

Where only a single responsible and responsive Bid is received, City may, in its sole 
discretion, elect to conduct a price or cost analysis of the Bid.  Such Bidder shall 
cooperate with City and provide any supplemental information that may be required.  
The determination whether to enter into a Services Agreement with such sole Bidder 
is entirely within City’s discretion and not dependent upon the performance of a price 
or cost analysis. 

 
13.4. Each Bidder’s Bid must affirmatively state within it that the prices contained in it, as 

well as its total Bid amount(s), are valid for a period of ninety (90) days from the date 
of the Bid deadline.  

 
14. Examination of Bid Documents: 

14.1. Each Bidder is responsible for examining with appropriate care this ITB and associated 
Bid Documents and all Addenda, and for informing itself with respect to all conditions 
which might in any way affect the cost or the performance of any Services. Failure to 
do so will be at the sole risk of the Bidder, who is deemed to have included all costs 
for performance of the Services in its Bid. 

 
14.2.  Each Bidder shall promptly notify City in writing should it find discrepancies, errors, 

ambiguities or omissions in the ITB and associated Bid Documents, or should their 
intent or meaning appear unclear or ambiguous, or should any other question arise 
relative to the ITB and associated Bid Documents. 
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14.3. City may, by addendum, modify any provision or part of this ITB or associated Bid 
Documents at any time prior to the Bid due date and time. The Bidder may not rely on 
oral clarifications/representations/instructions to the ITB or associated Bid Documents 
unless they are confirmed in writing by City in an issued addendum. 

 
14.4. Each Bidder must confirm addenda have been received and acknowledge receipt by 

executing Form 7: Acknowledgment of Addenda attached to this ITB. 
 

15.  Cancellation of Solicitation: This solicitation may be cancelled in accordance to the City of 
Atlanta Code of Ordinances. 
 

16. Escrow Bid Documents: 
 

16.1. Within ten (10) calendar days after the CITY issues its Notice of Intent to Award a 
Contract, the winning Bidder shall submit one true copy of all documents used in 
preparation of its Bid (including subcontractors’ documents, if applicable) to the CITY 
to be held in the CITY’s secured vault located within the Department of Procurement 
(“escrow”) for the duration of the Contract. This collection of documents shall be 
referred to as the “Escrow Bid Documents.” 
 

16.2. If a Bid is based on subcontracting any part of the Work, the winning Bidder shall also 
submit Escrow Bid Documents for each subcontractor whose total subcontract price 
exceeds five percent (5%) or Five Hundred Thousand ($500,000) Dollars, whichever is 
less, of the total Contract price proposed by the winning Bidder.  Such documents 
must be filed in the same manner and at the same time as the winning Bidder’s 
Escrow Bid Documents. 

 
16.3. The winning Bidder may submit Escrow Bid Documents in its usual cost-estimating 

format. The requirement to submit Escrow Bid Documents is not intended to cause 
the Bidder extra work during the preparation of its Bid.  The Escrow Bid Documents 
shall be in English. 

 
16.4. An Escrow Bid Documents Certificate (“Certificate”) must accompany the Escrow Bid 

Documents at the time they are placed in escrow.  The Certificate must be signed by 
an individual authorized by the Bidder to execute the bid proposal who must 
represent and warrant (1) that the material in the Escrow Bid Documents constitutes 
all the documents used in preparation of the Bid, (2) that he or she has personally 
examined the contents of the Escrow Bid Documents container, (3) that the 
documents in the container are accurate and complete, and (4) that no other Bid 
preparation information shall be considered in resolving disputes. 

 
16.5. The CITY acknowledges that the Escrow Bid Documents may contain information that 

the winning Bidder, or its subcontractor(s), considers “trade secret,” as that term is 
defined in O.C.G.A. § 10-1-761.  Information provided to the City is subject to 
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disclosure under the Georgia Open Records Act.  Pursuant to O.C.G.A. § 50-18-
72(a)(34), “[a]n entity submitting records containing trade secrets that wishes to 
keep such records confidential under this paragraph shall submit and attach to the 
records an affidavit affirmatively declaring that specific information in the records 
constitute trade secrets pursuant to Article 27 of Chapter 1 of Title 10 [O.C.G.A. § 10-
1-760 et seq.].” 

 
16.6. Additional information regarding the Escrow Bid Documents (e.g. use, examination, 

ownership) may be found in the General Conditions attached to and incorporated 
into the form of Construction Contract included herewith. 

 
17. Submission of Bids: 
 

17.1. Bids must be submitted according to the requirements of this ITB. All blank spaces 
must be typed or hand written in black ink. All dollar amounts must be BOTH in writing 
and figures. Written prices prevail over typed prices in the event of a discrepancy. All 
corrections to any entry must be lined out and initialed by the Bidder. Do not use 
correction tapes or fluids. 

 
17.2. Bids shall be signed by hand by a principal of the Bidder with the authority to enter 

into a Contract with the City.  Joint Ventures or partnerships must designate one joint 
venture/partner to represent the joint venture/partnership in submitting and 
executing a Bid.  Each Bidder is responsible for the preparation of its Bid and for the 
costs of preparing and submitting them. 

 
17.3. Bids will be opened on Wednesday, March 23, 2016 at 2:00 P.M. in the Department of 

Procurement’s Bid Conference Room, Suite 1900, 55 Trinity Avenue, S. W., City Hall 
South, Atlanta, Georgia. 

 
17.4. Bids must be sealed and clearly marked identifying the following information on the 

front of the package: 
 

17.4.1. Bidder's Name/Company Name and Address. 
 

17.4.2. Bidder’s Georgia Contractor’s License Number 
 
17.4.3. Bidder’s Federal Work Authorization User Identification Number 
 
17.4.4. Addressed to: 
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    Adam L. Smith, Esq., CPPO, CPPB, CPPM, CPP, CIPC, CISCC,         
                                                     CIGPM, CPPC 

  Chief Procurement Officer 
  Department of Procurement 
  City of Atlanta  
  55 Trinity Avenue, Suite 1900 

     City Hall South 
  Atlanta, Georgia 30303 

  RE:   PROJECT NUMBER FC-8751 
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17.5. The following submittals must be completed and submitted  on Wednesday, March 
23, 2016:2  
Item # Required Bid Submittal 

Check Sheet 

Check 
(√) 

1.  Form 1:  Illegal Immigration Reform and Enforcement Act 
Forms 

 

2.  Form 2: Contractor Disclosure Form   

3.  Form 3: Bid Bond Form  

4.  Form 4: (NOT APPLICABLE FOR THIS ITB)  

5.  Form 5: Acknowledgement of Insurance & Bonding 
Requirements 

 

6.  Form 6.1: Certification of Insurance Ability  

7.  Form 6.2 : Certification of Bonding Ability   

8.  Form 7: Acknowledgement of Addenda   

9.  Form 8: Bidder Contact Directory  

10.  Form 9: List of References   

11.  Georgia Contractor’s License  

12.  Georgia Electrical Contractor’s License  

13.  Exhibit “C”, Form A: Schedule of Quantities and Prices  

14.  Exhibit “C”, Form A-1: Schedule of Unit and Lump Sum 
Prices 

 

15.  Exhibit “C”, Form B: Essential Subcontractor Qualification 
Statement  

 

16.  Exhibit “C”, Form C: Preliminary Contract Schedule  

17.  Exhibit “C”, Form D: Project Organization and Work Plan  

18.  Exhibit “C”, Form E: Safety Program  

19.  Exhibit “C”, Form F: Resumes of Key Personnel  

2 This table is included for Bidder’s convenience and may be used to track the preparation and 
submittal of certain required information with its Bid. 
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Item # Required Bid Submittal 

Check Sheet 

Check 
(√) 

20.  Exhibit “C”, Form G: Summary of QC Program  

21.  Exhibit “C”, Form H: Work in Progress  

22.  Exhibit “C”, Form I: Experience Statement  

23.  Exhibit “D”, OCIP Program: Insurance Information Forms    

24.  Exhibit “D-1”: Performance & Payment Bond (Page 1 and 2)  

25.  Appendix “A”: EBO Forms 1 through 5  
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PART 4 
 

REQUIRED SUBMITTAL FORMS 
 
 All Respondents, including, but not limited 
to, corporate entities, limited liability 
companies, joint ventures, or partnerships, 
that submit a  Proposal or Bid in response to 
this solicitation must fill out all forms in their 
entirety, and all forms must 
be signed, notarized or sealed with the 
corporate seal (if applicable), as required per 
each form’s instructions. 
 
 If Respondent intends to be named as a 
Prime Contractor(s) with the City, then 
Respondent must fill out all the forms listed in 
this solicitation document; otherwise, 
Respondent may be deemed non-responsive  
 
 

 
 
 

FC-8751: AIRFIELD REPAIRS 2016                                                 PAGE 12 OF 33      INFORMATION AND INSTRUCTIONS TO BIDDERS 
 



        FORM 1 
Illegal Immigration Reform and Enforcement Act Forms 

INSTRUCTIONS TO RESPONDENTS 

All Respondents must comply with the Illegal Immigration Reform and Enforcement Act of 2011, 
O.G.G.A § 13-10-90, et seq. (“IIREA”).  Respondents must familiarize themselves with IIREA and are 
solely responsible for ensuring their compliance therewith.  Respondents may not rely on these 
instructions for that purpose.  These instructions are offered only as a convenience to assist 
Respondents in complying with the requirements of the City’s procurement process and the terms of 
this solicitation document.  
 

1. The attached Contractor Affidavit must be filled out COMPLETELY and submitted with the 
respondent’s submission prior to the due date. 

2. The Contractor Affidavit must contain an active Federal Work Authorization Program (“E-
Verify”) User ID Number and Date of Registration. 

3. Where the business structure of a Respondent is such that Respondent is required to obtain an 
Employer Identification Number (“EIN”) from the Internal Revenue Service, Respondent must complete 
the Contractor Affidavit on behalf of, and provide a Federal Work Authorization User ID Number issued 
to, the Respondent itself (see Example 1 below).  Where the business structure of a Respondent does 
not require it to obtain an EIN, each entity comprising Respondent must submit a separate Contractor 
Affidavit (see Example 2 below).   

Example 1, ABC, Inc. and XYZ, Inc. form and submit a response as Happy Day, LLC. Happy Day, 
LLC must enroll in the E-verify program and submit a single Contractor Affidavit in the name of Happy 
Day, LLC which includes the Federal Work Authorization User ID Number issued to Happy Day, LLC. 

 Example 2, ABC, Inc. and XYZ, Inc. execute a joint venture agreement and submit a response 
under the name Happy Day, JV.  If based on the nature of the JV agreement, Happy Day, JV is not 
required to obtain an EIN from the IRS, then the response submitted by Happy Day, JV must include 
both a Contractor Affidavit for ABC, Inc. and a Contractor Affidavit for XYZ, Inc. 

4.  All Contractor Affidavits must be executed by an authorized representative of the entity named 
in the Affidavit. 

5. All Contractor Affidavits must be notarized. 

6.   All Contractor Affidavits must be submitted with the Respondent’s response to the solicitation 
document. 

7. Subcontractor and sub-subcontractor affidavits are not required at the time of response 
submission, but will be required at contract execution or in accordance with the timelines set forth in 
IIREA. 
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FORM 1 
Contractor Affidavit under O.C.G.A. § 13-10-91(b)(1) 

 
By executing this Contractor Affidavit, the undersigned contractor verifies its compliance with O.C.G.A. § 
13-10-91, stating affirmatively that the individual, firm or corporation which is engaged in the physical 
performance of services on behalf of the City of Atlanta has registered with, is authorized to use and 
uses the federal work authorization program commonly known as E-Verify, or any subsequent 
replacement program, in accordance with the applicable provisions and deadlines established in 
O.C.G.A. § 13-10-91. Furthermore, the undersigned contractor will continue to use the federal work 
authorization program throughout the contract period and the undersigned contractor will contract for 
physical performance of services in satisfaction of such contract only with subcontractors who present 
an affidavit to the contractor with the information required by O.C.G.A. § 13-10-91(b). Contractor 
hereby attests that its federal work authorization user identification number and date of authorization 
are as follows: 
 
 
                                                                                                                                           
Federal Work Authorization User Identification Number     Date of Authorization   
 
Name of Contractor:                                                                                                                          
 
Name of Project:                                                                                                                                   
 
Name of Public Employer:       City of Atlanta                                                                                    
 
 
I hereby declare under penalty of perjury that the forgoing is true and correct. 
 
Executed on _________, ____, 20__ in _________________ (city), __________ (state) 
 
 
________________________________________________ 
Signature of Authorized Officer or Agent 
 
_________________________________________________ 
Printed name and Title of Authorized Officer or Agent 
 
 
SUBSCRIBED AND SWORN BEFORE  
ME ON THIS THE ___, DAY OF ________, 201______ 
 
_________________________________________ 
NOTARY PUBLIC 
My Commission Expires:                                           
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FORM 1 
Subcontractor Affidavit under O.C.G.A. § 13-10-91(b)(3) 

 
 By executing this Subcontractor Affidavit, the undersigned subcontractor verifies its compliance with 
O.C.G.A. § 13-10-91, stating affirmatively that the individual, firm or corporation which is engaged in the physical 
performance of services under a contract with                                                                     (name of contractor) on 
behalf of the City of Atlanta has registered with, is authorized to use and uses the federal work authorization 
program commonly known as E-Verify, or any subsequent replacement program, in accordance with the applicable 
provisions and deadlines established in O.C.G.A. § 13-10-91.  Furthermore, the undersigned subcontractor will 
continue to use the federal work authorization program throughout the contract period and the undersigned 
subcontractor will contract for the physical performance of services in satisfaction of such contract only with sub-
subcontractors who present an affidavit to the subcontractor with the information required by O.C.G.A. § 13-10-
91(b).  Additionally, the undersigned subcontractor will forward notice of the receipt of an affidavit from a sub-
subcontractor to the contractor within five business days of receipt. If the undersigned subcontractor receives 
notice of receipt of an affidavit from any sub-subcontractor that has contracted with a sub-subcontractor to 
forward, within five business days of receipt, a copy of such notice to the contractor. Subcontractor hereby attests 
that its federal work authorization user identification number and date of authorization are as follows: 
                                                                                                                                              
                                                                                                                                               
Federal Work Authorization User Identification Number    Date of Authorization   
 
Name of Subcontractor:                                                                                                                         
 
Name of Project:                                                                                                                                   
 
Name of Public Employer:       City of Atlanta                                                                                    
 
I hereby declare under penalty of perjury that the forgoing is true and correct. 
 
Executed on _________, ____, 20__ in _________________ (city), __________ (state) 
 
 
________________________________________________ 
Signature of Authorized Officer or Agent 
 
_________________________________________________ 
Printed name and Title of Authorized Officer or Agent 
 
SUBSCRIBED AND SWORN BEFORE  
ME ON THIS THE ___, DAY OF ________, 201______ 
 
_________________________________________ 
NOTARY PUBLIC 
My Commission Expires:                                            
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FORM 1 
Sub-subcontractor Affidavit under O.C.G.A. § 13-10-91(b)(4) 

 
 By executing this affidavit, the undersigned sub-subcontractor verifies its compliance with O.C.G.A. §13-
10-91, stating affirmatively that the individual, firm or corporation which is engaged in the physical performance of 
services under a contract for                                                                                         (name of subcontractor or sub-
subcontractor with whom such sub-subcontractor has privity of contract) 
and                                                                                         (name of contractor) on behalf of the City of Atlanta has 
registered with, is authorized to use and uses the federal work authorization program commonly known as E-
Verify, or any subsequent replacement program, in accordance with the applicable provisions and deadlines 
established in O.C.G.A. § 13-10-91.  Furthermore, the undersigned sub-subcontractor will continue to use the 
federal work authorization program throughout the contract period and the undersigned sub-subcontractor will 
contract for the physical performance of services in satisfaction of such contract only with sub-subcontractors who 
present an affidavit to the sub-subcontractor with the information required by O.C.G.A. § 13-10-91(b).  The 
undersigned sub-subcontractor shall submit, at the time of such contract, this affidavit 
to                                                                                        (name of subcontractor or sub-subcontractor with whom such 
sub-subcontractor has privity of contract).  Additionally, the undersigned sub-subcontractor will forward notice of 
the receipt of any affidavit from a sub-subcontractor to                                                                                         (name of 
subcontractor or sub-subcontractor with whom such sub-subcontractor has privity of contract).  Sub-subcontractor 
hereby attests that its federal work authorization user identification number and date of authorization are as 
follows: 
 
                                                                                                                                               
Federal Work Authorization User Identification Number    Date of Authorization   
 
Name of Sub-Subcontractor:                                                                                                                        
 
Name of Project:                                                                                                                                   
 
Name of Public Employer:       City of Atlanta                                                                                    
 
I hereby declare under penalty of perjury that the forgoing is true and correct. 
 
Executed on _________, ____, 20__ in _________________ (city), __________ (state) 
 
________________________________________________ 
Signature of Authorized Officer or Agent 
 
_________________________________________________ 
Printed name and Title of Authorized Officer or Agent 
 
SUBSCRIBED AND SWORN BEFORE  
ME ON THIS THE ___, DAY OF ________, 201______ 
 
_________________________________________ 
NOTARY PUBLIC 
My Commission Expires:                                           
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FORM 2 
Contractor Disclosure Form  

 

DEFINITIONS FOR THE PURPOSES OF THIS DISCLOSURE  

“Affiliate” Any legal entity that, directly or indirectly through one of more 
intermediate legal entities, controls, is controlled by or is under common 
control with the Respondent or a member of Respondent. 

“Contractor” Any person or entity having a contract with the city. 

“Control” The controlling entity: (i) possesses, directly or indirectly, the power to 
direct or cause the direction of the management and policies of the 
controlled entity, whether through the ownership of voting securities or by 
contract or otherwise; or (ii) has direct or indirect ownership in the 
aggregate of fifty one (51%) or more of any class of voting or equity 
interests in the controlled entity. 

“Respondent” Any individual or entity that submits a response to a solicitation.  If the 
Respondent is an individual, then that individual must complete and sign 
this Contractor Disclosure Form where indicated.  If the Respondent is an 
entity, then an authorized representative of that entity must complete and 
sign this Contractor Disclosure where indicated.  If the Respondent is a 
newly formed entity (formed within the last three years), then an 
authorized representative of that entity must complete and sign this 
Contractor Disclosure Form where indicated, and each of the members or 
owners of the entity must also complete and sign separate Contractor 
Disclosure Form where indicated. 

 

Instructions:  Provide the following information for the entity or individual completing this 
Statement (the “Individual/Entity”). 

A.  Basic Information: 

1. Name of Individual/Entity responding to this solicitation: 

2. Name of the authorized representative for the responding Entity: 

B.  Individual/Entity Information: 

1. Principal Office Address: 
2. Telephone and Facsimile Numbers: 
3. E-Mail Address: 
4. Name and title of Contact Person for the Individual/Entity: 
5. Is the individual/Entity authorized to transact business in the state of Georgia? 
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 Yes    (Attach Certificate of Authority to transact business in Georgia from Georgia 
Secretary of State.) 

 No 

C. Questionnaire 

If you answer “YES” to any of the questions below, please indicate the name(s) of the person(s), the 
nature, and the status and/or outcome of the information, indictment, conviction, termination, claim or 
litigation, the name of the court and the file or reference number of the case, as applicable.  Any such 
information should be provided on a separate page, attached to this form and submitted with your 
Proposal. 
 
1.  Please describe the general development of the Respondent's business during the 
past ten (10) years, or such shorter period of time that the Respondent has been in 
business. 
 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
2. Are there any lawsuits, administrative actions or litigation to which Respondent is 
currently a party or has been a party (either as a plaintiff or defendant) during the past 
ten (10) years based upon fraud, theft, breach of contract, misrepresentation, safety, 
wrongful death or other similar conduct? 
 

YES 
 

 

NO 
 

 

3.   If “yes” to question number 2, were any of the parties to the suit a bonding 
company, insurance company, an owner, or otherwise? If so, attach a sheet listing all 
parties and indicate the type of company involved. 
 

YES 
 

 

NO 
 

 

4.  Has the Respondent been charged with a criminal offense within the last ten (10) 
years? 
 

YES 
 

NO 
 

5. Has the Respondent received any citations or notices of violation from any 
government agency in connection with any of Respondent’s work during the past ten 
(10) years (including OSHA violations)?   Describe any citation or notices of violation 
which Respondent received. 
 

YES 
 

 

NO 
 

 

6. Please state whether any of the following events have occurred in the last ten (10) 
years with respect to the Respondent.  If any answer is yes, explain fully the 
circumstances surrounding the subject matter of the affirmative answer: 

 
(a) Whether Respondent, or Affiliate currently or previously associated with 

Respondent, has ever filed a petition in bankruptcy, taken any actions with 
respect to insolvency, reorganization, receivership, moratorium or assignment 
for the benefit of creditors, or otherwise sought relief from creditors?  

 
 
 
 
YES 
 

 

 
 
 
 
NO 
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(b) Whether Respondent was subject of any order, judgment or decree not 
subsequently reversed, suspended or vacated by any court permanently 
enjoining Respondent from engaging in any type of business practice? 

YES 
 

 

NO 
 

 
 

(c) Whether Respondent was the subject of any civil or criminal proceeding in 
which there was a final adjudication adverse to Respondent which directly 
arose from activities conducted by Respondent.  

YES 
 

 

NO 
 

 

7. Has any employee, agent or representative of Respondent who is or will be directly 
involved in the project, in the last ten (10) years:  
 
    (a) directly or indirectly,  had a business relationship with the City? 
 

 
 
YES 

 

 
 
NO 

 

    (b) directly or indirectly, received revenues from the City? 
 

YES 
 

NO 
 

 
    (c) directly or indirectly, received revenues from conducting business on City 
property or pursuant to any contract with the City? 
 

YES 
 

NO 
 

8.  Whether any employee, agent, or representative of Respondent who is or will be 
directly involved in the project has or had within the last ten (10) years a direct or 
indirect business relationship with any elected or appointed City official or with any 
City employee? 
 

YES 
 

NO 
 

9.  Whether Respondent has provided employment or compensation to any third party 
intermediary, agent, or lobbyist to directly or indirectly communicate with any City 
official or employee, or municipal official or employee in connection with any 
transaction or investment involving your firm and the City? 
 

YES 
 

NO 
 

10. Whether Respondent, or any agent, officer, director, or employee of your 
organization has solicited or made a contribution to any City official or member, or to 
the political party or political action committee within the previous five (5) years? 
 

YES 
 

NO 
 

11. Has the Respondent or any agent, officer, director, or employee been terminated, 
suspended, or debarred (for cause or otherwise) from any work being performed for 
the City or any other Federal, State or Local Government? 
 

YES 
 

NO 
 

12.  Has the Respondent, member of Respondent’s team or officer of any of them (with 
respect to any matter involving the business practice or activities of his or her 
employer been notified within the five (5) years preceding the date of this offer that 
any of them are the target of a criminal investigation, grand jury investigation, or civil 
enforcement proceeding? 
 

YES 
 

NO 
 

13. Please identify any Personal or Financial Relationships that may give rise to a 
conflict of interest as defined below [Please be advised that you may be ineligible for 
award of contract if you have a personal or financial relationship that constitutes a 
conflict of interest that  cannot be avoided]: 
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 (a) Personal relationships:  executives, board members and partners in 
firms submitting offers must disclose familial relationships with employees, officers 
and elected officials of the City of Atlanta. Familial relationships shall include spouse, 
domestic partner registered under section 94-133, mother, father, sister, brother, and 
natural or adopted children of an official or employee. 
   
 (b) Financial relationships:  Respondent must disclose any interest held 
with a City employee or official or family members of a City employee or official, which 
may yield, directly or indirectly, a monetary or other material benefit to the 
Respondent or the Respondent’s family members.  Please describe: 
  
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________ 

 

 
YES 

 
 
 
 
 
YES 

 

 
NO 

 
 
 
 
 
NO 

 

D.  REPRESENTATIONS 
 
Anti-Lobbying Provision. All respondents, including agents, employees, representatives, lobbyists, 
attorneys and proposed partner(s), subcontractor(s) or joint venturer(s), will refrain, under penalty of the 
respondent’s disqualification, from direct or indirect contact for the purpose of influencing the selection 
or creating bias in the selection process with any person who may play a part in the selection process. 
 
Certification of Independent Price Determination/Non-Collusion.  Collusion and other anticompetitive 
practices among offerors are prohibited by city, state and federal laws.  All Respondents shall identify a 
person having authority to sign for the Respondent who shall certify, in writing, as follows: 

“I certify that this bid proposal is made without prior understanding, agreement, or connection with 
any corporation, firm, or person submitting a bid or offer for the same supplies, labor, services, 
construction, materials or equipment to be furnished or professional or consultant services, and is in 
all respects fair and without collusion or fraud.  I understand collusive bidding is a violation of city, 
state and federal law and can result in fines, prison sentences, and civil damages awards. By signing 
this document, I agree to abide by all conditions of this solicitation and offer and certify that I am 
authorized to sign for this Respondent/Offeror.” 

 
Certify Satisfaction of all Underlying Obligations. (If Applicable)  If a Contract is awarded through this 
solicitation, then such Contractor should know that before final payment is made to a Contractor by the 
City, the Contractor shall certify to the City in writing, in a form satisfactory to the City, that all 
subcontractors, materialmen suppliers and similar firms or persons involved in the City contract have 
been paid in full at the time of final payment to the Contractor by the City or will be paid in full utilizing 
the monies constituting final payment to the Contractor. 
 
Confidentiality.  Details of the proposals will not be discussed with other respondents during the 
selection process. Respondent should be aware, however, that all proposals and information submitted 
therein may become subject to public inspection following award of the contract. Each respondent 
should consider this possibility and, where trade secrets or other proprietary information may be 
involved, may choose to provide in lieu of such proprietary information, an explanation as to why such 
information is not provided in its proposal. However, the respondent may be required to submit such 
required information before further consideration. 

FC-8751: AIRFIELD REPAIRS 2016                                                 PAGE 20 OF 33      INFORMATION AND INSTRUCTIONS TO BIDDERS 
 



 
Equal Employment Opportunity (EEO) Provision.  All bidders or offerors will be required to comply with 
sections 2-1200 and 2-1414 of the City of Atlanta Code of Ordinances, as follows:  During the 
performance of the agreement, the Contractor agrees as follows:  

a. The Contractor shall not discriminate against any employee, or applicant for employment, 
because of race, color, creed, religion, sex, domestic relationship status, parental status, 
familial status, sexual orientation, national origin, gender identity, age, disability, or political 
affiliation. As used here, the words "shall not discriminate" shall mean and include without 
limitation the following:  

 
Recruited, whether by advertising or other means; compensated, whether in the form of 
rates of pay, or other forms of compensation; selected for training, including 
apprenticeship; promoted; upgraded; demoted; downgraded; transferred; laid off; and 
terminated.  

 
The Contractor agrees to and shall post in conspicuous places, available to employees and 
applicants for employment, notices to be provided by the contracting officers setting forth 
the provisions of the EEO clause.  
 

b. The Contractor shall, in all solicitations or advertisements for employees, placed by or on 
behalf of the Contractor, state that all qualified applicants will receive consideration for 
employment without regard to race, color, creed, religion, sex, domestic relationship status, 
parental status, familial status, sexual orientation, national origin, gender identity, age, 
disability, or political affiliation.  

 
c. The Contractor shall send to each labor union or representative of workers with which the 

Contractor may have a collective bargaining agreement or other contract or understanding a 
notice advising the labor union or workers' representative of the Contractor's commitments 
under the equal employment opportunity program of the City of Atlanta and under the 
Code of Ordinances and shall post copies of the notice in conspicuous places available to 
employees and applicants for employment. The Contractor shall register all workers in the 
skilled trades who are below the journeyman level with the U.S. Bureau of Apprenticeship 
and Training.  

 
d. The Contractor shall furnish all information and reports required by the contract compliance 

officer pursuant to the Code of Ordinances, and shall permit access to the books, records, 
and accounts of the Contractor during normal business hours by the contract compliance 
officer for the purpose of investigation so as to ascertain compliance with the program.  

 
e. The Contractor shall take such action with respect to any subcontractor as the city may 

direct as a means of enforcing the provisions of paragraphs (a) through (h) herein, including 
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penalties and sanctions for noncompliance; provided, however, that in the event the 
Contractor becomes involved in or is threatened with litigation as a result of such direction 
by the city, the city will enter into such litigation as is necessary to protect the interest of the 
city and to effectuate the equal employment opportunity program of the city; and, in the 
case of contracts receiving federal assistance, the Contractor or the city may request the 
United States to enter into such litigation to protect the interests of the United States.  

 
f. The Contractor and its subcontractors, if any, shall file compliance reports at reasonable 

times and intervals with the city in the form and to the extent prescribed by the contract 
compliance officer. Compliance reports filed at such times directed shall contain information 
as to employment practices, policies, programs and statistics of the Contractor and its 
subcontractors.  

g. The Contractor shall include the provisions of paragraphs (a) through (h) of this equal 
employment opportunity clause in every subcontract or purchase order so that such 
provisions will be binding upon each subcontractor or vendor.  

h. A finding, as hereinafter provided, that a refusal by the Contractor or subcontractor to 
comply with any portion of this program, as herein provided and described, may subject the 
offending party to any or all of the following penalties:  

 
(1) Withholding from the Contractor in violation all future payments under the involved 

contract until it is determined that the Contractor or subcontractor is in compliance 
with the provisions of the contract;  

(2) Refusal of all future bids for any contract with the City of Atlanta or any of its 
departments or divisions until such time as the Contractor or subcontractor 
demonstrates that there has been established and there shall be carried out all of 
the provisions of the program as provided in the Code of Ordinances;  

(3) Cancellation of the public contract; 

(4) In a case in which there is substantial or material violation of the compliance 
procedure herein set forth or as may be provided for by the contract, appropriate 
proceedings may be brought to enforce those provisions, including the enjoining, 
within applicable law, of Contractors, subcontractors or other organizations, 
individuals or groups who prevent or seek to prevent directly or indirectly 
compliance with the policy as herein provided. 

Prohibition on Kickbacks or Gratuities/Non-Gratuity.  The undersigned acknowledges the following 
prohibitions on kickbacks and gratuities: 
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a. It is unethical for any person to offer, give or agree to give any employee or former 
employee a gratuity or an offer of employment in connection with any decision, approval, 
disapproval, recommendation, preparation or any part of a program requirement or a 
purchase request, influencing the content of any specification or procurement standard, 
rendering of advice, investigation, auditing or in any other advisory capacity in any 
proceeding or application, request for ruling, determination, claim or controversy or other 
particular matter pertaining to any program requirement or a contract or subcontract or to 
any solicitation or proposal therefor. 

b. It is unethical for any employee or former employee to solicit, demand, accept or agree to 
accept from another person a gratuity or an offer of employment in connection with any 
decision, approval, disapproval, recommendation, preparation or any part of a program 
requirement or a purchase request, influencing the content of any specification or 
procurement standard, rendering of advice, investigation, auditing or in any other advisory 
capacity in any proceeding or application, request for ruling, determination, claim or 
controversy or other particular matter pertaining to any program requirement or a contract 
or subcontract or to any solicitation or proposal therefor.  

c. It is also unethical for any payment, gratuity or offer of employment to be made by or on 
behalf of a subcontractor under a contract to the prime Contractor or higher tier 
subcontractor or any person associated therewith as an inducement for the award of a 
subcontract or order. 
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Declaration 

Under penalty of perjury, I declare that I have examined this Contractor Disclosure Form and all 
attachments to it, if applicable, and, to the best of my knowledge and belief all statements contained 
herein and in any attachments, if applicable, are true, correct and complete. 
 
I certify that this offer is made without prior understanding, agreement, or connection with any 
corporation, firm, or person submitting an offer for the same supplies, services, construction, or 
professional or consultant services, and is in all respects fair and without collusion or fraud.  I 
understand collusive bidding is a violation of city, state and federal law and can result in fines, prison 
sentences, and civil damages awards. I agree to abide by all conditions of this solicitation and offer and 
certify that I am authorized to sign for this Respondent. 

For entities that are newly formed (formed within the last three years): 

� I certify that the Respondent is newly formed and does not have sufficient information to respond 
to Part C of this Form. 

 
Sign here if you are an individual: 
Printed Name: ____________________________ 
Signature:  _______________________________ 
Date:  ____________________ 
Subscribed and sworn to or affirmed by ______________________ (name) this ___ day of 
_____________, 20__.           
        

___________________________________ 
       Notary Public of _____________(state) 
       My commission expires: ________________ 
 
Sign here if you are an authorized representative of a responding entity or partnership: 
 
Printed Name of Entity or Partnership:   ______________________________ 
Signature of authorized representative:  ______________________________ 
Title:  ___________________________ 
Date:  __________________, 20___ 
 
Subscribed and sworn to or affirmed by _______________________________ (name), as the 
_____________________ (title) of _________________________________ (entity or partnership 
name) this _____ day of ___________, 20___. 
       _________________________________ 
       Notary Public of _____________(state) 

                               My commission expires: _____________ 
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FORM 3 
 

 Bid Bond 
 
 
KNOW ALL MEN BY THESE PRESENTS, THAT WE   
   
hereinafter called the PRINCIPAL, and   
  
hereinafter called the SURETY, a corporation chartered and existing under the laws of the State 
of ______________________________, and duly authorized to transact Surety business in the 
State of Georgia, are held and firmly bound unto the City of Atlanta, Georgia, in the penal 
sum of either:  [i] __________________________________________________ Dollars and 
Cents ($__________________________); or [ii] 5% of PRINCIPAL’S Bid amount for 
PROJECT NUMBER FC-8751; AIRFIELD REPAIRS 2016, good and lawful money of the United 
States of America, to be paid upon demand of the City of Atlanta, Georgia, to which 
payment well and truly to be made we bind ourselves, our heirs, executors, administrators 
and assigns, jointly and severally and firmly by these presents. 
 
WHEREAS the PRINCIPAL has submitted to the City of Atlanta, Georgia, for PROJECT NUMBER 
FC-8751; AIRFIELD REPAIRS 2016, a Bid; 
 
WHEREAS the PRINCIPAL desires to file this Bond in accordance with law, in lieu of a certified 
Bidder’s check otherwise required to accompany this bid; 
 
NOW THEREFORE: The conditions of this obligation are such that if the Bid be accepted, the 
PRINCIPAL shall within ten (10) calendar days after receipt of written notification from the CITY 
of the award of the Contract execute a Contract in accordance with the Bid and upon the terms, 
conditions and prices set forth therein, in the form and manner required by the City of Atlanta, 
Georgia, and execute sufficient and satisfactory Performance and Payment Bonds payable to 
the City of Atlanta, Georgia, each in the amount of one hundred percent  (100%) of the total 
Contract price in form and with security satisfactory to said City of Atlanta, Georgia, then this 
obligation to be void; otherwise, to be and remain in full force and virtue in law; and the 
SURETY shall upon failure of the PRINCIPAL to comply with any or all of the foregoing 
requirements within the time specified above immediately pay to the City of Atlanta, Georgia, 
upon demand the amount hereof in good and lawful money of the United States of America, 
not as a penalty but as liquidated damages. 
 
In the event suit is brought upon this Bond by the CITY and judgment is recovered, the SURETY 
shall pay all costs incurred by the CITY in such suit, including attorney’s fees to be fixed by the 
Court. 
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Enclosed is a Bid Bond in the approved form, in the amount of either: 
 
[i] __________________________________________________ Dollars and Cents 
($__________________________), being in the amount of 5% of the CONTRACT Sum; or 
[ii] 5% of PRINCIPAL’S Bid amount for PROJECT NUMBER FC-8751; AIRFIELD REPAIRS 2016. 
The money payable on this bond shall be paid to the City of Atlanta, Georgia, for the failure of 
the Bidder to execute a CONTRACT within ten (10) days after receipt of the Contract form and 
at the same time furnish a Payment Bond and Performance Bond. 
 
IN TESTIMONY THEREOF, the PRINCIPAL and SURETY have caused these presents to be duly 
signed and sealed this     day of  201__. 
 
Corporate Bidder: 
[Insert Corporate Name] 
       
By:       
Name:      
Title:       
 
       
Corporate Secretary/Assistant 
Secretary (Seal) 
 
Non-Corporate Bidder: 
[Insert Bidder Name] 
       
By:       
Name:      
Title:       
 
       
Notary Public (Seal) 
 
My Commission Expires:   
 
Surety: 
Name:      
By:       
Name:      
Title:       
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Form 4: (NOT APPLICABLE FOR THIS ITB) 
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FORM 5 

 
Acknowledgement of Insurance and Bonding Requirements 

 
I, ______________________________, on behalf of ____________________________, 
Proponent, acknowledge that if selected as the successful Proponent for FC-8751: Airfield 
Repairs 2016 at H-JAIA.  Proponent shall comply completely and promptly with all insurance 
requirements contained in the Agreement attached to this Solicitation and appendices thereto, 
pertaining to insurance.   
 
Proponent understands that it is expected to share these requirements with potential sureties 
and insurance brokers, agents, underwriters, etc. prior to any award of an Agreement and to 
take all necessary steps to ensure compliance with the applicable requirements without delay.  
Proponent understands, acknowledges and agrees that any failure to fully comply with these 
requirements within ten (10) days of the date Proponent receives a final Agreement document 
from the City may result in the forfeiture of the Proposal guarantee submitted with this 
Proposal and/or the disqualification of Proponent from further consideration for the 
Agreement.   
 
By executing this Acknowledgement of Insurance Requirements, I represent that the Proponent 
understands and agrees to comply unconditionally with all requirements related to insurance 
contained in the Agreement attached to this Solicitation.  Further, by signing below, I represent 
that I am authorized to make the representations contained herein on behalf of Proponent. 
 
Dated this _________ day of _____________________, 201_. 
 
 
Corporate Proponent: 
[Insert Corporate Name] 
 
       
 
By:       
 
Print Name:      
 
Title:       
 
 
       
Corporate Secretary/Assistant 
Secretary (Seal) 

Non-Corporate Proponent: 
[Insert Proponent Name] 
 
       
 
By:       
 
Print Name:      
 
Title:       
 
 
       
Notary Public (Seal) 
My Commission Expires:   
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FORM 6.1 
 

Certification of Insurance Ability 
 

Instructions:  Offerors must submit a completed copy of this form executed by their insurance company. 
Failure to submit a completed form will result in the Offeror being deemed non-responsive. 
   
I, ________________________________________________________________ [insert an individual’s name], 
on behalf of __________________________________________________ [insert insurance company name], 
a ____________________________ [insert type of entity LLC, LLP, corporation, etc.](“Insurer”), hereby 
represent and certify each of the following to the City of Atlanta, a municipal corporation of the State of 
Georgia (“City”) on this _______ day of _____________, 20____ [insert date]: 
 

(a) Insurer is licensed by the Insurance and Safety Fire Commissioner of the State of Georgia to transact 
insurance business in the State of Georgia; 
 

(b) Insurer has reviewed the Agreement attached to the solicitation for Project Number FC-8751,  
AIRFIELD REPAIRS 2016 (“Project”) and its Exhibit D; and 
 

(c) Insurer certifies that if, as of the date written 
above,                                                                              (“Offeror”) was selected as the successful Offeror 
for the Project, Insurer would provide insurance to Offeror for this Project in accordance with the 
terms set forth in Exhibit D attached to the Service Agreement. 
 

PLEASE NOTE: If this form is executed by an Attorney-in-Fact, then Insurer must attach a copy of a duly 
executed Power-of-Attorney evidencing such authority in addition to correctly completing this form. If 
Offeror is unable to provide City with insurance that comply with the terms of Exhibit D attached to the 
Service Agreement within ten (10) days of receiving notice of intent to award the Project from the City, the 
City may, in its sole discretion, retain Offeror’s security submitted with its offer and/or disqualify Offeror 
from further consideration for the award of the Agreement. 

 
By executing this certification, Insurer represents that all of the information provided by Insurer herein is true 
and correct as of the date set forth above.   
 
Insurer: [insert company name on line provided below] 
 
       
 
By:              

Corporate Secretary/Assistant Secretary  
Print Name:       (Seal) 
 
Title:       
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FORM 6.2 
 

Certification of Bonding Ability 
 
Instructions:  Offeror must submit a completed copy of this form executed by their surety.  Failure to submit 
a completed form will result in the Offeror being deemed non-responsive. 
   
I, ________________________________________________________________ [insert an individual’s name], 
on behalf of __________________________________________________ [insert surety full company name], 
a ____________________________ [insert type of entity LLC, LLP, corporation, etc.] (“Surety”), hereby 
represent and certify each of the following to the City of Atlanta, a municipal corporation of the State of 
Georgia (“City”) on this _______ day of _____________, 20____ [insert date]: 
 

(a) Surety is licensed by the Insurance and Safety Fire Commissioner of the State of Georgia to transact 
surety business in the State of Georgia; 
 

(b) Surety has reviewed the Agreement attached to the solicitation for Project Number FC-8751,  
AIRFIELD REPAIRS 2016 (“Project”) and its Exhibit D; 
 

(c) Surety certifies that if, as of the date written 
above,                                                                              (“Offeror”) was selected as the successful Offeror 
for the Project, Surety would provide bonding to Offeror for this Project in accordance with the 
terms set forth in Exhibit D attached to the Service Agreement; and 
 

(d) The Surety states that Offeror’s uncommitted bonding capacity (not taking into account this Project) 
is approximately $ _______________________________________________________ (U.S.). 
Surety’s statement set forth in this Section does not represent a limitation of the bonding capacity of 
Offeror or that Offeror will have the bonding capacity noted above at the time of contract execution 
for this Project.  

 
PLEASE NOTE: If this form is executed by an Attorney-in-Fact, then Surety must attach a copy of a duly 
executed Power-of-Attorney evidencing such authority in addition to correctly completing this form. If 
Offeror is unable to provide City with bonds that comply with the terms of Exhibit D attached to the 
Service Agreement within ten (10) days of receiving notice of intent to award the Project from the City, the 
City may, in its sole discretion, retain Offeror’s security submitted with its offer and/or disqualify Offeror 
from further consideration for the award of the Agreement. 

 
By executing this certification, Surety represents that all of the information provided by Surety herein is true 
and correct as of the date set forth above.   
 
Surety: [insert company name on line provided below] 
 
       
 
By:              

Corporate Secretary/Assistant Secretary  
Print Name:       (Seal) 
 
Title:       
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FORM 7 
 

Acknowledgment of Addenda 
 

Each Respondent must complete and submit and acknowledgement with its solicitation 
that it has received all Addenda issued for this solicitation.  This form has been included and 
may be used to satisfy this requirement. 
 

This is to acknowledge receipt of the following Addenda for FC-8751, AIRFIELD REPAIRS 
2016:  

 
           None (Check if None) 

1. _____; 
2. _____; 
3. _____; and 
4. _____. 

 
Dated the ______ day of _________________, 20___. 
 
 
Corporate Proponent:     Non-Corporate Proponent: 
[Insert Corporate Name]     [Insert Proponent Name] 
 
              
 
 
By:        By:      
 
Name:        Name:      
 
Title:        Title:      
 
              
Corporate Secretary/Assistant    Notary Public (Seal) 
Secretary (Seal)      My Commission Expires: 
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FORM 8 
 

BIDDER CONTACT DIRECTORY 
 

FORM 8 
 Bidder Contact Directory3 

3 The purpose of the Bidder Contact Directory is to provide the City with a centralized, easily identified source of important contacts and other information regarding each of the business entities 
constituting a Bidder.  This Bidder Contact Directory should include the names, positions/titles, firms, mailing addresses, phone and fax numbers and e-mail addresses for each of the following as it 
pertains to each of the firms in a Bidder’s team: 
 

1. At least two individuals, one primary the other(s) secondary, authorized to represent the firm for purposes of this ITB; and 

2. Bidder Service Provider Key Personnel (as appropriate) listed in the Services Agreement included in this ITB at Part 5. 

NAME POSITION/TITLE MAILING ADDRESS PHONE NUMBER FAX NUMBER EMAIL ADDRESS 
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FORM 9:  
 

List of References 
 

Each Bidder must provide a list of at least four (4) references using the below-referenced 
format. The City is interested in reviewing references that are able to attest to a Proponent’s 
performance ability and credibility in a particular industry or trade. 
 
 Reference:                    Name 

  Address 
  City, State, Zip 
  Phone 
  Fax  
 

 Project Title:  
 
 Contact Person: __________________________ 
 Direct Telephone: __________________________ 
 Email Address:  __________________________ 
 
 Date(s) of Project: __________________________ 
  
 Description of Services:  
 
 Total Amount of Contract Including Change Orders:  
  
 Bidder’s Role and Responsibilities: 
 
 Current Completion Status: 
 
  
_______________________________________________________  
(Use the Same Format to Provide the Additional References) 
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INTRODUCTION 
 
City of Atlanta (Owner) has purchased certain insurance coverages outlined in this manual under an Owner 
Controlled Insurance Program (OCIP) for Contractors of all tiers working on the Project who are enrolled in the 
OCIP.  Participation in the OCIP is mandatory, except for those identified as Excluded Parties, BUT 
ENROLLMENT IS NOT AUTOMATIC.  You must comply with the OCIP enrollment procedures outlined in this 
manual.   
 
The City of Atlanta has determined that the OCIP is a “Bid Net” program, which means that Contractor’s charges 
for the insurance coverages provided by the Owner (as outlined in Section 6) must be EXCLUDED from bid(s). The 
successful Contractor must warrant that its base price for the original scope of work and subsequent change orders 
will EXCLUDE all insurance charges for the coverages provided by the Owner for the Jobsite, including workers’ 
compensation, employers’ liability, general liability, excess liability, builders’ risk, and contractors’ pollution liability.   
 
The successful Contractor shall provide the documentation described in this manual to estimate its excluded 
insurance charges. This estimate of excluded insurance charges is subject to review and approval by the OCIP 
Administrator and Owner. These estimates will be tracked by the OCIP Administrator for reporting purposes only. 
 

Instructions for OCIP enrollment are detailed in Section 8. 
 

The insurance coverage provided by the OCIP, as well as your rights and responsibilities under the 
program, are outlined in this manual and are as much a part of your Contract as the actual work 

specifications. All terms and conditions of this OCIP Manual are incorporated by reference into your 
Contract, and you are required to bind all your lower-tiered subcontractors to the terms, conditions and 

requirements of this manual. 

 
NOTE:  This Manual does not, and is not intended to, provide coverage interpretations or complete 
information about coverages.  The terms and conditions of the insurance policies will govern how 
coverage is applied.  The information herein is not intended to alter any provisions of the actual 
contract documents of the Contractors, and if any such conflict occurs, the contract documents will 
govern. 
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SECTION 1 - DIRECTORY 
 

Owner:      City of Atlanta/Department of Aviation 
      Hartsfield-Jackson Atlanta International Airport 
             
 Project Development Director             Kathryn Masters 
       Phone: 404-382-1263 
       Cell: 404-867-3628  
       Email: kathryn.masters@atlanta-airport.com 
 
 Risk Management    Kathy Lloyd 
       Phone: 404-330-6877 
       Cell: 404-569-0794 
       Email: klloyd@atlantaga.gov 
     
       Catrina Gilbert 
       Phone: 404-382-2240 
       Cell: 404-387-4399 
       Email: catrina.gilbert@atlanta-airport.com 
 
 
  
OCIP Program Management:  Willis Insurance Services of Georgia, Inc. 
 
 
 OCIP Account Advocate-   Velvet Barrientos 
       Phone: 404-302-3862 
       Cell: 678-575-0609 
       Email: velvet.barrientos@willis.com 
 
 OCIP Claims Consultant-   David Simmons 
       Phone: 404-224-5062 
       Cell: 770-617-1390 
       Email: david.simmons@willis.com 
 
 OCIP Program Manager-   Shawn Williams 
       Phone: 407-833-4279 
       Cell: 321-303-0355 
       Email: shawn.williams@willis.com 
 
 
OCIP Program Administration:  JLM Risk Management Group 
  
 
 OCIP Administrator-    Sheila Cassidy 
       Phone: 404-766-8715 
       Cell: 404-406-0273      
       Email: sheila.cassidy@atlanta-airport.com 
     
 OCIP Safety Director-   Chris Blair       
       Phone: 404-766-8715 
       Cell: 404-465-0723      
       Email: chris.blair@atlanta-airport.com 
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SECTION 2 - DEFINITIONS 
 
Contract: For purposes of this OCIP Manual only, the written agreement between City of Atlanta and the 
Construction Manager or General Contractor; or between the General Contractor and its Subcontractors; or 
between the Subcontractor and its lower tiered subcontractors.  
 
Construction Manager (CM): The team retained by the Owner to assist in the management of construction 
projects. 
 
Construction Safety and Health Plan: The manual that identifies the requirements for the Project's safety 
and loss prevention program as established by the Owner.  
 
Contractor: For purposes of this OCIP Manual only, Contractor includes construction managers, prime or 
general contractors, and subcontractors of all tiers that perform work on the Project Site. 
 
Enrolled Contractor(s): A Contractor of any tier who has been awarded work and met the requirements to 
become enrolled in the OCIP as evidenced by a certificate of insurance issued by the OCIP Administrator.  The 
Owner may, at its discretion, include a Contractor in the OCIP who otherwise would be an Excluded Party by 
definition. 
 
Excluded Party(ies): Material Hauler(s), contract haulers or truckers, architects/engineers, consultants, 
manufacturing representatives, vendors, Suppliers, material dealers, guard services, janitorial services, food 
services, or others merely making deliveries to or pickups from the Jobsite are excluded from the OCIP 
coverage. In addition, EIFS Contractors, asbestos abatement or other hazardous material Contractors, 
demolition or blasting Contractors, and Contractors whose contracts are less than $20,000 will be excluded 
from the OCIP coverage.  The Owner may, at its discretion, exclude others from the OCIP.  
 

NOTE: although not covered under the OCIP, all Excluded Parties performing work onsite are 
required to submit the required OCIP forms and a certificate of insurance in order to provide 
satisfactory evidence of insurance in compliance with all minimum insurance requirements 
detailed in this manual. 

 
General Contractor(s): The firm identified in the Contract with the Owner to construct this Project. 
 
General Contractor’s Project Manager: The individual assigned by the General Contractor with overall 
Project responsibility. 
 
Insured: Owner and all Enrolled Contractors and any other party named as an Insured on the OCIP 
certificates of insurance.  
 
Insurer(s):  Zurich American, Lloyds of London, Catlin and Chartis. 
 
Insurer(s) Loss Control Representative(s): The individual(s) assigned to the OCIP by the Insurer(s) with 
safety and loss control responsibilities. 
 
Jobsite: For purposes of this OCIP Manual only, the premises as defined in the contract documents 
appropriate to each project and any scheduled offsite location if dedicated solely to the project and approved 
by the Owner and Insurers. This shall not include operations at the Enrolled Contractor’s regularly established 
workplace, plant, factory, office, shop, warehouse, yard or other property, even if such operations are for 
fabrication of materials to be used at the jobsite.  
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SECTION 2 – DEFINITIONS (CONTINUED) 
 
Materials Hauler:  Any entity whose role on the Project is to transport materials to and from the Project site.  A 
Materials Hauler is designated as an independent contractor.  The designation of Materials Hauler may be 
made by scope of contract, by primary function on the Project, or by definition.  Nothing contained in the 
Contract Documents shall create any contractual relationship whatsoever between the Owner and any 
Materials Hauler.  By definition, “Materials Haulers” are not considered Enrolled Contractors for OCIP 
coverage purposes. 
 
OCIP: A program under which Workers' Compensation, Employer's Liability, General Liability and Excess 
Liability insurance are procured by the Owner for all Enrolled Contractors of every tier while performing 
specified operations at the project specific Jobsite. 
 
OCIP Claims Consultant: The individual assigned by the OCIP Program Management who is responsible for 
coordinating the claims handling between the Owner, Enrolled Contractors and the Insurer(s). 
 
OCIP Program Management: Willis Insurance Services of Georgia, Inc. 
 
OCIP Program Administration: JLM Risk Management Group is responsible for the day-to-day administration 
of the OCIP. 
 
OCIP Safety Director: The person employed by the OCIP Program Administration with safety and loss 
prevention responsibilities for the Project.   
 
Offsite: Premises other than the Jobsite. 
 
Onsite: See Jobsite definition. 
 
Owner:  City of Atlanta. 
 
Project Site: See Jobsite. 
 
Project Safety Manager: The individual assigned by the General Contractor who supervises its employees 
and all Subcontractors for safety at the Jobsite. 
 
Site Safety Representative: The individual(s) assigned to perform Onsite safety duties. 
 

Subcontractor: Any individual, firm, or corporation undertaking construction or other services under a 
Contract with a General Contractor or its Subcontractors to furnish labor, services, materials and/or equipment, 
and/or perform operations at the Project site. 
 
Supplier: A person or organization supplying materials or equipment needed for the completion of the Work by 
virtue of an agreement (“Supply Agreement”)  with the General Contractor or Subcontractor; or by scope of 
contract, by primary function on the Project, or by definition.  Nothing contained in the Contract Documents 
shall create any contractual relationship whatsoever between the Owner and any supplier.   By definition, 
“Suppliers” are not considered Enrolled Contractors for OCIP coverage purposes. 
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SECTION 3 - GENERAL PROVISIONS 
 
Each Contractor shall comply with the provisions stated below: 
 
1. Mandatory Compliance 

Failure to comply with the registration, enrollment and all other requirements outlined in this 
manual may be deemed non-compliance with the terms of the Contract, and payments may be 
withheld until requirements are satisfactorily completed and approved by the OCIP 
Administrator.  

 
2. Meeting Attendance 
 At the request of the Owner, OCIP Program Management, OCIP Program Administration and 

Contractors shall attend meetings held to explain and discuss the OCIP. 
 
3. OCIP Manual Incorporated into Bid Specifications and Contract 
 This OCIP Manual and the Construction Safety and Health Plan will be a part of the bid 

specifications and bidders are expected to be familiar with the requirements prior to submitting 
their bids. In addition, this OCIP Manual and the Construction Safety and Health Plan are 
incorporated into each successful bidder’s awarding Contract and accordingly, all provisions 
require mandatory compliance.   

 
4. Commencement of Work 
 Contractors shall not commence work at the Jobsite until: 

a) Enrolled Contractors have received written confirmation of enrollment or a certificate of 
insurance evidencing coverage under the OCIP issued by the OCIP Administrator and 
provided a certificate for offsite activities as required in this manual, or 

b) Excluded Parties have provided a certificate of insurance as required in this manual and 
have received written confirmation of approval from the OCIP Administrator, and  

c) All Parties have met the requirements of the Construction Safety & Health Plan. 
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SECTION 4 - SAFETY AND LOSS PREVENTION  
 
Protecting people and property are of paramount importance to the success of this Project.  Incidents 
on this Project can be controlled and prevented through safe work practices.  All Contractors and 
Subcontractors and each of their employees are responsible for safety on this Project. 
 
Active participation by the Contractors and Subcontractors in all project safety and loss prevention 
programs is mandatory.  They must demonstrate to their employees complete support and continuing 
involvement in all safety and loss prevention programs. 
 
1. Safety Policy Statement 
 It is the objective of the General Contractor and the Owner that a safe work place is provided.  

The General Contractor and all others employed on the Project will conduct their work in a safe 
manner consistent with good construction safety practices in addition to all written requirements. 

 
 The General Contractor and the Owner require full compliance with these safety guidelines, with 

all federal, state and local laws, statutes, ordinances, rules, regulations, requirements and 
guidelines of government authorities, agencies and any other authorities having control or 
responsibilities bearing on the performance of this Project work. 

 
 Contractors and subcontractors are charged with the responsibility of preventing the occurrence 

of incidents or conditions that could lead to injuries or illness.  The ultimate success of our safety 
program depends fully upon the total cooperation of every individual employee, and it is the 
employer’s responsibility to ensure that safety rules and procedures are enforced and to further 
ensure that effective training and education programs are employed.  Work will be performed in 
a safe manner to protect all employees, visitors, the public and adjacent property. 

 
2. Project Safety and Loss Prevention Program 
 Contractors and Subcontractors shall ensure that their bids include the cost to maintain a safety 

and loss prevention program that meets or exceeds the requirements contained in the 
Construction Safety & Health Plan.  

 
The General Contractor will have a Project Safety Manager.  This individual will be a technical 
advisor to the General Contractor's Project management team and will be responsible for 
monitoring Contractors’ and Subcontractors’ compliance with all safety and loss prevention 
programs. The Project Safety Manager, along with the General Contractor’s Project Manager 
will attend all OCIP meetings between the Owner, Willis, JLM Risk Management Group and the 
Insurers.   
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Section 4 - SAFETY AND LOSS PREVENTION (CONTINUED) 
 
 

The Project Safety Manager has authorization to stop any work that may stem from non-
compliance with safety procedures. 
 
Contractors and Subcontractors will be solely responsible for implementing the safety and loss 
prevention program and shall designate an Onsite safety competent person to direct their Onsite 
safety efforts.  The safety competent person is responsible for directly overseeing the 
Contractor’s and Subcontractor's employees to ensure that their safety programs and actions 
adhere to and comply with safety standards as established by federal, state, and local codes 
and regulations, and the Construction Safety & Health Plan. 

 
3. Construction Safety & Health Plan  
 The Owner has developed a Construction Safety & Health Plan. The goal of this program is to 

eliminate injuries to employees and to reduce construction interruptions due to accidents by 
setting safety requirements.  The Construction Safety & Health Plan is available to all bidders 
during the bidding process and will be incorporated into the successful bidders' Contracts.   

 
Effect on Future Modifications: The premium and loss experience on this Jobsite will be reported to 
the appropriate rating authorities in the normal manner for use in calculating future experience 
modifications. The fact that the loss experience on this Project will impact the Contractors’ future 
insurance costs further underscores the importance of compliance with the Construction Safety & 
Health Plan.  
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SECTION 5 - RETURN TO WORK POLICY 
 
All Enrolled Contractors are required to comply with the Owners’ Return-to-Work policy as outlined 
below.  
 

Purpose 
1. The purpose of the program is to place employees in temporary job positions while recovering 

from on-the-job injuries.  The Owner and the Insurer are committed to working together to 
promote safety, recovery, and successful return of injured employees to temporary, modified 
work following a work related injury.  Any injured employee who is placed in a modified work 
position is placed in that position for a limited time only. 

 
Procedures 
2. The General Contractor and the Owner will cooperate with the Insurer in conjunction with the 

Enrolled Contractor to facilitate the return to work of any injured employee capable of modified 
work status. 

 
3. The Insurer’s adjuster will communicate with the managed care clinic or treating physician to 

determine the injured employee’s temporary restrictions. 
 

4. Once the employee is released to modified work, the Insurer’s adjuster will coordinate with the 
managed care nurse and/or treating physician and the employer to facilitate the injured 
employee’s return to work. 

 
5. Upon being released to return to modified work, the injured employee will report to his/her 

employer for modified work assignment. 
 

6. The employer will obtain from the employee (and provide copies to the General Contractor) the 
return to work status instructions from the treating physician. 

 
7. The employer is required to accommodate the injured employee to the fullest extent and 

facilitate the return to work. 
 

8. Follow Up/Communication with Insurer: It will be the responsibility of the Insurer’s adjuster 
to maintain communication with the treating physician and employer to facilitate the prompt 
return to work of an employee to full work status.  Should the employee reach maximum 
medical improvement and still be precluded from returning to full work status, the Insurer’s 
adjuster will confer with the General Contractor and the employer regarding reassignment of 
the employee or to determine if further action required. 
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SECTION 6 - INSURANCE PROVIDED BY THE OWNER 
 
The Owner has procured, and will maintain at its own expense, the insurance coverages described below for 
all Enrolled Contractors.  The limits of liability purchased apply collectively to all Insureds.  The Owner intends 
to maintain Workers' Compensation, General Liability and Excess Liability coverage until Notice of Final 
Acceptance. Products/Completed Operations coverage is extended for 8 years after said notification as 
specified in the policy.  Summaries of the insurance coverages provided by the Insurer(s) are as follows: 
 
1. Workers’ Compensation Insurance 
 Workers' Compensation insurance, as prescribed by the laws of the State of Georgia, and Employer's 

Liability insurance is provided with the following limits of liability: 
 $1,000,000 Each Accident 
 $1,000,000 Each Disease - Each Employee 
 $1,000,000 Each Disease - Policy Limit 
This insurance will cover employees of all Enrolled Contractors while they are performing work at the Jobsite.  
Offsite operations are excluded. 
 
 
2. Commercial General Liability Insurance 
 Commercial General Liability insurance is provided for activities at the Jobsite.   The Policy has the 

following limits of liability (limits reinstate annually, except during Products/Completed Operations 
coverage extension): 

$2,000,000  Each Occurrence 
 $5,000,000  General/Annual Aggregate 
 $5,000,000  Products/Completed Operations Aggregate (All Projects Combined)* 
 $2,000,000  Personal Injury and Advertising Liability 
 $    300,000  Damage to Rented Premises 
 $      10,000  Medical Expense 
 
Contractor will assume the responsibility for the first $25,000 of any Property Damage Liability claim that is 
within the purview of this policy.  

 
*The Products/Completed Operations aggregate is a single limit for both the policy and extension periods 
as defined in the policy. Includes Warranty/Repair Work Coverage Extension which provides general 
liability coverage during warranty or repair work undertaken by Enrolled Contractors during their 
contractual warranty period, but not to exceed two (2) years after the Enrolled Contractor’s OCIP 
coverage is terminated at the conclusion of their work (as defined by the policy). NOTE, however, that 

Contractor’s workers’ compensation Injuries while involved in warranty/repair work shall be 

covered under the Contractor’s practice policy and not the OCIP.      
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Section 6 - INSURANCE PROVIDED BY THE OWNER (CONTINUED) 
 

3. Excess Liability Insurance  
 Excess General Liability and Employer's Liability coverages will be provided with limits of $50,000,000 

each occurrence and in the aggregate.  The limits are excess of the primary limits described in Items 1 and 
2 above.   

 
4. Builders’ Risk: Owner shall procure and maintain Builders’ Risk insurance which provides “all risk” 

coverage on the buildings, structure or work, and property of the Owner in the care, custody and control of 
the Contractor. The policy or policies shall be in the name of the Owner, and Contractors as their interests 
shall appear, and this shall be so stated on the ACORD certificate of insurance. 
 
The policy will cover structures and materials during the course of construction that are part of the project 
and will provide coverage for materials while in domestic transit, or while stored temporarily away from the 
project site subject to policy sublimits. 
 
Contractor will assume the responsibility for the first $25,000 of any claim that is within the purview of this 
policy.  
 
Owner and Contractor waive all rights against each other for damages caused by fire or other perils to the 
extent covered by insurance obtained pursuant to this Builders’ Risk insurance section or any other 
property insurance applicable to the work.  Contractor shall require, by appropriate agreement, written 
where legally required for validity, similar waivers in favor of the Owner and the Contractor by 
Subcontractors. With respect to the waiver of rights of recovery, the Owner shall be deemed to include, to 
the extent covered by property insurance applicable thereto, its consultants, employees and such agents 
and representatives. The Contractor waives as against any separate contractor all rights for damages 
caused by fire or other perils in the same manner as is provided above as against the Owner. The Owner 
shall require, by appropriate agreement written wherever legally required for validity, similar waivers in 
favor of the Contractor by any separate contractor and its subcontractors.  
  

5. Contractors Pollution Legal Liability 
The Owner will maintain Contractors Pollution Liability coverage for the duration of this contract for onsite 
activities. Pollution Legal Liability insurance covering pollution incidents at, under or emanating from the 
Project Site will be provided with coverage for third-party bodily injury, property damage, cleanup costs and 
defense costs. The policy will be written with a limit of at least $10,000,000.  
 
The first $25,000 of any claim that stems from the operations of the Contractor, its subcontractors or sub-
consultants will be fully borne by the Contractor as determined by the Owner. 
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Section 6 - INSURANCE PROVIDED BY THE OWNER (CONTINUED) 
 
6. Certificates of Insurance  

The OCIP Administrator will issue certificates of insurance for Commercial General Liability, Workers' 
Compensation/Employers' Liability, Excess Liability and other required coverages to the Construction 
Manager (if applicable), General Contractor and each Enrolled Subcontractor. 

 
7. Insurance Policies 

The summary of coverages contained in this OCIP Manual is prepared for the convenience of those 
involved in the Project and should not be construed in any way as an exact and binding analysis of 
coverage.  In case of any claim or question with respect to coverage, the original policies will prevail as the 
sole binding documents.  Each Enrolled Contractor will receive a Workers' Compensation policy.  
Specimen General Liability and Excess Liability policies are available upon request. 

 
8. OCIP Insurance Premiums 

The Owner is responsible for the payment of the OCIP premium.  All return insurance premiums, insurance 
dividends, or monies due or to become due in connection with the OCIP shall be to the benefit of the 
Owner and are hereby assigned to the Owner. 
 

9. OCIP Cancellation, Termination or Modification 
Notwithstanding any other provision in this manual, it is the Owner's intent to keep the OCIP in force 
throughout the term of the Project.  However, the Owner reserves the right to cancel, terminate or modify 
the OCIP or any portion thereof.  To exercise this option, the Owner will provide 30 calendar days advance, 
written notice to all Insureds covered under the OCIP. 
 

Enrolled Contractors will be required to immediately affect replacement insurance coverage, equivalent to 
what is currently required for Offsite and Excluded Parties.  The reimbursement for the cost of such 
replacement insurance will be calculated on a pro-rata portion of the Enrolled Contractors’ Form 2.  Written 
evidence of such insurance must be provided to the Owner prior to the actual cancellation or termination 
date of the OCIP. 
 

10.  Contract Termination 
Upon completion of all their work at the Project Site, Contractors whose practice policies have been 
endorsed with a Designated Workplace Exclusion Endorsement, or similar language, should advise their 
broker/agent of their work completion and request the endorsement be deleted from their policies. The 
endorsement must be deleted prior to any Contractor undertaking warranty work at the Project Site. 
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Section 7 - INSURANCE PROVIDED BY THE CONTRACTORS AND ALL 
SUBCONTRACTORS 
 
Enrolled Contractors and Excluded Parties will, at their own expense, carry and maintain at least the following 
insurance policies and minimum limits of liability on forms and with insurance companies acceptable to the 
Owner: 
 
1. Business Automobile Liability Insurance 
 All Enrolled Contractors and Excluded Parties must provide Automobile Liability insurance covering the 

operation, maintenance and use, loading and unloading of all owned, hired, and non-owned vehicles on 
or away from the Project Site. The policy shall be endorsed to name the Owner, and other entities as 
required by contract, as additional insureds, on a primary and non-contributing basis and shall be 
endorsed with a Waiver of Subrogation in favor of the Owner and other entities as required by contract. 
Such insurance will provide coverage not less than that of the standard Commercial Automobile Liability 
policy with combined single limits not less than:  

 
 - Operations in the Non-AOA* area:                $ 2,000,000 

- Operations in the AOA* area:                        $10,000,000 
*AOA = Aircraft Operations Area 

 In accordance with Section 22-181(b) of Chapter 22, Code of Ordinances of the City of Atlanta, all 
vehicles requiring access to the restricted areas of the airport must be covered by an automobile 
liability policy in the minimum amount of ten million ($10,000,000) combined single limit for personal 
injury and property damage. The $10,000,000 limit of liability will also be imposed on any parties 
transporting workers, materials and/or equipment to the Airport site from parking lots or similar 
facilities. 

 Contractual liability, if not provided in the policy form, is to be provided by endorsement. 
 If hazardous materials or waste are to be transported, the Commercial Automobile Liability policy will 

be endorsed with the MCS-90 endorsement in accordance with the applicable legal requirements. 
 
2. Workers' Compensation and Employer's Liability  
 All Enrolled Contractors must have Workers' Compensation and Employer's Liability insurance covering 

all employees for injuries that occur away from the Project site or after project completion or OCIP 
termination or cancellation.  
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Section 7 - INSURANCE PROVIDED BY THE CONTRACTORS AND ALL 
SUBCONTRACTORS (CONTINUED) 
 

Excluded Parties must provide this coverage for all operations relating to this Project.  The policy must 
contain a waiver of subrogation endorsement in favor of the Owner and other entities as required by 
contract, and provide not less than the following limits: 
a.  Workers' Compensation - Statutory Limits 
b.  Employer's Liability - 

 $1,000,000 Each Accident 
 $1,000,000 Each Disease - Each Employee 
 $1,000,000 Each Disease - Policy Limit 
 Note that the Owner does not permit Workers’ Compensation Exemption Status.   
 

3. Commercial General Liability Insurance 
 All Enrolled Contractors must have General Liability insurance covering third party losses that occur away 

from the Project, and after Notice of Final Acceptance or OCIP termination or cancellation.  Excluded 
Parties must provide this coverage for all operations relating to this Project.   

 
 Coverage must be on an ISO Occurrence Form acceptable to Owner, and shall include, but not be limited 

to, Premises-Operations, Personal Injury, Blanket Contractual Liability, Property Damage (with exclusions 
K&L removed), Fire Legal Liability, Independent Contractors, explosion, collapse and underground, and 
Products/Completed Operations.  Provided below are the minimum insurance limits required: 

 
Limits All Parties 
$1,000,000 Each Occurrence 
$2,000,000 General Aggregate 
$2,000,000 Products/Completed Operations Aggregate* 
$1,000,000 Personal Injury and Advertising Liability 
$    300,000 Damage to Premises Rented to You 
 
*Including term up to 5 years after substantial completion 

 
4. Umbrella/Excess Liability 

 
The General Contractor Only:  $10,000,000 Each Occurrence/Aggregate  
 
Umbrella/Excess Liability insurance, insuring against bodily injury, personal and advertising injury, and 
property damage, and all other coverages as specified above (Employers' Liability, Commercial 
General Liability and Commercial Automobile Liability).  Coverage must be follow form and must apply 
as excess of the scheduled underlying policies.  The General Liability, Automobile Liability and 
Employers’ Liability limit requirement may be met by primary coverage or a combination of primary and 
Umbrella/Excess insurance.   
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SECTION 7 - INSURANCE PROVIDED BY THE CONTRACTORS AND ALL 
SUBCONTRACTORS (CONTINUED) 

 

5. Aviation Liability 
 If required by the Owner, All Enrolled Contractors and Excluded Parties must provide Aviation Liability 

insurance covering all owned, non-owned, and hired aircraft, used, operated, or hired by the Contractor 
or the applicable Subcontractor in connection with the Project, including bodily injury, property damage, 
and Passenger Liability with a minimum limit of $10,000,000 each occurrence.  

 
6. Watercraft Liability 
 If required by the Owner, All Enrolled Contractors and Excluded Parties must provide Watercraft Liability 

and/or Protection and Indemnity insurance covering all owned, non-owned, and hired watercraft, used, 
operated, or hired by the Contractor or Subcontractor in connection with the Project, including bodily 
injury with a minimum limit of $1,000,000 each occurrence. 

 
7. Professional Liability (Architecture & Engineering Design Only) 

Per Claim Made and in the Aggregate  $5,000,000 
 Contractor/Consultant shall procure and maintain during the life of this contract Professional 

Liability insurance, including a three year Extended Reporting Provision. 
 Owner reserves the right to provide this coverage and, should it elect to do so, will execute a 

deductive change order to remove the cost of this coverage from the contract price. 
 
8. Qualifications of Insurers 
 Each Insurer of an Enrolled Contractor or Excluded Party who provides any insurance coverage required 

by this section must meet each of the following requirements: 
 The Insurer must be authorized by the State of Georgia to transact property and/or casualty 

insurance business in the State of Georgia; 
 The Insurer must have an A.M. Best Policyholder Rating of a "A-" and a Financial Rating of "Class 

VIII" or higher. 
 
9. Certificate of Insurance 
 Prior to commencing any work at the Jobsite, all Enrolled Contractors and Excluded Parties must provide 

the Owner with a Certificate of Insurance.   Failure of any party to provide such certificates of insurance 
will not be relief from the responsibility to carry and maintain such insurance.  Certificates should be sent 
to the OCIP Administrator. 

 
Coverage must include and Certificates of Insurance must evidence (see sample in forms section): 

 
a) Reference to: City of Atlanta, Hartsfield-Jackson Atlanta International Airport 
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Section 7 - INSURANCE PROVIDED BY THE CONTRACTORS AND ALL 
SUBCONTRACTORS (CONTINUED) 
 

b) Additional Insured:  shall include City of Atlanta and others as required by contract as additional 
Insureds (as respects General and Automobile Liability). Coverage must be primary and non-
contributory. 

 
c) Waiver of Subrogation:  shall obtain a waiver of subrogation in favor of City of Atlanta and others as 

required by contract (as respects Workers’ Compensation). 
 

d) Notice of Cancellation:  All required policies shall be endorsed to provide that notice of cancellation 
shall be given to Owner by insurance agent/broker or carrier, or if unavailable, 
Contractor/Subcontractor must provide Owner with thirty (30) days advance written notice of 
cancellation or non-renewal (ten (10) days in the event of cancellation for non-payment of 
premium). 

 
 

e) The insurance requirements described in the OCIP manual are not intended to, and shall not in any 
way, limit or quantify the liabilities and obligations each Contractor assumes pursuant to its contract. 
The insurance requirements are an independent contract provisions and shall survive the 
termination or expiration of this contract or any subcontract. 

 
10. Other Insurance Needed As Determined by Enrolled Contractors 

The OCIP, as previously outlined, is intended to afford broad coverage and relatively high limits of 
liability, but may not provide all the insurance needed.  Enrolled Contractors should have their insurance 
agent, broker or consultant review the coverages and limits outlined herein for adequacy against your 
existing program.  In order to eliminate duplicate insurance premiums, Enrolled Contractors should 
amend their insurance program to recognize coverage provided to them under this OCIP.  It is suggested 
that Enrolled Contractors' General Liability and Workers' Compensation policies exclude coverage for 
this Jobsite only to the extent coverage is provided by the OCIP.  In this manner, any broadened 
coverages or limits under the Enrolled Contractors’ insurance program will still be available to them.  Any 
insurance for higher limits or other coverages that are required by the Contract, by law, or needed for the 
Enrolled Contractors’ protection must be purchased separately.  Any premiums, deductibles or self-
insured retentions under any additional coverages shall be borne by Enrolled Contractors. 
 

Contractors’ policies of insurance covering their owned or leased machinery, watercraft, vehicles, tools, 
or equipment against physical loss or damage must include waiver of subrogation endorsements in favor 
of the Owner and the General Contractor, their employees, agents or assigns.   
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SECTION 8 - ENROLLING IN THE OCIP  
 

WillCIP: Online Enrollment & Payroll Reporting System 
 
Follow the instructions outlined in the WillCIP Online Enrollment & Payroll Reporting System 
Instructions document. A copy of the document can be obtained from the OCIP Administrator. 
          
 

IMPORTANT NOTES 
 

 
a. Use premium rates in force at the time of the Contract Award. These rates will be applied to the entire 

project period.   
 
b.   Comply with requests from the OCIP Administrator for documentation. (e.g., Workers’ Compensation, 

General Liability, and Excess Liability Declaration and Rate Pages)  
 
c. Accurately estimate payroll and/or receipts anticipated for this Contract (initial bid and all change orders) 

so as to develop an accurate estimate of insurance costs.  At completion of your work, a final audit will be 
conducted of the actual payroll, receipts and insurance costs.   

 
d. Maintain accurate and complete payroll records and timely submit to a payroll/receipts audit by the OCIP 

insurers and/or OCIP Administrator upon request.  OCIP insurers have the right to audit payroll records 
annually, upon completion of work or upon policy expiration.   

 
e.   Accurately utilize valid classification codes as defined in the latest version of the NCCI (National Council 

on Compensation Institute) Scopes Manual.  These will also be audited and will be subject to change by 
the OCIP Manager should the work being performed not coincide with the classification codes and rates 
submitted with the enrollment. 

 
f. The Contractor hereby warrants the accuracy of the information provided to the OCIP Administrator and 

OCIP insurers; and agrees that the Owner, the OCIP Administrator, and the OCIP insurers may audit the 
Contractor’s records at any time to confirm the accuracy of the information provided, including any 
changes in the work as referenced in the Contract. 

 
g. Contractors or Subcontractors may not commence work on this Project until enrollment is complete which 

requires that a complete enrollment is submitted, approved, and a certificate of insurance is provided by 
the OCIP Administrator to the Enrolled Contractor. 

 
h. Enrollment is NOT automatic – Contractors are required to complete a separate enrollment for each 

project/contract under which they are performing work.  Excluded Contractors (those not eligible to 
participate in the OCIP due to contract value or scope of services) are also required to submit OCIP 
forms and a certificate of insurance evidencing coverages and limits required by the OCIP. 

 
i. Failure to submit the completed forms and documentation to the OCIP Administrator within 30 days of the 

initial request may result in a delay of your monthly progress payments. 
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SECTION 8 - ENROLLING IN THE OCIP (CONTINUED) 
 

j. Enrolled Contractors must submit monthly reports for payroll and receipts associated with Onsite work for 
this Project. 

 
k. Payroll and receipts must be submitted separately for each contract awarded for this Owner. 
 
l. If no work is performed at the site during the reporting period, a report must still be submitted using zeros 

for payroll and receipts. 
 
m. Use of Class Code 8810 shall apply ONLY to Onsite clerical employees who remain in the Onsite trailer 

and do not walk the Project. 
 
n. Use of Class Code 5606 shall apply ONLY to individuals dedicated full time to this Project site, who work 

mainly inside the Onsite trailer, and supervise through foreman.  Those who directly supervise work must 
be classified under the governing (majority) class code.  Individuals classified under 5606 may not have 
their time split with another class code. 
 

o. Monthly Payroll and Receipts Reports are due by the 10th of each month. 
 
 

Failure to promptly provide payroll information will result  
in a delay of your monthly progress payments. 

 
 
 

 
 Certificate of Insurance 
 
a. Provide a Certificate of Insurance including coverages and wording (as shown) with the actual 

limits on Certificate of Insurance.  (See example in Forms Section.)  A current certificate of 
insurance must be provided for each policy period. 

 
b. Upload Certificate in the WillCIP system or Submit to:  

 
    Sheila Cassidy, JLM Risk Management Group 

sheila.cassidy@atlanta-airport.com 
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SECTION 8 - ENROLLING IN THE OCIP (CONTINUED) 
 
   
 Notice of Completion Form 
 
 

 
a. Each Enrolled Contractor will submit a Notice of Completion Form, once the Enrolled 

Contractor has completed all of its work (including punch-list items). 
 

b. Submit to: Sheila Cassidy, JLM Risk Management Group 
sheila.cassidy@atlanta-airport.com 
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 SECTION 9 – OCIP FORMS  
 

 CITY OF ATLANTA - Hartsfield-Jackson Atlanta International Airport  

Sample Certificate 
 

 

   CERTIFICATE OF LIABILITY INSURANCE   
DATE (MM/DD/YYY) 

      
THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 
IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed.  If SUBROGATION IS WAIVED, subject to the 
terms and conditions of the policy, certain policies may require an endorsement.  A statement on this certificate does not confer rights to the certificate 
holder in lieu of such endorsement(s). 
PRODUCER                                                           
INSURANCE AGENT’S NAME 
ADDRESS 
CITY, STATE  ZIP CODE 
TELEPHONE NO. (INCLUDING AREA CODE) 
                         

CONTACT 
NAME:                        
PHONE 
(A/C, No. Ext):        

FAX 
(A/C, No):        

E-MAIL 
ADDRESS:         

INSURER(S) AFFORDING COVERAGE NAIC# 

INSURED         
YOUR COMPANY NAME 
ADDRESS 
CITY, STATE, ZIP CODE 
TELEPHONE NO. (INCLUDING AREA CODE) 

INSURER A : ABC Insurance Company       
INSURER B : DEF Insurance Company       
INSURER C : GHI Insurance Company       
INSURER D : JKL Insurance Company       
INSURER E :             
INSURER F:              

COVERAGES CERTIFICATE NUMBER:        REVISION NUMBER:        
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY 
PERIOD INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO 
WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN.  THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO 
ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH POLICIES.  LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 
INSR 
LTR 

 
TYPE OF INSURANCE 

ADDL 
INSR 

SUBR 
WVD POLICY NUMBER POLICY EFF 

(MM/DD/YYY) 
POLICY EXP 
(MM/DD/YY) 

 
LIMITS 

 
A 

GENERAL LIABILITY  
  X 

 
    
  

 
Policy Number 

 
MO/DAY/YR  
    

 
MO/DAY/YR
      

EACH OCCURRENCE $1,000,000 

 COMMERCIAL GENERAL LIABILITY DAMAGES TO RENTED 
PREMISES(Ea occurrence) 

 
$300,000 

  CLAIMS-MADE X OCCUR MED EXP (Any one person) $      
  PERSONAL & ADV INJURY $1,000,000 
  GENERAL AGGREGATE $2,000,000 
GEN’L AGGREGATE LIMIT APPLIES PER: PRODUCTS-COMP/OP AGG $2,000,000 

X POLICY  PRO- 
JECT  LOC   

 
B 

AUTOMOBILE LIABILITY  
  X 

 
    
  

 
Policy Number 

 
MO/DAY/YR  
    

 
MO/DAY/YR
      

COMBINED SINGLE LIMIT 
(Ea accident) 

 
See Limit* 

 ANY AUTO BODILY INJURY(Per person) $      

X ALL OWNED 
AUTOS  SCHEDULED 

AUTOS BODILY INJURY(Per accident) $      

X HIRED AUTOS X NON-OWNED 
AUTOS 

PROPERTY DAMAGE 
(Per accident) $      

     $      

 
C 

  UMBRELLA LIAB      
Policy Number 

 
MO/DAY/YR  
    

 
MO/DAY/YR
      

EACH OCCURRENCE SEE 
X EXCESS LIAB  CLAIMS-MADE AGGREGATE Limit  
 DED  RETENTION $  Requirements 

 
D 

WORKERS COMPENSATION AND 
EMPLOYERS ‘ LIABILITY 
ANY PROPRIETOR/PARTNER/EXECUTIVE 
OFFICER/MEMBER EXCLUDED? 
(Mandatory in NH) 
If yes, describe under  
DESCRIPTION OF OPERATIONS below   

 
 
 Y/N 

 N 

 
N/A 

 
  X 

 
Policy Number 

 
MO/DAY/YR  
    

 
MO/DAY/YR 
     

X WC Statutory 
Limits  OTH- 

ER  
E.L. EACH ACCIDENT $500,000 

E.L. DISEASE – EA 
EMPLOYEE 

$500,000 

E.L. DISEASE – POLICY 
LIMIT 

$500,000 
     

 OTHER          
 

 
      

 
      
 

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES (Attach ACORD 101, Additional Remarks Schedule, if more space is required) 
RE:  City of Atlanta, Hartsfield –Jackson Atlanta International Airport ADDITIONAL INSURED (AUTO AND GENERAL LIABILITY): City of Atlanta and General Contractor. Coverage is primary & non-
contributory.  WAIVER OF SUBROGATION (WORKERS’ COMPENSATION) for City of Atlanta and General Contractor. 

CERTIFICATE HOLDER                                                                                  CANCELLATION 
City of Atlanta 
Attn : Risk Manager 
6000 N. Terminal Pkwy., Atrium Suite 4000 
Atlanta, GA. 30320 
Email to : sheila.cassidy@atlanta-airport.com 
 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 
AUTHORIZED REPRESENTATIVE 
 
 

*Coverage Limit Requirements: 
**AOA = Aircraft Operations Area  
$  2,000,000 Combined Single Limit – Operations in NON-AOA**  
$10,000,000 Combined Single Limit – Operations in AOA** 
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SECTION 9 – OCIP FORMS (CONTINUED) 
 

CITY OF ATLANTA  Hartsfield-Jackson Atlanta International Airport 
 

NOTICE OF COMPLETION FORM  

Date:    

From:   
 (Your Company Name) 

Contact Name:    

Telephone No:  

Email Address:    
 
 
Please be advised that the following Enrolled Contractor is scheduled to complete work.
 

Subcontractor: 
  
   

 
Contract Number: 

  
   

 
Contact/Title: 

   

 
Telephone No: 

  
   

 
Email Address: 

  
  

 
Work Description: 

  
  

 
Final Contract Value: 

  
   

 
Final Payroll: 

  
   

 
Start Date: 

  
Completion Date: 

 
     

 
Name of lower-tiered Subcontractors, if any, which are included in this work: 
  
   
 
 
Is this the only contract for this Contractor at this project? Yes   No  
 
If no, please list: 

   

    
 
 
Signed By:  Title:    Date: 

 
PLEASE SUBMIT TO:  Sheila Cassidy, OCIP Administrator, JLM Risk Management Group 

E-Mail Address: sheila.cassidy@atlanta-airport.com 
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SECTION 10 – CLAIMS ADMINISTRATION 
 

Claims Reporting 
 
All Workers’ Compensation, General Liability and Builders Risk claims, including incidents, accidents and 
unusual circumstances which may reasonably be expected to develop into claims against OCIP policies, must 
be reported by Contractors and/or subcontractors as soon as possible.  All accidents and incidents must be 
reported no later than the close of business on the date of the occurrence.  Reports may be made by 
telephone or email to the contacts listed below. 
 
Following any accident or incident, basic scene investigation should be undertaken by any involved 
Contractor’s safety representative to establish the facts of the accident and to assist in the OCIP carrier’s 
claims adjustment process. 
 

 Determine what happened and write it down. 
 Take photographs and/or measurements, as applicable. 
 Identify all involved parties, including witnesses, and obtain contact information. 
 Record date(s), time(s) and weather conditions. 
 Preserve and protect physical evidence. 
 Maintain complete confidentiality. 
 Cooperate fully with the OCIP Carrier’s adjuster. 

 
Send Copies of all Claims Reports to: 
 

 OCIP Claims Consultant:  David Simmons  
david.simmons@willis.com    (404) 224-5062 

 OCIP Administrator:  Sheila Cassidy  
sheila.cassidy@atlanta-airport.com  (404) 766-8715 

 OCIP Safety Director:  Chris Blair  
chris.blair@atlanta-airport.com   (404) 465-0723 
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Claim and Accident Reporting Procedures       
        
The immediate reporting of all circumstances which might lead to, or involve a CLAIM is a requirement and 
non-compliance may jeopardize coverage.  Refer all questions to the Owner’s Construction Manager and or 
the Owner’s insurance carrier.  The following are minimum requirements for specific circumstances: 
 

 Fatal and Serious Accidents (Employees and members of the public) 
 
Secure emergency medical services. 
Telephone, in the following order: 

a) Owner’s Representative(s) 
b) Construction Manager 

 
 Workers’ Compensation – An Employer’s First Report of Injury report shall be completed for all 

employees becoming injured or sick during the course of employment. 
 
Original and one copy to Owner’s Representative(s) 
Two copies to Construction Manager 
One copy for Contractor’s Records 
 

 General Liability Insurance – A Claims Report shall be completed when any member of the public is 
injured and/or his/her property is damaged, and when injury occurs to personnel or property of other 
Contractors and/or Subcontractors. 

 
Original and one copy to Owner’s Representative(s) 
Two copies to Construction Manager 
One copy for Contractor’s Records 

 
 All Risk Course of Construction (sometimes referred to as Builders Risk) – A Claims Report shall be 

completed when physical damage occurs to any part of the construction works, from whatever cause. 
 

Original to Owner’s Representative(s) 
Two copies to Construction Manager 
One copy for Contractor’s Records 
 

 Automobile Insurance – A Claims Report shall be completed when there is any accident/incident 
involving an automobile. 

 
Original and one copy to Owner’s Representative(s) 
Two copies to Construction Manager 
One copy for Contractor’s Records 
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