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Pond & Company MOU 
 

Pond’s Memorandum of Understanding (MOU) has been uploaded separately per the directions on Planet Bids and in Addendum 2, 
Question #11. 

 
 
 
 
 
 
 
 

Subconsultant MOU’s 
 

In an effort to maintain submittal efficiency, we have included each subconsultant’s MOU immediately following all required forms. 
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ATTACHMENT “F” 
GENERAL INFORMATION AND MINIMUM INSURANCE REQUIREMENTS 

 
 
 

COMMERCIAL GENERAL LIABILITY INSURANCE 
The Contractor/Vendor shall purchase and maintain at the Contractor/Vendor’s expense Commercial General 
Liability insurance coverage (ISO or comparable Occurrence Form) for the life of this Contract. Modified 
Occurrence or Claims Made forms are not acceptable. 

 
The Limits of this insurance shall not be less than the following limits: 

Each Occurrence Limit $1,000,000 
Personal & Advertising Injury Limit $1,000,000 
Products & Completed Operations Aggregate Limit $2,000,000 
General Aggregate Limit (other than Products & 

Completed Operations) Applies Per Project $2,000,000 
 

General liability coverage shall continue to apply to “bodily injury” and to “property damage” occurring after all 
work on the Site of the covered operations to be performed by or on behalf of the additional insureds has been 
completed and shall continue after that portion of “your work” out of which the injury or damage arises has been put 
to its intended use. 

 
 

PROFESSIONAL LIABILITY (ERRORS & OMISSIONS) 
The Contractor/Vendor shall purchase and maintain at the Contractor/Vendor’s expense Professional Liability 
insurance coverage for the life of this Contract. 

 
If the contract includes a requirement for Professional Liability or Errors and Omissions insurance, the minimum 
amount of such insurance shall be as follows: 

 
Each Occurrence/Annual Aggregate $1,000,000 

 
 

Contractor/Vendor shall require each of his Sub-Contractor/Vendors to likewise purchase and maintain at their 
expense Commercial General Liability insurance, Workers’ Compensation and Employer’s Liability coverage, 
Automobile Liability insurance and Professional Liability (as applicable) insurance coverage meeting the same 
limit and requirements as the Contractor/Vendors insurance. 

 
Certificates of Insurance and the insurance policies required for this Agreement shall contain – 
• Endorsement that coverage afforded under the policies will not be cancelled or allowed to expire until at 

least thirty (30) days prior written notice has been given to Nassau County Board of County 
Commissioners. 

• Nassau County Board of County Commissioners must be named as an Additional Insured and endorsed 
onto the Commercial General Liability (CGL), Auto Liability policy (ies). 
 CGL policy Additional Insured Endorsement must include Ongoing and Completed 

• Provision under General Liability, Auto Liability and Workers’ Compensation to include a Waiver of 
Subrogation clause in favor of Nassau County Board of County Commissioners. 

• Provision that policies, except Workers’ Compensation, are primary and noncontributory. 
 

All Insurers must be authorized to transact insurance business in the State of Florida as provided by Florida Statute 
624.09(1) and the most recent Rating Classification/Financial Category of the insurer as published in the latest 
edition of “Best’s Key Rating Guide’ (Property-Casualty) must be at least A- or above. 

 
All of the above referenced Insurance coverage is required to remain in force for the duration of this Agreement and 
for the duration of the warranty period. Accordingly, at the time of submission of final application for payment, 
Contractor/Vendor shall submit an additional Certificate of Insurance evidencing continuation of such coverage. 
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If the Contractor/Vendor fails to procure, maintain or pay for the required insurance, Nassau County Board of 
County Commissioners shall have the right (but not the obligation) to secure same in the name of and for the 
account of Contractor/Vendor, in which event, Contractor/Vendor shall pay the cost thereof and shall furnish upon 
demand, all information that may be required to procure such insurance. Nassau County Board of County 
Commissioners shall have the right to back-charge Contractor/Vendor for the cost of procuring such insurance. The 
failure of Nassau County Board of County Commissioners to demand certificates of insurance and endorsements 
evidencing the required insurance or to identify any deficiency in Contractor/Vendors coverage based on the 
evidence of insurance provided by the Contractor/Vendor shall not be construed as a waiver by Nassau County 
Board of County Commissioners of Contractor/Vendor’s obligation to procure, maintain and pay for required 
insurance. 

 
The insurance requirements set forth herein shall in no way limit Contractor/Vendors liability arising out of the work 
performed under the Agreement or related activities. The inclusions, coverage and limits set forth herein are 
minimum inclusion, coverage and limits. The required minimum policy limits set forth shall not be construed as a 
limitation of Contractor/Vendor’s right under any policy with higher limits, and no policy maintained by the 
Contractor/Vendor shall be construed as limiting the type, quality or quantity of insurance coverage that 
Contractor/Vendor should maintain. Contractor/Vendor shall be responsible for determining appropriate inclusions, 
coverage and limits, which may be in excess of the minimum requirements set forth herein. 

 
If the insurance of any Contractor/Vendor or any Sub-Contractor/Vendor contains deductible(s), penalty(ies) or self- 
insured retention(s), the Contractor/Vendor or Sub-Contractor/Vendor whose insurance contains such provision(s) 
shall be solely responsible for payment of such deductible(s), penalty(ies) or self-insured retention(s). 

 
The failure of Contractor/Vendor to fully and strictly comply at all times with the insurance requirements set forth 
herein shall be deemed a material breach of the Agreement. 
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NASSAU COUNTY REQUEST FOR PROPOSALS 
NC23-009-RFQ 

NC21-045-RFP – AMERICAN RESCUE PLAN PROGRAM ADMINISTRATION 
 

ATTACHMENT “G” 
FEDERAL PROVISIONS APPLICABLE TO CONSULTANT 

 
In performing under this Agreement, contractor shall comply with the following federal 

requirements, as applicable: 
 

1. Drug Free Workplace Requirements: All contractors entering into Federal funded contracts over 
the simplified acquisition threshold (as defined at 41 U.S.C. § 134) must comply with the Drug 
Free Workplace Act of 1988 (41 U.S.C. 8102), which requires the contractor to take certain actions 
to provide a drug-free workplace. 

 
2. Davis-Bacon Act: If applicable, the contractor agrees to comply with all provisions of the Davis 

Bacon Act as amended (40 U.S.C. §§ 3141-3144 and 3136-3148), and to require all of its 
contractors performing work under this Agreement to adhere to same. The CONSULTANT are 
required to pay wages to laborers and mechanics at a rate not less than the prevailing wages 
specified in a wage determination made by the Secretary of Labor. In addition, the CONSULTANT 
are required to pay wages not less than once a week. If the grant award contains Davis Bacon 
provisions, the contractor shall place a copy of the current prevailing wage determination issued by 
the Department of Labor in the solicitation documents. The decision to award a contract shall be 
conditioned upon the acceptance of the wage determination. The CONSULTANT must report all 
suspected or reported violations of the Davis-Bacon Act to the County. 

 
3. Copeland Anti Kick Back Act: CONSULTANT shall comply with all the requirements of the 

Copeland Anti-Kickback Act (18 U.S.C. § 874 and 40 U.S.C. § 3145, as supplemented by 
Department of Labor regulations at 29 CFR Part 3), which are incorporated by reference to this 
Agreement. CONSULTANT are prohibited from inducing by any means any person employed in 
the construction, completion or repair of public work to give up any part of the compensation to 
which he or she is otherwise entitled. 

 
4. Contract Work Hours and Safety Standards Act (40 U.S.C. §§ 3701–3708): Where applicable, 

all contracts awarded in excess of $100,000 that involve the employment of mechanics or laborers 
must be in compliance with 40 U.S.C. §§ 3702 and 3704, as supplemented by Department of Labor 
regulations (29 CFR Part 5). Under 40 U.S.C. § 3702 of the Act, each CONSULTANT is required 
to compute the wages of every mechanic and laborer on the basis of a standard work week of 40 
hours. Work in excess of the standard work week is permissible provided that the worker is 
compensated at a rate of not less than one and a half times the basic rate of pay for all hours worked 
in excess of 40 hours in the work week. The requirements of 40 U.S.C. § 3704 are applicable to 
construction work and provide that no laborer or mechanic must be required to work in 
surroundings or under working conditions which are unsanitary, hazardous or dangerous. These 
requirements do not apply to the purchases of supplies or materials or articles ordinarily available 
on the open market, or contracts for transportation or transmission of intelligence. 

 
5. Debarment and Suspension (Executive Orders 12549 and 12689): A contract award (see 2 CFR 

180.220) must not be made under this Agreement to parties listed on the government wide 
exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines 
at 2 CFR part 180 that implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 
12689 (3 CFR part 1989 Comp., p. 235), Debarment and Suspension. SAM Exclusions contains 
the names of parties debarred, suspended, or otherwise excluded by agencies, as well as parties 
declared ineligible under statutory or regulatory authority other than Executive Order 12549. The 
CONSULTANT shall certify compliance. The CONSULTANT further agrees to include a 
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provision requiring such compliance in its lower tier covered transactions and subcontracts, which 
shall read as follows: 

 
Applicants or bidders for a lower tier covered transaction (except 
procurement contracts for goods and services under $25,000 not 
requiring the consent of the County and/or the applicable state or 
federal entity) are subject to 2 C.F.R. Part 180, “OMB Guidelines to 
Agencies on Governmentwide Debarment and Suspension (Non- 
procurement).” In addition, applicants or bidders for a lower tier 
covered transaction for a subaward, contract, or subcontract greater 
than $100,000 of Federal funds at any tier are subject to relevant 
statutes, including among others, the provisions of 31 U.S.C. 1352, as 
well as the common rule, “New Restrictions on Lobbying,” published 
at 55 FR 6736 (February 26, 1990), including definitions, and the 
Office of Management and Budget “Governmentwide Guidance for 
New Restrictions on Lobbying,” and notices published at 54 FR 52306 
(December 20, 1989), 55 FR 24540 (June 15, 1990), 57 FR 1772 
(January 15, 1992), and 61 FR 1412 (January 19, 1996). 

 
6. Byrd Anti-Lobbying Amendment (31 U.S.C. § 1352): CONSULTANTS that apply or bid for 

an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above 
that it will not and has not used Federal appropriated funds to pay any person or organization for 
influencing or attempting to influence an officer or employee of any agency, a member of Congress, 
officer or employee of Congress, or an employee of a member of Congress in connection with 
obtaining any Federal contract, grant or any other award covered by 31 U.S.C. § 1352. Each tier 
must also disclose any lobbying with non-Federal funds that takes place in connection with 
obtaining any Federal award. Such disclosures are forwarded from tier to tier up to the non-Federal 
award. The CONSULTANT shall certify compliance. 

 
7. 501(c)(4) Entities: The Lobbying Disclosure Act of 1995, as amended (2 U.S.C. §1601 et seq.), 

prohibits any organization described in Section 501(c)(4) of the Internal Revenue Code that 
engages in lobbying activities, from receiving federal funds, including through an award, grant, 
and/or subgrant. CONSULTANT shall ensure that its CONSULTANTs and sub-awardees comply 
with this requirement. 

 
8. Federal Changes: CONSULTANT shall comply with all applicable Federal agency regulations, 

policies, procedures and directives, including without limitation those listed directly or by 
reference, as they may be amended or promulgated from time to time during the term of the 
contract. 

 
9. Safeguarding Personal Identifiable Information: CONSULTANT and sub awardees will take 

reasonable measures to safeguard protected personally identifiable information and other 
information designated as sensitive by the awarding agency or is considered sensitive consistent 
with applicable Federal, state and/or local laws regarding privacy and obligations of confidentiality. 

 
10. Energy Policy and Conservation Act (43 U.S.C. §6201): Contracts shall comply with mandatory 

standards and policies relating to energy efficiency, stating in the state energy conservation plan 
issued in compliance with the Energy Policy and Conservation act. (Pub. L. 94-163, 89 Stat. 871) 
[53 FR 8078, 8087, Mar. 11, 1988, as amended at 60 FR 19639, 19645, Apr. 19, 1995]. 
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11. Right to Inventions Under Federal Grants: If applicable, CONSULTANT shall comply with the 
requirements of 37 C.F.R. part 401, “Rights to Inventions Made by Nonprofit Organizations and 
Small Business Firms Under Government Grants, Contracts and Cooperative Agreements,” and 
any implementing regulations issued by the awarding agency. 

 
12. E-Verify: Enrollment and verification requirements: 

 
a. If the Contractor is not enrolled as a Federal Contractor in E-Verify at time of contract 

award, the Contractor shall: 
 

i. Enroll. Enroll as a Federal Contractor in the E-Verify Program within thirty (30) 
calendar days of contract award; 

 
ii. Verify all new employees. Within ninety (90) calendar days of enrollment in the 

E-Verify program, begin to use E-Verify to initiate verification of employment 
eligibility of all new hires of the Contractor, who are working in the United States, 
whether or not assigned to the contract, within three (3) business days after the 
date of hire (but see paragraph (b)(3) of this section); and, 

 
iii. Verify employees assigned to the contract. For each employee assigned to the 

contract, initiate verification within ninety (90) calendar days after date of 
enrollment or within thirty (30) calendar days of the employee’s assignment to the 
contract, whichever date is later (but see paragraph (b)(4) of this section.). 

 
b. If the Contractor is enrolled as a Federal Contractor in E-Verify at time of contract award, 

the Contractor shall use E-Verify to initiate verification of employment eligibility of: 
 

i. All new employees: 
 

1. Enrolled ninety (90) calendar days or more. The Contractor shall initiate 
verification of all new hires of the Contractor, who are working in the 
United States, whether or not assigned to the contract, within three (3) 
business days after the date of hire (but see paragraph (b)(3) of this 
section); or 

 
ii. Enrolled less than ninety (90) calendar days. Within ninety (90) calendar days 

after enrollment as a Federal Contractor in E-Verify, the Contractor shall initiate 
verification of all new hires of the contractor, who are working in the United States, 
whether or not assigned to the contract, within three (3) business days after the 
date of hire (but see paragraph (b)(3) of this section; or 

 
iii. Employees assigned to the contract. For each employee assigned to the contract, 

the Contractor shall initiate verification within ninety (90) calendar days after date 
of contract award or within thirty (30) days after assignment to the contract, 
whichever date is later (but see paragraph (b)(4) of this section.). 

 
c. If the Contractor is an institution of higher education (as defined at 20 U.S.C. 1001(a)); a 

State of local government or the government of a Federally recognized Indian tribe, or a 
surety performing under a takeover agreement entered into with a Federal agency pursuant 
to a performance bond, the Contractor may choose to verify only employees assigned to 
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the contract, whether existing employees or new hires. The Contractor shall follow the 
applicable verification requirements of (b)(1) or (b)(2), respectively, except that any 
requirement for verification of new employees applies only to new employees assigned to 
the contract. 

 
d. Option to verify employment eligibility of all employees. The Contractor may elect to 

verify all existing employees hired after November 6, 1986 (after November 27, 2009, in 
the Commonwealth of the Northern Mariana Islands), rather than just those employees 
assigned to the contract. The Contractor shall initiate verification for each existing 
employee working in the United States who was hired after November 6, 1986 (after 
November 27, 2009, in the Commonwealth of the Northern Mariana Islands), within one 
hundred eighty (180) calendar days of: 

 
i. Enrollment in the E-Verify program; or 

 
ii. Notification to E-Verify Operations of the Contractor’s decision to exercise this 

option, using the contract information provided in the E-Verify program 
Memorandum of Understanding (MOU). 

 
e. The Contractor shall comply, for the period of performance of this contract, with the 

requirements of the E-Verify program MOU: 
 

i. The Department of Homeland Security (DHS) or the Social Security 
Administration (SSA) may terminate the Contractor’s MOU and deny access to 
the E-Verify system in accordance with the terms of the MOU. In such case, the 
Contractor, will be referred to a suspension or debarment official. 

 
ii. During the period between termination of the MOU and a decision by the 

suspension or debarment official whether to suspend or debar, the contractor is 
excused from its obligations under paragraph (b) of this clause. If the suspension 
or debarment official determines not to suspend or debar the Contractor, then the 
Contractor must reenroll in E- Verify. 

 
iii. Web site. Information on registration for and use of the E-Verify program can be 

obtained via the Internet at the Department of Homeland Security Web site: 
http://www.dhs.gov/E-Verify. 

 
iv. Individuals previously verified. The Contractor is not required by this clause to 

perform additional employment verification using E-Verify for any employee: 
 

1. Whose employment eligibility was previously verified by the Contractor 
through the E-Verify program; 

 
2. Who has been granted and holds an active U.S. Government security 

clearance for access to confidential, secret, or top secret information in 
accordance with the National Industrial Security Program Operating 
Manual; or 

 
3. Who has undergone a completed background investigation and been 

issued credentials pursuant to Homeland Security Presidential Directive 

http://www.dhs.gov/E-Verify
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(HSPD)-12. Policy for a Common Identification Standard for Federal 
Employees and Contractors. 

 
13. Subcontracts:  The Contractor shall include the requirements of this clause, including this 

paragraph, appropriately modified for identification of the parties in each subcontract that: 
 

a. Is for: 
 

i. Commercial and noncommercial services (except for commercial services that are 
part of the purchase of a COTS item (or an item that would be a COTS item, but 
for minor modifications), performed by the COTS provider, and are normally 
provided for that COTS item); or 

 
ii. Construction; 

 
b. Has a value of more than $3,500; and 

 
c. Includes work performed in the United States. 

 
 

FEDERAL NON-DISCRIMINATION PROVISIONS 
 

In performing under this Agreement, CONSULTANT shall comply with the following federally 
mandated non-discrimination requirements, as applicable: 

 
1. Title VI of the Civil Rights Act of 1964 (42 U.S.C. §§ 2000d et seq.) 

 
2. Title IX of the Education Amendments of 1972 (20 U.S.C. §§ 1681 et seq.) 

 
3. Americans with Disabilities Act of 1990 (ADA) (42 U.S.C. §§ 12101 et seq.) 

 
4. Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 794) 

 
5. Revised ADA Standards for Accessible Design for Construction Awards 

 
a. Title II of the Americans with Disabilities Act (ADA) (28 C.F.R. part 35; 75 FR 56164, 

as amended by 76 FR 13285) 
 

b. Title III of the ADA (28 C.F.R. part 36; 75 FR 56164, as amended by 76 FR 13286) 
 

6. Age Discrimination Act of 1975, as amended (42 U.S.C. §§ 6101 et seq.) 
 

7. Parts II and III of EO 11246, “Equal Employment Opportunity,” (30 FR 12319, 1965), as 
amended by EO 11375 (32 FR 14303, 1967) 

 
8. EO 12086 “Consolidation of contract compliance functions for equal employment opportunity” 

(43 FR 46501, 1978), requiring federally assisted construction contracts to include the non- 
discrimination provisions of §§ 202 and 203 of EO 11246 “Equal Employment Opportunity” (41 
C.F.R. § 60-1.4(b), 1991) 
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9. EO 13166 (August 11, 2000), “Improving Access to Services for Persons With Limited English 
Proficiency” 

 
10. Pilot Program for Enhancement of Employee Whistleblower Protections. The National Defense 

Authorization Act (NDAA) for Fiscal Year (FY) 2013 (Pub. L. No. 112-239, enacted January 2, 
2013 and codified at 41 U.S.C. § 4712) 

 

ENVIRONMENTAL COMPLIANCE 
 

In performing under this Agreement, CONSULTANT shall comply with all of the federal 
environmental statutes, regulations, and executive orders listed below, as applicable: 

 
1. The National Environmental Policy Act (42 U.S.C. § 4321 et. seq.) 

 
2. The Endangered Species Act (16 U.S.C. § 1531 et seq.) 

 
3. Magnuson-Stevens Fishery Conservation and Management Act (16 U.S.C. § 1801 et seq.) 

 
4. Clean Water Act Section 404 (33 U.S.C. § 1344 et seq.) 

 
5. The Migratory Bird Treaty Act (16 U.S.C. §§ 703-712); Bald and Golden Eagle Protection Act (16 

U.S.C. § 668 et seq.), and Executive Order No. 13186, Responsibilities of Federal Agencies to 
Protect Migratory Birds 

 
6. National Historic Preservation Act (54 U.S.C. § 300101 et seq.) and the Advisory Council on 

Historic Preservation Guidelines (36 CFR part 800) 
 

7. Clean Air Act (42 U.S.C. § 7401 et seq.), Federal Water Pollution Control Act (33 U.S.C. § 1251 
et seq.) (Clean Water Act), and Executive Order 11738 (“Providing for administration of the Clean 
Air Act and the Federal Water Pollution Control Act with respect to Federal contracts, grants or 
loans”). Violations must be reported to the County and the Regional Office of the Environmental 
Protection Agency (EPA) immediately upon discovery. 

 
8. The Flood Disaster Protection Act (42 U.S.C. § 4002 et seq.) 

 
9. Executive Order 11988 (“Floodplain Management”) and Executive Order 11990 (“Protection of 

Wetlands”) 
 

10. Executive Order 13112 (“Invasive Species”) 
 

11. The Coastal Zone Management Act (16 U.S.C. § 1451 et seq.) 
 

12. The Coastal Barriers Resources Act (16 U.S.C. § 3501 et seq.) 
 

13. The Wild and Scenic Rivers Act (16 U.S.C. § 1271 et seq.) 
 

14. The Safe Drinking Water Act (42 U.S.C. § 300 et seq.) 
 

15. The Resource Conservation and Recovery Act (42 U.S.C. § 6901 et seq.) 
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16. The Comprehensive Environmental Response, Compensation, and Liability Act (Superfund) (42 
U.S.C. § 9601 et seq.) 

 
17. Executive Order 12898 (“Environmental Justice in Minority Populations and Low-Income 

Populations”) 
 

18. Rivers and Harbors Act (33 U.S.C. § 407) 
 

19. Marine Protection, Research and Sanctuaries Act (Pub. L. 92-532, as amended), National Marine 
Sanctuaries Act (16 U.S.C. § 1431 et seq.), and Executive Order 13089 (“Coral Reef Protection”) 

 
20. Farmland Protection Policy Act (7 U.S.C. 4201 et seq.) 

 
21. Fish and Wildlife Coordination Act (16 U.S.C. 661 et seq.) 

 
22. Pursuant to 2 CFR §200.322, CONSULTANT must comply with Section 6002 of the Solid Waste 

Disposal Act, as amended by the Resource Conservation and Recovery Act. The requirements of 
Section 6002 include procuring only items designated in guidelines of the Environmental 
Protection Agency (EPA) at 40 CFR Part 247 that contain the highest percentage of recovered 
materials practicable, consistent with maintaining a satisfactory level of competition, where the 
purchase price of the item exceeds $10,000 or the value of the quantity acquired during the 
preceding fiscal year exceeded $10,000; procuring solid waste management services in a manner 
that maximizes energy and resource recovery; and establishing an affirmative procurement program 
for procurement of recovered materials identified in the EPA guidelines. 

 
 
 

[Remainder of the page intentionally blank.] 
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REVISED 
ATTACHMENT “H” 

EXPERIENCE OF RESPONDER 

 
The following questionnaire shall be answered by the RESPONDER for use in evaluating the RFQ. 

 
 

1. FIRM NAME:  Pond & Company  
 

Address: 1200 Riverplace Blvd., Suite 600 
 

 

 
City/State/Zip: Jacksonville, Florida 32207 

 
 

Phone: 904.543.0400 CarltonT@pondco.com 
Email: 

Name of primary contact responsible for work performance: _Tabatha Carlton, PE 

Phone: _404.748.4704 
 

Cell Phone: 813.967.0186 
 

 

 
Email: CarltonT@pondco.com 

 
 

 
2. INSURANCE: 

 
Surety Company: _Aon Risk Services Northeast, I_nc. 

Agent Company:  Available Upon Request   Agent 

Contact:  Available Upon Request  

Total Bonding Capacity: $ N/A  Value of Work Presently Bonded: $ N/A  
Per Question 4 in Addendum 1, bonding insurance is not required for this solicitation. 

3. EXPERIENCE: 

Years in business:  58 

Years in business under this name:  25   

Years performing this type of work:  58   

Value of work now under contract:  $0 (with Nassau County)  

Value of work in place last year:  1 project with Na_ssau County.  

Contract Value = $719,527.42 (2021 contract). 

mailto:CarltonT@pondco.com
mailto:CarltonT@pondco.com
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Management 

 
 
 
 
 
 

Percentage (%) of work usually self-performed: _71%  

Name of sub vendors you may use: Please see page 5 for our overview of subconsultants we plan 
to use on this contract. 

Has your firm: 
 

Failed to complete a contract:   Yes  ✓_ No 

Been involved in bankruptcy or reorganization:   Yes _✓ No 
 

Pending judgment claims or suits against firm:   Yes ✓ No 
 
 
 

4. PERSONNEL 

How many employees does your company employ: 600+  
 

Position/Category (List all) Full-time Part-time 

 
 

Pond currently has over 600 employees. For the personnel breakdown for this question, 
please see the six-page document immediately following Form H. 

 
 

5. WORK EXPERIENCE: 

List your three (3) most significant commercial accounts where the contract was similar in scope and size to this 
solicitation. 

 
Reference #1: 

 
Company/Agency Name: _City of Jacksonville (Proje_ct: Emerald Trail) 

Address: _117 West Duval Stree_t, Suite 335, Jackso_nville, FL 32202 
 

Contract Person: Jonathan Page 
 

 

 

Phone: _904.255.8931 Email:  Jonathanp@coj.net  
Selected to provide concept, design, and construction assistance on multi- 

Project Description:  segmented urban trail netwo_rk. Currently working on_second segment. 
 

Contract $ Amount: $1,700,000  

mailto:Jonathanp@coj.net
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Date Completed: Ongoing 
 

 

 
Reference #2: 

 

Company/Agency Name: _City of Palm Coast (Projec_t: New Public Works Faci_lity) 

Address: _1 Commerce Blvd, Palm Coast, FL 32164 

Contract Person:  Carl Cote  

Phone: _386.986.3730  Email:   CCote@palmcoastgov._com  
Pond’s services include master planning the full development, designing the 

Project Description:  full complex to 50%, and then designing the Phase 1 fa_cilities to 100% and t_hen 
administering the contract for construction. 

Contract $ Amount:  $3.5M ($22M Construction Va_lue)  

Date Completed:  Ongoing  
 

Reference #3: 
 

Company/Agency Name: _Duval County Public Schools (Project: Continuing Services Contract) 

Address: _Duval County Public Schools (Project: C_ontinuing Services Contract) 

Contract Person: Robbie Bumpers 

Phone: _904.390.2846 
 

Email: bumperse@duvalsch_o_ols.org 
For over 20 years, Pond’s services have included classroom additions, remodels, 

Project Description: safety enhancements and improvements, window replacements, re-roofing, _and 
site improvements on over 20 facilities. 

Contract $ Amount:  $2M (Maximum Contract Valu_e)  

Date Completed:  2025  
 
 
 

REMINDER: 

THIS FORM IS TO BE INCLUDED WITH PROPOSAL. FAILURE TO SUBMIT ALONG WITH PROPOSAL MAY BE 
CAUSE FOR DISQUALIFICATION. 
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Form H, Question 4 = Personnel Breakdown 
 
 
 
 

Job Profile Management Level Full Time  Part Time  

Accountant I Individual Contributor  1  0 
Accounting Coordinator I Individual Contributor  1  0 
Accounting Manager Manager  1  1 
Administrative Assistant I Individual Contributor  1  0 
Administrative Assistant II Individual Contributor  5  0 
Administrative Assistant III Supervisor  1  0 
Architect I Individual Contributor  4  0 
Architect II Individual Contributor  7  0 
Architect III Supervisor  4  0 
Architect Intern Individual Contributor  2  0 
Architect IV Manager  3  0 
Asset Integrity Crew Lead Individual Contributor  1  0 
Asset Integrity Engineer I Individual Contributor  4  0 
Asset Integrity Engineer II Individual Contributor  2  0 
Asset Integrity Engineer III Supervisor  1  0 
Asset Integrity Intern Individual Contributor  2  0 
Assistant Project Manager II Supervisor  5  0 

 
Assistant Project Manager 
III 
Associate Vice President 

 
Supervisor 
 
Associate Vice President 

 
1 

 
8 

 
0 

 
0 

Aviation Engineer I Individual Contributor 1 0 
Aviation Engineer II Supervisor 1 0 
Benefits Specialist I Individual Contributor 1 0 
Business Development 
Manager 
Chief Executive Officer 

Manager 
 
Chief Executive Officer 

4 
 

1 

0 
 

0 
Chief Financial Officer C-Suite 1 0 
Chief Human Resources 
Officer 
Civil Engineer I 

C-Suite 
 
Individual Contributor 

1 
 

6 

0 
 

0 
Civil Engineer II Supervisor 9 0 
Civil Engineer III Supervisor 6 0 
Civil Engineer IV Manager 5 0 
Civil Intern Individual Contributor 5 0 
Client Manager Director 2 0 
Coatings Engineer I Individual Contributor 1 0 
Community-Transportation 
Planner I 
Community-Transportation 

Individual Contributor 
 
Supervisor 

1 
 

1 

0 
 

0 
Planner II 
Construction Project 

 
Individual Contributor 

 
4 

 
0 

Manager 
Contracts Manager 

 
Manager 

 
1 

 
0 

Controller Director 1 0 
Controls Engineer I Individual Contributor 2 0 
Controls Engineer II Supervisor 1 0 
Controls Manager Manager 1 0 
Corporate Support Intern Individual Contributor 0 1 
Corrosion Crew Lead Individual Contributor 3 0 
Corrosion Engineer I Individual Contributor 3 0 
Corrosion Engineer II Individual Contributor 1 0 



DocuSign Envelope ID: AC964642-A0EC-4A4D-9BFC-E910BEAF0952 

TAB 9 - ATTACHMENTS/ADMINISTRATIVE INFORMATION 

RFQ No. NC23-009-RFQ | Continuing Contract for Professional Architectural & Engineering Services 

 

 

 
 
 
 
 
 
 
 

Corrosion Engineer III Supervisor 1 0 
Corrosion Engineer IV Manager 1 0 
Corrosion Intern Individual Contributor 1 0 
Corrosion Technician I Individual Contributor 5 0 
Corrosion Technician II Individual Contributor 3 0 
Corrosion Technician III Supervisor 2 0 
Designer II Individual Contributor 3 0 
Designer III Supervisor 3 0 
Designer IV Supervisor 1 0 
Director of Architecture Director 1 1 
Director of Business Director 3 0 
Development 
Director of Civil Engineering 

 
Director 

 
1 

 
0 

Director of Design Director 1 0 
Director of Electrical Director 2 0 
Engineering 
Director of Environmental 

 
Director 

 
2 

 
0 

Services 
Director of Federal Planning 

 
Director 

 
1 

 
0 

Director of Human Director 2 0 
Resources 
Director of Interior Design 

 
Director 

 
1 

 
0 

Director of Landscape Director 1 0 
Architecture 
Director of Marketing 

 
Director 

 
2 

 
0 

Director of Mechanical Director 2 0 
Engineering 
Director of Preconstruction 

 
Director 

 
1 

 
0 

Services 
Director of Process 

  
1 

 
0 

Engineering 
Director of Project Controls 

 
Director 

 
1 

 
0 

Director of Quality Control Director 1 0 
Director of Structural Director 1 0 
Engineering 
Director of Transportation 

 
Director 

 
1 

 
0 

Director of Virtual Design Director 1 0 
and Construction 
Electrical Engineer I 

 
Individual Contributor 

 
6 

 
0 

Electrical Engineer I - Individual Contributor 1 0 
Energy 
Electrical Engineer III 

 
Supervisor 

 
4 

 
0 

Electrical Engineer IV Manager 2 0 
Electrical Engineer IV - Manager 2 0 
Energy 
Electrical Intern 

 
Individual Contributor 

 
2 

 
0 

Estimator II Supervisor 2 0 
Executive Administrative Supervisor 1 0 
Assistant 
Executive Vice President 

 
Executive Vice President 

 
4 

 
0 
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Field Superintendent Supervisor 4 0 
Finance Intern Individual Contributor 1 0 
Finance Analyst I Individual Contributor 1 0 
Finance Manager Manager 1 0 
Fire Protection Engineer I - Individual Contributor 1 0 
Energy 
Fire Protection Engineer III - 

 
Supervisor 

 
1 

 
0 

Energy 
Fire Protection Technical 

 
Director 

 
2 

 
0 

Director- Energy 
GIS Analyst I 

 
Individual Contributor 

 
1 

 
0 

GIS Analyst II Supervisor 1 0 
GIS Analyst III Supervisor 7 0 
GIS Analyst Intern Individual Contributor 2 0 
Health Site & Safety Manager 6 0 
Manager 
Help Desk Manager 

 
Manager 

 
1 

 
0 

Human Resources Individual Contributor 1 0 
Coordinator II 
Human Resources Manager 

 
Manager 

 
1 

 
0 

 
Industrial Engineer I 

 
Individual Contributor 

 
1 

 
0 

Industrial Engineer IV Manager 1 0 
Information Technology Co- Individual Contributor 3 0 
Op 
Information Technology 

 
Individual Contributor 

 
1 

 
0 

Coordinator II 
Information Technology 

 
Manager 

 
1 

 
0 

Manager 
Integrity Specialist I 

 
Individual Contributor 

 
2 

 
0 

Integrity Specialist III Supervisor 1 0 
Integrity Specialist IV Supervisor 1 0 
Interior Designer I Individual Contributor 1 0 
Interior Designer II Supervisor 2 0 
Interior Designer III Supervisor 1 0 
Interior Designer IV Manager 1 0 
Joint Venture Analyst Individual Contributor 1 0 
Landscape Architect I Individual Contributor 5 0 
Landscape Architect IV Manager 1 0 
Maintenance Technician II Individual Contributor 1 0 
Maintenance Technician IV Supervisor 1 0 
 
Marketing & 
Communication Specialist 
III 
Marketing & Communication Individual Contributor 

 
1 

 
 

2 

 
0 

 
 

0 
Specialist II   

 
Marketing Coordinator I 

 
Individual Contributor 

 
4 

 
0 

Marketing Coordinator II Individual Contributor 1 0 
Marketing Coordinator III Supervisor 2 0 
Marketing Director Director 1 0 
Marketing Intern Individual Contributor 2 0 
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Marketing Manager Manager 3 0 
Mechanical Engineer I Individual Contributor 7 0 
Mechanical Engineer I - Individual Contributor 2 0 
Energy    

Mechanical Engineer II Individual Contributor 5 0 
Mechanical Engineer II - Individual Contributor 7 0 
Energy    

Mechanical Engineer III Supervisor 1 0 
Mechanical Engineer III - Supervisor 2 0 
Energy    

Mechanical Engineer IV Manager 1 0 
Mechanical Engineer IV - Manager 1 0 
Energy    

Mechanical Intern Individual Contributor 3 0 
Mechanical Technical Director 2 0 
Director    

Military Planner I Individual Contributor 1 0 
Military Planner II Supervisor 13 0 
Military Planner III Supervisor 6 0 
Military Planner IV Manager 2 0 
Network Analyst II Individual Contributor 1 0 
Operations Controls  1 0 
Manager    

Operations Controls Individual Contributor 1 0 
Specialist III    

Operations Manager Manager 3 0 
Payroll Administrator Individual Contributor 1 0 
Pipeline Integrity Discipline Manager 1 0 
Manager    

Process Engineer I Individual Contributor 4 0 
Process Engineer II Supervisor 3 0 
Process Engineer IV Manager 2 0 
Process Intern Individual Contributor  2 
Program Director Director 6 1 
Program Manager Director 22 0 
Project Administrator Individual Contributor 2 0 
Project Analyst Supervisor 1 0 
Project Coordinator I Individual Contributor 16 0 
Project Coordinator II Individual Contributor 5 0 
Project Coordinator III Supervisor 3 0 
Project Manager Manager 34 0 
Quality Analyst III Supervisor 1 0 
Quality Control Manager Manager 5 0 
Receptionist Individual Contributor 3 0 
Risk Analyst I Individual Contributor 1 0 
Scheduler II Supervisor 1 0 
Scheduler III Manager 1 0 
Scientist I Individual Contributor 2 0 
Scientist II Individual Contributor 4 0 
Scientist III Supervisor 6 0 
Senior Administrative Supervisor 2 0 
Assistant    
Senior Architect Manager 6 0 
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Senior Asset Integrity Manager 1 0 
Engineer 
Senior Aviation Engineer 

 
Manager 

 
1 

 
0 

Senior Civil Engineer Manager 3 0 
Senior Community and Manager 1 0 
Transportation Planner 
Senior Construction 

 
Manager 

 
2 

 
0 

Manager 
Senior Controls Engineer 

 
Manager 

 
1 

 
0 

Senior Corrosion Engineer Manager 1 0 
Senior Designer Manager 4 0 
Senior Electrical Engineer Manager 2 0 
Senior Electrical Engineer - Manager 1 0 
Aviation 
Senior Estimator 

 
Manager 

 
1 

 
0 

Senior Finance Analyst Manager 1 0 
Senior Industrial Engineer Manager 2 0 
Senior Interior Designer Manager 1 0 
Senior Marketing Supervisor 2 0 
Coordinator 
Senior Marketing Director 

 
Director 

 
1 

 
0 

Senior Mechanical Engineer Manager 2 0 

Senior Mechanical Engineer Manager 2 0 
- Energy 
Senior Project Coordinator 

 
Supervisor 

 
1 

 
0 

Senior Project Manager Manager 39 0 
Senior Service Order Supervisor 1 0 
Analyst 
Senior Structural Engineer 

 
Manager 

 
3 

 
0 

Senior Vice President Senior Vice President 5 0 
Service Order Manager Manager 1 0 
Site Manager Manager 8 0 
Site Superintendent Manager 6 0 
Software and Applications Manager 1 0 
Manager 
Sr. Client Manager 

 
Director 

 
1 

 
0 

Structural Engineer I Individual Contributor 1 0 
Structural Engineer II Supervisor 2 0 
Structural Engineer III Supervisor 2 0 
Structural Engineer IV Manager 5 0 
Structural Technical Director 1 0 
Director 
System Analyst I 

 
Individual Contributor 

 
2 

 
0 

System Analyst II Individual Contributor 1 0 
System Analyst III Supervisor 1 0 
Systems Administrator II Individual Contributor 1 0 
Talent Acquisition Individual Contributor 1 0 
Coordinator II 
Talent Acquisition Specialist 

 
Individual Contributor 

 
2 

 
0 

II 
Talent Acquisition Specialist 

 
Supervisor 

 
1 

 
0 

III    
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Talent Development Individual Contributor 1 0 
Coordinator I    

Technical Director of Director 2 0 
Electrical Engineering    

Transportation Bridge Director 1 0 
Director    

Transportation Bridge Individual Contributor 1 0 
Engineer I    

Transportation Bridge Supervisor 1 0 
Engineer IV    

Transportation Bridge Director 1 0 
Technical Director    

Transportation Engineer I Individual Contributor 2 0 
Transportation Engineer II Supervisor 4 0 
Transportation Engineer III Supervisor 3 0 
Transportation Engineer IV Manager 2 0 
Transportation Intern Individual Contributor  1 
Transportation Manager Manager 1 0 
Treasury Analyst II Individual Contributor 1 0 
Urban Designer I  1 0 
Urban Designer III Supervisor 2 0 
VDC Technician II Individual Contributor 1 0 
Vice President Vice President 14 0 
Water Resources Engineer Supervisor 1 0 
II    
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Attachment I = Sample Contract 
 

Pond does not have any exceptions to the sample contract provided in the RFQ. 
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THE E-VERIFY 
MEMORANDUM OF UNDERSTANDING 

FOR E-VERIFY EMPLOYER AGENTS 
 

ARTICLE I 
PURPOSE AND AUTHORITY 

The parties to this agreement are the Department of Homeland Security (DHS) and 
(E-Verify Employer Agent). The purpose of this agreement is to set forth terms and conditions which the E-Verify 
Employer Agent will follow while participating in E-Verify. 

E-Verify is a program that electronically confirms an employee’s eligibility to work in the United States after 
completion of Form I-9, Employment Eligibility Verification (Form I-9). This Memorandum of Understanding 
(MOU) explains certain features of the E-Verify program and describes specific responsibilities of the E-Verify 
Employer Agent, the Employer, DHS, and the Social Security Administration (SSA). 

The Employer is not a party to this MOU; however, this MOU contains a section titled Responsibilities of the 
Employer. This section is provided to inform E-Verify Employer Agents acting on behalf of the Employer of the 
responsibilities and obligations their clients are required to meet. The Employer is bound by these 
responsibilities through signing a separate MOU during their enrollment as a client of the E-Verify Employer 
Agent. The E-Verify program requires an initial agreement between DHS and the E-Verify Employer Agent as part 
of the enrollment process. After agreeing to the MOU as set forth herein, completing the tutorial, and obtaining 
access to E-Verify as an E-Verify Employer Agent, the E-Verify Employer Agent will be given an opportunity to 
add a client once logged into E-Verify. All parties, including the Employer, will then be required to sign and 
submit a separate MOU to E-Verify. The responsibilities of the parties remain the same in each MOU. 

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Reform and 
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.S.C. § 1324a 
note). The Federal Acquisition Regulation (FAR) Subpart 22.18, “Employment Eligibility Verification” and 
Executive Order 12989, as amended, provide authority for Federal contractors and subcontractors (Federal 
contractor) to use E-Verify to verify the employment eligibility of certain employees working on Federal 
contracts. 

 
ARTICLE II 

RESPONSIBILITIES 

A. RESPONSIBILITIES OF E-VERIFY EMPLOYER AGENT 

1. The E-Verify Employer Agent agrees to provide to the SSA and DHS the names, titles, addresses, and 
telephone numbers of the E-Verify Employer Agent representatives who will be accessing information under E- 
Verify and shall update them as needed to keep them current. 

DocuSign Envelope ID: AC964642-A0EC-4A4D-9BFC-E910BEAF0952 
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2. The E-Verify Employer Agent agrees to become familiar with and comply with the E-Verify User Manual and 
provide a copy of the most current version of the E-Verify User Manual to the Employer so that the Employer 
can become familiar with and comply with E-Verify policy and procedures. The E-Verify Employer Agent 
agrees to obtain a revised E-Verify User Manual as it becomes available and to provide a copy of the revised 
version to the Employer no later than 30 days after the manual becomes available. 

3. The E-Verify Employer Agent agrees that any person accessing E-Verify on its behalf is trained on the most 
recent E-Verify policy and procedures. 

4. The E-Verify Employer Agent agrees that any E-Verify Employer Agent Representative who will perform 
employment verification cases will complete the E-Verify Tutorial before that individual initiates any cases. 

a. The E-Verify Employer Agent agrees that all E-Verify Employer Agent representatives will take the 
refresher tutorials initiated by the E-Verify program as a condition of continued use of E-Verify, including 
any tutorials for Federal contractors, if any of the Employers represented by the E-Verify Employer Agent is 
a Federal contractor. 

b. Failure to complete a refresher tutorial will prevent the E-Verify Employer Agent and Employer from 
continued use of E-Verify. 

5. The E-Verify Employer Agent agrees to grant E-Verify access only to current employees who need E-Verify 
access. The E-Verify Employer Agent must promptly terminate an employee’s E-Verify access if the employee 
is separated from the company or no longer needs access to E-Verify. 

6. The E-Verify Employer Agent agrees to obtain the necessary equipment to use E- Verify as required by the 
E-Verify rules and regulations as modified from time to time. 

7. The E-Verify Employer Agent agrees to, consistent with applicable laws, regulations, and policies, commit 
sufficient personnel and resources to meet the requirements of this MOU. 

8. The E-Verify Employer Agent agrees to provide its clients with training on E-Verify processes, policies, and 
procedures. The E-Verify Employer Agent also agrees to provide its clients with ongoing E-Verify training as 
needed. E-Verify is not responsible for providing training to clients of E-Verify Employer Agents. 

9. The E-Verify Employer Agent agrees to provide the Employer with the notices described in Article II.B.1 
below. 

10. The E-Verify Employer Agent agrees to create E-Verify cases for the Employer it represents in accordance 
with the E-Verify Manual, the E-Verify Web-Based Tutorial and all other published E-Verify rules and 
procedures. The E-Verify Employer Agent will create E-Verify cases using information provided by the 
Employer and will immediately communicate the response back to the Employer. If E-Verify is temporarily 
unavailable, the three-day time period will be extended until it is again operational in order to accommodate 
the E-Verify Employer Agent’s attempting, in good faith, to make inquiries on behalf of the Employer during 
the period of unavailability. 
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11. When the E-Verify Employer Agent receives notice from a client company that it has received a contract 
with the FAR clause, then the E-Verify Employer Agent must update the company’s E-Verify profile within 30 
days of the contract award date. 

12. If data is transmitted between the E-Verify Employer Agent and its client, then the E-Verify Employer 
Agent agrees to protect personally identifiable information during transmission to and from the E-Verify 
Employer Agent. 

13. The E-Verify Employer Agent agrees to notify DHS immediately in the event of a breach of personal 
information. Breaches are defined as loss of control or unauthorized access to E-Verify personal data. All 
suspected or confirmed breaches should be reported by calling 1-888-464-4218 or via email at 
E-Verify@uscis.dhs.gov. Please use “Privacy Incident – Password” in the subject line of your email when 
sending a breach report to E-Verify. 

14. The E-Verify Employer Agent agrees to fully cooperate with DHS and SSA in their compliance monitoring 
and evaluation of E-Verify, including permitting DHS, SSA, their contractors and other agents, upon 
reasonable notice, to review Forms I-9, employment records, and all records pertaining to the E-Verify 
Employer Agent’s use of E-Verify, and to interview it and its employees regarding the use of E-Verify, and to 
respond in a timely and accurate manner to DHS requests for information relating to their participation in 
E-Verify. 

15. The E-Verify Employer Agent shall not make any false or unauthorized claims or references about its 
participation in E-Verify on its website, in advertising materials, or other media. The E-Verify Employer Agent 
shall not describe its services as federally-approved, federally-certified, or federally-recognized, or use 
language with a similar intent on its website or other materials provided to the public. Entering into this MOU 
does not mean that E-Verify endorses or authorizes your E-Verify Employer Agent services and any claim to 
that effect is false. 

16. The E-Verify Employer Agent shall not state in its website or other public documents that any language 
used therein has been provided or approved by DHS, USCIS or the Verification Division, without first obtaining 
the prior written consent of DHS. 

17. The E-Verify Employer Agent agrees that E-Verify trademarks and logos may be used only under license by 
DHS/USCIS (see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not be used 
in any manner that might imply that the E-Verify Employer Agent’s services, products, websites, or 
publications are sponsored by, endorsed by, licensed by, or affiliated with DHS, USCIS, or E-Verify. 

18. The E-Verify Employer Agent understands that if it uses E-Verify procedures for any purpose other than as 
authorized by this MOU, the E-Verify Employer Agent may be subject to appropriate legal action and 
termination of its participation in E-Verify according to this MOU. 

 

B. RESPONSIBILITIES OF THE EMPLOYER 

The E-Verify Employer Agent shall ensure that the E-Verify Employer Agent and the Employers represented by 
the E-Verify Employer Agent carry out the following responsibilities. It is the E-Verify Employer Agent’s 
responsibility to ensure that its clients are in compliance with all E-Verify policies and procedures. 
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1. The Employer agrees to display the following notices supplied by DHS in a prominent place that is clearly 
visible to prospective employees and all employees who are to be verified through the system: 

a. Notice of E-Verify Participation 

b. Notice of Right to Work 

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and telephone numbers 
of the Employer representatives to be contacted about E-Verify. The Employer also agrees to keep such 
information current by providing updated information to SSA and DHS whenever the representatives’ contact 
information changes. 

3. The Employer shall become familiar with and comply with the most recent version of the E-Verify User 
Manual. The Employer will obtain the E-Verify User Manual from the E-Verify Employer Agent. 

4. The Employer agrees to comply with current Form I-9 procedures, with two exceptions: 

a. If an employee presents a "List B" identity document, the Employer agrees to only accept "List B" 
documents that contain a photo. (List B documents identified in 8 C.F.R. § 274a.2(b)(1)(B)) can be 
presented during the Form I-9 process to establish identity.) If an employee objects to the photo 
requirement for religious reasons, the Employer should contact E-Verify at 1-888-464-4218. 

b. If an employee presents a DHS Form I-551 (Permanent Resident Card), Form I-766 
(Employment Authorization Document), or U.S. Passport or Passport Card to complete Form I-9, the 
Employer agrees to make a photocopy of the document and to retain the photocopy with the employee’s 
Form I-9. The Employer will use the photocopy to verify the photo and to assist DHS with its review of 
photo mismatches that employees contest. DHS may in the future designate other documents that 
activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still retain the right to 
present any List A, or List B and List C, document(s) to complete the Form I-9. 

5. The Employer agrees to record the case verification number on the employee's Form I-9 or to print the 
screen containing the case verification number and attach it to the employee's Form I-9. 

6. The Employer agrees that, although it participates in E-Verify, the Employer has a responsibility to 
complete, retain, and make available for inspection Forms I-9 that relate to its employees, or from other 
requirements of applicable regulations or laws, including the obligation to comply with the antidiscrimination 
requirements of section 274B of the INA with respect to Form I-9 procedures. 

a. The following modified requirements are the only exceptions to an Employer’s obligation to not 
employ unauthorized workers and comply with the anti-discrimination provision of the INA: (1) List B 
identity documents must have photos, as described in paragraph 4 above; (2) When an Employer confirms 
the identity and employment eligibility of newly hired employee using E-Verify procedures, the Employer 
establishes a rebuttable presumption that it has not violated section 274A(a)(1)(A) of the Immigration and 
Nationality Act (INA) with respect to the hiring of that employee; (3) If the Employer receives a final 
nonconfirmation for an employee, but continues to employ that person, 
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the Employer must notify DHS and the Employer is subject to a civil money penalty between $550 and 
$1,100 for each failure to notify DHS of continued employment following a final nonconfirmation; (4) If the 
Employer continues to employ an employee after receiving a final nonconfirmation, then the Employer is 
subject to a rebuttable presumption that it has knowingly employed an unauthorized alien in violation of 
section 274A(a)(1)(A); and (5) no E-Verify participant is civilly or criminally liable under any law for any 
action taken in good faith based on information provided through the E-Verify. 

b. DHS reserves the right to conduct Form I-9 compliance inspections, as well as any other enforcement 
or compliance activity authorized by law, including site visits, to ensure proper use of E-Verify. 

7. The Employer is strictly prohibited from creating an E-Verify case before the employee has been hired, 
meaning that a firm offer of employment was extended and accepted and Form I-9 was completed. The 
Employer agrees to create an E-Verify case for new employees within three Employer business days after each 
employee has been hired (after both Sections 1 and 2 of Form I-9 have been completed), and to complete as 
many steps of the E-Verify process as are necessary according to the E-Verify User Manual. If E-Verify is 
temporarily unavailable, the three-day time period will be extended until it is again operational in order to 
accommodate the Employer's attempting, in good faith, to make inquiries during the period of unavailability. 

8. The Employer agrees not to use E-Verify for pre-employment screening of job applicants, in support of 
any unlawful employment practice, or for any other use that this MOU or the E-Verify User Manual does not 
authorize. 

9. The Employer must use E-Verify (through its E-Verify Employer Agent) for all new employees. The 
Employer will not verify selectively and will not verify employees hired before the effective date of this MOU. 
Employers who are Federal contractors may qualify for exceptions to this requirement as described in Article II.B 
of this MOU. 

10. The Employer agrees to follow appropriate procedures (see Article III below) regarding tentative 
nonconfirmations. The Employer must promptly notify employees in private of the finding and provide them 
with the notice and letter containing information specific to the employee’s E-Verify case. The Employer 
agrees to provide both the English and the translated notice and letter for employees with limited English 
proficiency to employees. The Employer agrees to provide written referral instructions to employees and 
instruct affected employees to bring the English copy of the letter to the SSA. The Employer must allow 
employees to contest the finding, and not take adverse action against employees if they choose to contest the 
finding, while their case is still pending. Further, when employees contest a tentative nonconfirmation based 
upon a photo mismatch, the Employer must take additional steps 
(see Article III.B below) to contact DHS with information necessary to resolve the challenge. 

11. The Employer agrees not to take any adverse action against an employee based upon the employee's 
perceived employment eligibility status while SSA or DHS is processing the verification request unless the 
Employer obtains knowledge (as defined in 8 C.F.R. § 274a.1(l)) that the employee is not work authorized. The 
Employer understands that an initial inability of the SSA or DHS automated verification system to verify work 
authorization, a tentative nonconfirmation, a case in continuance 
(indicating the need for additional time for the government to resolve a case), or the finding of a photo 
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mismatch, does not establish, and should not be interpreted as, evidence that the employee is not work 
authorized. In any of such cases, the employee must be provided a full and fair opportunity to contest the 
finding, and if he or she does so, the employee may not be terminated or suffer any adverse employment 
consequences based upon the employee’s perceived employment eligibility status 
(including denying, reducing, or extending work hours, delaying or preventing training, requiring an employee 
to work in poorer conditions, withholding pay, refusing to assign the employee to a Federal contract or other 
assignment, or otherwise assuming that he or she is unauthorized to work) until and unless secondary 
verification by SSA or DHS has been completed and a final nonconfirmation has been issued. If the employee 
does not choose to contest a tentative nonconfirmation or a photo mismatch or if a secondary verification is 
completed and a final nonconfirmation is issued, then the Employer can find the employee is not work 
authorized and terminate the employee’s employment. Employers or employees with questions about a final 
nonconfirmation may call E-Verify at 1-888-464-4218 (customer service) or 1-888-897-7781 (worker hotline). 

12. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 274B of the INA as 
applicable by not discriminating unlawfully against any individual in hiring, firing, employment eligibility 
verification, or recruitment or referral practices because of his or her national origin or citizenship status, or by 
committing discriminatory documentary practices. The Employer understands that such illegal practices can 
include selective verification or use of E-Verify except as provided in part D below, or discharging or refusing to 
hire employees because they appear or sound “foreign” or have received tentative nonconfirmations. The 
Employer further understands that any violation of the immigration-related unfair employment practices 
provisions in section 274B of the INA could subject the Employer to civil penalties, back pay awards, and other 
sanctions, and violations of Title VII could subject the Employer to back pay awards, compensatory and 
punitive damages. Violations of either section 274B of the INA or Title VII may also lead to the termination of its 
participation in E-Verify. If the Employer has any questions relating to the anti-discrimination provision, it 
should contact OSC at 1-800-255-8155 or 1-800-237-2515 (TDD). 

13. The Employer agrees that it will use the information it receives from E-Verify (through its E-Verify Employer 
Agent) only to confirm the employment eligibility of employees as authorized by this MOU. The Employer 
agrees that it will safeguard this information, and means of access to it (such as PINS and passwords), to 
ensure that it is not used for any other purpose and as necessary to protect its confidentiality, including 
ensuring that it is not disseminated to any person other than employees of the Employer who are authorized to 
perform the Employer's responsibilities under this MOU, except for such dissemination as may be authorized in 
advance by SSA or DHS for legitimate purposes. 

14. The Employer agrees to notify DHS immediately in the event of a breach of personal information. Breaches 
are defined as loss of control or unauthorized access to E-Verify personal data. All suspected or confirmed 
breaches should be reported by calling 1-888-464-4218 or via email at E-Verify@uscis.dhs.gov. Please use 
“Privacy Incident – Password” in the subject line of your email when sending a breach report to E-Verify. 

15. The Employer acknowledges that the information it receives through the E-Verify Employer Agent from 
SSA is governed by the Privacy Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 1306(a)). 
Any person who obtains this information under false pretenses or uses it for any purpose other than as 
provided for in this MOU may be subject to criminal penalties. 

mailto:E-Verify@uscis.dhs.gov
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16. The Employer agrees to cooperate with DHS and SSA in their compliance monitoring and evaluation of 
E-Verify (whether directly or through their E-Verify Employer Agent), which includes permitting DHS, SSA, 
their contractors and other agents, upon reasonable notice, to review Forms I-9 and other employment 
records and to interview it and its employees regarding the Employer’s use of E-Verify, and to respond in a 
prompt and accurate manner to DHS requests for information relating to their participation in E-Verify. 

17. The Employer shall not make any false or unauthorized claims or references about its participation in 
E-Verify on its website, in advertising materials, or other media. The Employer shall not describe its services 
as federally-approved, federally-certified, or federally-recognized, or use language with a similar intent on 
its website or other materials provided to the public. Entering into this MOU does not mean that E-Verify 
endorses or authorizes your E-Verify services and any claim to that effect is false. 

18. The Employer shall not state in its website or other public documents that any language used therein 
has been provided or approved by DHS, USCIS or the Verification Division, without first obtaining the prior 
written consent of DHS. 

19. The Employer agrees that E-Verify trademarks and logos may be used only under license by DHS/USCIS 
(see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not be used in any 
manner that might imply that the Employer’s services, products, websites, or publications are sponsored 
by, endorsed by, licensed by, or affiliated with DHS, USCIS, or E-Verify. 

20. The Employer understands that if it uses E-Verify procedures for any purpose other than as authorized 
by this MOU, the Employer may be subject to appropriate legal action and termination of its participation in 
E-Verify according to this MOU. 

 
C. RESPONSIBILITIES OF FEDERAL CONTRACTORS 

The E-Verify Employer Agent shall ensure that the E-Verify Employer Agent and the Employers represented 
by the E-Verify Employer Agent carry out the following responsibilities if the Employer is a federal contractor 
or becomes a Federal contractor. The E-Verify Employer Agent should instruct the client to keep the E-Verify 
Employer Agent informed about any changes or updates related to federal contracts. It is the E-Verify 
Employer Agent’s responsibility to ensure that its clients are in compliance with all E-Verify policies and 
procedures. 

1. If the Employer is a Federal contractor with the FAR E-Verify clause subject to the employment verification 
terms in Subpart 22.18 of the FAR, it will become familiar with and comply with the most current version of 
the E-Verify User Manual for Federal Contractors as well as the E-Verify Supplemental Guide for Federal 
Contractors. 

2. In addition to the responsibilities of every employer outlined in this MOU, the Employer understands that 
if it is a Federal contractor subject to the employment verification terms in Subpart 22.18 of the FAR it must 
verify the employment eligibility of any “employee assigned to the contract” (as defined in FAR 22.1801). Once 
an employee has been verified through E-Verify by the Employer, the Employer may not reverify the employee 
through E-Verify. 

a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time of a contract award 
must enroll as a Federal contractor in the E-Verify program within 30 calendar days of 

https://www.e-verify.gov/about-e-verify/trademark-and-logo-usage-guidelines
http://www.uscis.gov/USCIS/Verification/E-Verify/everifytrademark.pdf
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contract award and, within 90 days of enrollment, begin to verify employment eligibility of new hires using 
E-Verify. The Employer must verify those employees who are working in the United States, whether or not 
they are assigned to the contract. Once the Employer begins verifying new hires, such verification of new 
hires must be initiated within three business days after the hire date. Once enrolled in E-Verify as a Federal 
contractor, the Employer must begin verification of employees assigned to the contract within 90 calendar 
days after the date of enrollment or within 30 days of an employee’s assignment to the contract, 
whichever date is later. 

b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at the time of a contract 
award must use E-Verify to begin verification of employment eligibility for new hires of the Employer who 
are working in the United States, whether or not assigned to the contract, within three business days after 
the date of hire. If the Employer is enrolled in E-Verify as a Federal contractor for 90 calendar days or less 
at the time of contract award, the Employer must, within 90 days of enrollment, begin to use E-Verify to 
initiate verification of new hires of the contractor who are working in the United States, whether or not 
assigned to the contract. Such verification of new hires must be initiated within three business days after 
the date of hire. An Employer enrolled as a Federal contractor in E-Verify must begin verification of each 
employee assigned to the contract within 90 calendar days after date of contract award or within 30 days 
after assignment to the contract, whichever is later. 

c. Federal contractors that are institutions of higher education (as defined at 20 U.S.C. 1001(a)), state or 
local governments, governments of Federally recognized Indian tribes, or sureties performing under a 
takeover agreement entered into with a Federal agency under a performance bond may choose to only 
verify new and existing employees assigned to the Federal contract. Such Federal contractors may, 
however, elect to verify all new hires, and/or all existing employees hired after November 6, 1986. 
Employers in this category must begin verification of employees assigned to the contract within 90 
calendar days after the date of enrollment or within 30 days of an employee’s assignment to the contract, 
whichever date is later. 

d. Upon enrollment, Employers who are Federal contractors may elect to verify employment eligibility 
of all existing employees working in the United States who were hired after November 6, 1986, instead of 
verifying only those employees assigned to a covered Federal contract. After enrollment, Employers must 
elect to verify existing staff following DHS procedures and begin E-Verify verification of all existing 
employees within 180 days after the election. 

e. The Employer may use a previously completed Form I-9 as the basis for creating an E-Verify case for 
an employee assigned to a contract as long as: 

i. That Form I-9 is complete (including the SSN) and complies with Article II.B.6, 
ii. The employee’s work authorization has not expired, and 

iii. The Employer has reviewed the Form I-9 information either in person or in communications 
with the employee to ensure that the employee’s Section 1, Form I-9 attestation has not changed 
(including, but not limited to, a lawful permanent resident alien having become a naturalized U.S. 
citizen). 

f. The Employer shall complete a new Form I-9 consistent with Article II.A.6 or update the previous Form 
I-9 to provide the necessary information if: 

i. The Employer cannot determine that Form I-9 complies with Article II.A.6, 
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ii. The employee’s basis for work authorization as attested in Section 1 has expired or 
changed, or 

iii. The Form I-9 contains no SSN or is otherwise incomplete. 

Note: If Section 1 of the Form I-9 is otherwise valid and up-to-date and the form otherwise complies with 
Article II.C.5, but reflects documentation (such as a U.S. passport or Form I-551) that expired after 
completing Form I-9, the Employer shall not require the production of additional documentation, or use 
the photo screening tool described in Article II.A.5, subject to any additional or superseding instructions 
that may be provided on this subject in the E-Verify User Manual. 

g. The Employer agrees not to require a second verification using E-Verify of any assigned employee 
who has previously been verified as a newly hired employee under this MOU or to authorize verification of 
any existing employee by any Employer that is not a Federal contractor based on this Article. 

 
3. The Employer understands that if it is a Federal contractor, its compliance with this MOU is a 
performance requirement under the terms of the Federal contract or subcontract, and the Employer 
consents to the release of information relating to compliance with its verification responsibilities under this 
MOU to contracting officers or other officials authorized to review the Employer’s compliance with Federal 
contracting requirements. 

 
D. RESPONSIBILITIES OF SSA 
1. SSA agrees to allow DHS to compare data provided by the Employer (through the E-Verify Employer Agent) 
against SSA’s database. SSA sends DHS confirmation that the data sent either matches or does not match the 
information in SSA’s database. 

2. SSA agrees to safeguard the information the Employer provides (through the E-Verify Employer Agent) 
through E-Verify procedures. SSA also agrees to limit access to such information, as is appropriate by law, to 
individuals responsible for the verification of Social Security numbers or responsible for evaluation of E-Verify 
or such other persons or entities who may be authorized by SSA as governed by the Privacy Act (5 U.S.C. § 
552a), the Social Security Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401). 

3. SSA agrees to provide case results from its database within three Federal Government work days of the 
initial inquiry. E-Verify provides the information to the E-Verify Employer Agent. 

4. SSA agrees to update SSA records as necessary if the employee who contests the SSA tentative 
nonconfirmation visits an SSA field office and provides the required evidence. If the employee visits an SSA 
field office within the eight Federal Government work days from the date of referral to SSA, SSA agrees to 
update SSA records, if appropriate, within the eight-day period unless SSA determines that more than eight 
days may be necessary. In such cases, SSA will provide additional instructions to the employee. If the 
employee does not visit SSA in the time allowed, E-Verify may provide a final nonconfirmation to the E-Verify 
Employer Agent. 

Note: If an Employer experiences technical problems, or has a policy question, the employer should contact 
E-Verify at 1-888-464-4218. 
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E. RESPONSIBILITIES OF DHS 

1. DHS agrees to provide the Employer with selected data from DHS databases to enable the Employer 
(through the E-Verify Employer Agent) to conduct, to the extent authorized by this MOU 

a. Automated verification checks on alien employees by electronic means, and 

b. Photo verification checks (when available) on employees. 

2. DHS agrees to assist the E-Verify Employer Agent with operational problems associated with its 
participation in E-Verify. DHS agrees to provide the E-Verify Employer Agent names, titles, addresses, and 
telephone numbers of DHS representatives to be contacted during the E-Verify process. 

3. DHS agrees to provide to the E-Verify Employer Agent with access to E-Verify training materials as well as 
an E-Verify User Manual that contain instructions on E-Verify policies, procedures, and requirements for both 
SSA and DHS, including restrictions on the use of E-Verify. 

4. DHS agrees to train E-Verify Employer Agents on all important changes made to E-Verify through the use of 
mandatory refresher tutorials and updates to the E-Verify User Manual. Even without changes to E-Verify, DHS 
reserves the right to require E-Verify Employer Agents to take mandatory refresher tutorials. 

5. DHS agrees to provide to the Employer (through the E-Verify Employer Agent) a notice, which indicates the 
Employer's participation in E-Verify. DHS also agrees to provide to the Employer anti-discrimination notices 
issued by the Office of Special Counsel for Immigration-Related Unfair Employment Practices (OSC), Civil 
Rights Division, U.S. Department of Justice. 

6. DHS agrees to issue each of the E-Verify Employer Agent’s E-Verify users a unique user identification 
number and password that permits them to log in to E-Verify. 

7. DHS agrees to safeguard the information the Employer provides (through the E-Verify Employer Agent), 
and to limit access to such information to individuals responsible for the verification process, for evaluation of 
E-Verify, or to such other persons or entities as may be authorized by applicable law. Information will be used 
only to verify the accuracy of Social Security numbers and employment eligibility, to enforce the INA and 
Federal criminal laws, and to administer Federal contracting requirements. 

8. DHS agrees to provide a means of automated verification that provides (in conjunction with SSA 
verification procedures) confirmation or tentative nonconfirmation of employees' employment eligibility 
within three Federal Government work days of the initial inquiry. 

9. DHS agrees to provide a means of secondary verification (including updating DHS records) for employees 
who contest DHS tentative nonconfirmations and photo mismatch tentative nonconfirmations. This provides 
final confirmation or nonconfirmation of the employees' employment eligibility within 10 Federal Government 
work days of the date of referral to DHS, unless DHS determines that more than 10 days may be necessary. In 
such cases, DHS will provide additional verification instructions. 
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ARTICLE III 
REFERRAL OF INDIVIDUALS TO SSA AND DHS 

The E-Verify Employer Agent shall ensure that the E-Verify Employer Agent and the Employers represented 
by the E-Verify Employer Agent carry out the following responsibilities. It is the E-Verify Employer Agent’s 
responsibility to ensure that its clients are in compliance with all E-Verify policies and procedures. 

 
A. REFERRAL TO SSA 
1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must print the tentative 
nonconfirmation notice as directed by E-Verify. The Employer must promptly notify employees in private of the 
finding and provide them with the notice and letter containing information specific to the employee’s E-Verify 
case. The Employer also agrees to provide both the English and the translated notice and letter for employees 
with limited English proficiency to employees. The Employer agrees to provide written referral instructions to 
employees and instruct affected employees to bring the English copy of the letter to the SSA. The Employer 
must allow employees to contest the finding, and not take adverse action against employees if they choose to 
contest the finding, while their case is still pending. 

2. The Employer agrees to obtain the employee’s response about whether he or she will contest the tentative 
nonconfirmation as soon as possible after the Employer receives the tentative nonconfirmation. Only the 
employee may determine whether he or she will contest the tentative nonconfirmation. 

3. After a tentative nonconfirmation, the Employer will refer employees to SSA field offices only as directed by 
E-Verify. The Employer must record the case verification number, review the employee information submitted 
to E-Verify to identify any errors, and find out whether the employee contests the tentative nonconfirmation. 
The Employer will transmit the Social Security number, or any other corrected employee information that SSA 
requests, to SSA for verification again if this review indicates a need to do so. 

4. The Employer will instruct the employee to visit an SSA office within eight Federal Government work days. 
SSA will electronically transmit the result of the referral to the Employer (through the E-Verify Employer Agent) 
within 10 Federal Government work days of the referral unless it determines that more than 10 days is 
necessary. 

5. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case updates. 

6. The Employer agrees not to ask the employee to obtain a printout from the Social Security Administration 
number database (the Numident) or other written verification of the SSN from the SSA. 

 
B. REFERRAL TO DHS 

1. If the Employer receives a tentative nonconfirmation issued by DHS, the Employer must promptly notify 
employees in private of the finding and provide them with the notice and letter containing information specific 
to the employee’s E-Verify case. The Employer also agrees to provide both the English and the translated 
notice and letter for employees with limited English proficiency to employees. The Employer must allow 
employees to contest the finding, and not take adverse action against employees if they choose to contest the 
finding, while their case is still pending. 
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2. The Employer agrees to obtain the employee’s response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative nonconfirmation. 
Only the employee may determine whether he or she will contest the tentative nonconfirmation. 

3. The Employer agrees to refer individuals to DHS only when the employee chooses to contest a tentative 
nonconfirmation. 

4. If the employee contests a tentative nonconfirmation issued by DHS, the Employer will instruct the 
employee to contact DHS through its toll-free hotline (as found on the referral letter) within eight Federal 
Government work days. 

5. If the Employer finds a photo mismatch, the Employer must provide the photo mismatch tentative 
nonconfirmation notice and follow the instructions outlined in paragraph 1 of this section for tentative 
nonconfirmations, generally. 

6. The Employer agrees that if an employee contests a tentative nonconfirmation based upon a photo 
mismatch, the Employer will send a copy of the employee’s Form I-551, Form I-766, U.S. Passport, or passport 
card to DHS for review by: 

a. Scanning and uploading the document, or 

b. Sending a photocopy of the document by express mail (furnished and paid for by the employer). 

7. The Employer understands that if it cannot determine whether there is a photo match/mismatch, the 
Employer must forward the employee’s documentation to DHS as described in the preceding paragraph. The 
Employer agrees to resolve the case as specified by the DHS representative who will determine the photo 
match or mismatch. 

8. DHS will electronically transmit the result of the referral to the Employer (though the E-Verify Employer 
Agent) within 10 Federal Government work days of the referral unless it determines that more than 10 days is 
necessary. 

9. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case updates. 
 

ARTICLE IV 
SERVICE PROVISIONS 

A. NO SERVICE FEES 

1. SSA and DHS will not charge the Employer or the E-Verify Employer Agent for verification services performed 
under this MOU. The E-Verify Employer Agent is responsible for providing equipment needed to make inquiries. 
To access E-Verify, an E-Verify Employer Agent will need a personal computer with Internet access. 
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A. MODIFICATION 

ARTICLE V 
MODIFICATION AND TERMINATION 

1. This MOU is effective upon the signature of all parties and shall continue in effect for as long as the SSA 
and DHS operates the E-Verify program unless modified in writing by the mutual consent of all parties. 

2. Any and all E-Verify system enhancements by DHS or SSA, including but not limited to E-Verify checking 
against additional data sources and instituting new verification policies or procedures, will be covered under 
this MOU and will not cause the need for a supplemental MOU that outlines these changes. 

 

B. TERMINATION 

1. The E-Verify Employer Agent may terminate this MOU and its participation in E-Verify at any time upon 30 
days prior written notice to the other parties. In addition, any Employer represented by the 
E-Verify Employer Agent may voluntarily terminate its MOU upon giving DHS 30 days’ written notice. 

2. Notwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and thereby the 
E-Verify Employer Agent’s participation in E-Verify, with or without notice, at any time if deemed necessary 
because of the requirements of law or policy, or upon a determination by SSA or DHS that there has been a 
breach of system integrity or security by the E-Verify Employer Agent or the Employer, or a failure on the 
part of either party to comply with established E-Verify procedures and/or legal requirements. The Employer 
understands that if it is a Federal contractor, termination of this MOU by any party for any reason may 
negatively affect the performance of its contractual responsibilities. Similarly, the Employer understands 
that if it is in a state where E-Verify is mandatory, termination of this by any party MOU may negatively affect 
the Employer’s business. 

3. An E-Verify Employer Agent for an Employer that is a Federal contractor may terminate this MOU for that 
Employer when the Federal contract that requires its participation in E-Verify is terminated or completed. 
In such cases, the E-Verify Employer Agent must provide written notice to DHS. If the 
E-Verify Employer Agent fails to provide such notice, then that Employer will remain an E-Verify participant, 
will remain bound by the terms of this MOU that apply to non-Federal contractor participants, and will be 
required to use the E-Verify procedures to verify the employment eligibility of all newly hired employees. 

4. The E-Verify Employer Agent agrees that E-Verify is not liable for any losses, financial or otherwise, if the 
E-Verify Employer Agent or the Employer is terminated from E-Verify. 
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ARTICLE VI 
PARTIES 

A. Some or all SSA and DHS responsibilities under this MOU may be performed by contractor(s), and SSA and 
DHS may adjust verification responsibilities between each other as necessary. By separate agreement with 
DHS, SSA has agreed to perform its responsibilities as described in this MOU. 

B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, substantive or 
procedural, enforceable at law by any third party against the United States, its agencies, officers, or 
employees, or against the E-Verify Employer Agent, its agents, officers, or employees. 

C. The E-Verify Employer Agent may not assign, directly or indirectly, whether by operation of law, change of 
control or merger, all or any part of its rights or obligations under this MOU without the prior written consent 
of DHS, which consent shall not be unreasonably withheld or delayed. Any attempt to sub-license, assign, or 
transfer any of the rights, duties, or obligations herein is void. 

D. Each party shall be solely responsible for defending any claim or action against it arising out of or related 
to E-Verify or this MOU, whether civil or criminal, and for any liability where from, including (but not limited 
to) any dispute between the Employer and any other person or entity regarding the applicability of Section 
403(d) of IIRIRA to any action taken or allegedly taken by the Employer. 

E. The E-Verify Employer Agent understands that its participation in E-Verify is not confidential information 
and may be disclosed as authorized or required by law and DHS or SSA policy, including but not limited to, 
Congressional oversight, E-Verify publicity and media inquiries, determinations of compliance with Federal 
contractual requirements, and responses to inquiries under the Freedom of Information Act (FOIA). 

F. The individuals whose signatures appear below represent that they are authorized to enter into this MOU 
on behalf of the E-Verify Employer Agent and DHS respectively. The E-Verify Employer Agent understands that 
any inaccurate statement, representation, data or other information provided to DHS may subject the 
Employer or the E-Verify Employer Agent, as the case may be, its subcontractors, its employees, or its 
representatives to: (1) prosecution for false statements pursuant to 18 U.S.C. 1001 and/or; (2) immediate 
termination of its MOU and/or; (3) possible debarment or suspension. 

G. The foregoing constitutes the full agreement on this subject between DHS and the E-Verify Employer 
Agent. If you have any questions, contact E-Verify at 1-888-464-4218. 
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Approved by: 
 

E-Verify Employer Agent Employer 
Peters and Yaffee, Inc. 

Name (Please Type or Print) 
Russell Yaffee 

Title 

Signature 

Electronically Signed 

Date 

07/11/2013 

Department of Homeland Security – Verification Division 

Name (Please Type or Print) 
USCIS Verification Division 

Title 

Signature 
Electronically Signed 

Date 
07/11/2013 
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Information Required for the E-Verify Program 

Information relating to your Company: 

 
Company Name 

Peters and Yaffee, Inc. 

 
Company Facility Address 

9822 Tapestry Park Circle 
Suite 205 
Jacksonville, FL 32246 

 
Company Alternate Address 

 

County or Parish 
 
DUVAL 

Employer Identification Number 
 
263166179 

North American Industry 
Classification Systems Code 

 
541 

 
Parent Company 

 

Number of Employees 
 
20 to 99 

Number of Sites Verified for 
 
1 site(s) 
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Are you verifying for more than 1 site? If yes, please provide the number of sites verified for in each State: 

FL 1 
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Information relating to the Program Administrator(s) for your Company on policy questions or operational 
problems: 

Name 
Phone Number 
Fax 
Email 

Russell Yaffee 
9042650751 

 
aluttrell@petersandyaffee.com 

mailto:aluttrell@petersandyaffee.com
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This list represents the first 20 Program Administrators listed for this company. 
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THE E-VERIFY 
MEMORANDUM OF UNDERSTANDING 

FOR EMPLOYERS 
 

ARTICLE I 
PURPOSE AND AUTHORITY 

The parties to this agreement are the Department of Homeland Security (DHS) and ELEMENT 
(Employer). The purpose of this agreement is to set forth terms and conditions which the Employer will follow 
while participating in E-Verify. 

E-Verify is a program that electronically confirms an employee’s eligibility to work in the United States after 
completion of Form I-9, Employment Eligibility Verification (Form I-9). This Memorandum of Understanding 
(MOU) explains certain features of the E-Verify program and describes specific responsibilities of the 
Employer, the Social Security Administration (SSA), and DHS. 

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Reform and 
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.S.C. § 1324a 
note). The Federal Acquisition Regulation (FAR) Subpart 22.18, “Employment Eligibility Verification” and 
Executive Order 12989, as amended, provide authority for Federal contractors and subcontractors (Federal 
contractor) to use E-Verify to verify the employment eligibility of certain employees working on Federal 
contracts. 

 
ARTICLE II 

RESPONSIBILITIES 

A. RESPONSIBILITIES OF THE EMPLOYER 

1. The Employer agrees to display the following notices supplied by DHS in a prominent place that is clearly 
visible to prospective employees and all employees who are to be verified through the system: 

a. Notice of E-Verify Participation 

b. Notice of Right to Work 

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and telephone numbers 
of the Employer representatives to be contacted about E-Verify. The Employer also agrees to keep such 
information current by providing updated information to SSA and DHS whenever the representatives’ contact 
information changes. 

3. The Employer agrees to grant E-Verify access only to current employees who need E-Verify access. 
Employers must promptly terminate an employee’s E-Verify access if the employer is separated from the 
company or no longer needs access to E-Verify. 
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4. The Employer agrees to become familiar with and comply with the most recent version of the E-Verify 
User Manual. 

5. The Employer agrees that any Employer Representative who will create E-Verify cases will complete the 
E-Verify Tutorial before that individual creates any cases. 

a. The Employer agrees that all Employer representatives will take the refresher tutorials when 
prompted by E-Verify in order to continue using E-Verify. Failure to complete a refresher tutorial will 
prevent the Employer Representative from continued use of E-Verify. 

6. The Employer agrees to comply with current Form I-9 procedures, with two exceptions: 

a. If an employee presents a "List B" identity document, the Employer agrees to only accept "List B" 
documents that contain a photo. (List B documents identified in 8 C.F.R. § 274a.2(b)(1)(B)) can be 
presented during the Form I-9 process to establish identity.) If an employee objects to the photo 
requirement for religious reasons, the Employer should contact E-Verify at 888-464-4218. 

 
b. If an employee presents a DHS Form I-551 (Permanent Resident Card), Form I-766 
(Employment Authorization Document), or U.S. Passport or Passport Card to complete Form I-9, the 
Employer agrees to make a photocopy of the document and to retain the photocopy with the 
employee’s Form I-9. The Employer will use the photocopy to verify the photo and to assist DHS with its 
review of photo mismatches that employees contest. DHS may in the future designate other documents 
that activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still retain the right 
to present any List A, or List B and List C, document(s) to complete the Form I-9. 

7. The Employer agrees to record the case verification number on the employee's Form I-9 or to print the 
screen containing the case verification number and attach it to the employee's Form I-9. 

8. The Employer agrees that, although it participates in E-Verify, the Employer has a responsibility to 
complete, retain, and make available for inspection Forms I-9 that relate to its employees, or from other 
requirements of applicable regulations or laws, including the obligation to comply with the anti- 
discrimination requirements of section 274B of the INA with respect to Form I-9 procedures. 

a. The following modified requirements are the only exceptions to an Employer’s obligation to not 
employ unauthorized workers and comply with the anti-discrimination provision of the INA: (1) List B 
identity documents must have photos, as described in paragraph 6 above; (2) When an Employer 
confirms the identity and employment eligibility of newly hired employee using E-Verify procedures, the 
Employer establishes a rebuttable presumption that it has not violated section 274A(a)(1)(A) of the 
Immigration and Nationality Act (INA) with respect to the hiring of that employee; (3) If the Employer 
receives a final nonconfirmation for an employee, but continues to employ that person, the Employer 
must notify DHS and the Employer is subject to a civil money penalty between $550 and $1,100 for each 
failure to notify DHS of continued employment following a final nonconfirmation; (4) If the Employer 
continues to employ an employee after receiving a final nonconfirmation, then the Employer is subject 
to a rebuttable presumption that it has knowingly 
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employed an unauthorized alien in violation of section 274A(a)(1)(A); and (5) no E-Verify participant is 
civilly or criminally liable under any law for any action taken in good faith based on information provided 
through the E-Verify. 

b. DHS reserves the right to conduct Form I-9 compliance inspections, as well as any other enforcement 
or compliance activity authorized by law, including site visits, to ensure proper use of E-Verify. 

9. The Employer is strictly prohibited from creating an E-Verify case before the employee has been hired, 
meaning that a firm offer of employment was extended and accepted and Form I-9 was completed. The 
Employer agrees to create an E-Verify case for new employees within three Employer business days after each 
employee has been hired (after both Sections 1 and 2 of Form I-9 have been completed), and to complete as 
many steps of the E-Verify process as are necessary according to the E-Verify User Manual. If E-Verify is 
temporarily unavailable, the three-day time period will be extended until it is again operational in order to 
accommodate the Employer's attempting, in good faith, to make inquiries during the period of unavailability. 

10. The Employer agrees not to use E-Verify for pre-employment screening of job applicants, in support of 
any unlawful employment practice, or for any other use that this MOU or the E-Verify User Manual does not 
authorize. 

11. The Employer must use E-Verify for all new employees. The Employer will not verify selectively and will 
not verify employees hired before the effective date of this MOU. Employers who are Federal contractors may 
qualify for exceptions to this requirement as described in Article II.B of this MOU. 

12. The Employer agrees to follow appropriate procedures (see Article III below) regarding tentative 
nonconfirmations. The Employer must promptly notify employees in private of the finding and provide them 
with the notice and letter containing information specific to the employee’s E-Verify case. The Employer 
agrees to provide both the English and the translated notice and letter for employees with limited English 
proficiency to employees. The Employer agrees to provide written referral instructions to employees and 
instruct affected employees to bring the English copy of the letter to the SSA. The Employer must allow 
employees to contest the finding, and not take adverse action against employees if they choose to contest the 
finding, while their case is still pending. Further, when employees contest a tentative nonconfirmation based 
upon a photo mismatch, the Employer must take additional steps 
(see Article III.B. below) to contact DHS with information necessary to resolve the challenge. 

13. The Employer agrees not to take any adverse action against an employee based upon the employee's 
perceived employment eligibility status while SSA or DHS is processing the verification request unless the 
Employer obtains knowledge (as defined in 8 C.F.R. § 274a.1(l)) that the employee is not work authorized. The 
Employer understands that an initial inability of the SSA or DHS automated verification system to verify work 
authorization, a tentative nonconfirmation, a case in continuance 
(indicating the need for additional time for the government to resolve a case), or the finding of a photo 
mismatch, does not establish, and should not be interpreted as, evidence that the employee is not work 
authorized. In any of such cases, the employee must be provided a full and fair opportunity to contest the 
finding, and if he or she does so, the employee may not be terminated or suffer any adverse employment 
consequences based upon the employee’s perceived employment eligibility status 
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(including denying, reducing, or extending work hours, delaying or preventing training, requiring an 
employee to work in poorer conditions, withholding pay, refusing to assign the employee to a Federal 
contract or other assignment, or otherwise assuming that he or she is unauthorized to work) until and unless 
secondary verification by SSA or DHS has been completed and a final nonconfirmation has been issued. If the 
employee does not choose to contest a tentative nonconfirmation or a photo mismatch or if a secondary 
verification is completed and a final nonconfirmation is issued, then the Employer can find the employee is 
not work authorized and terminate the employee’s employment. Employers or employees with questions 
about a final nonconfirmation may call E-Verify at 1-888-464-4218 (customer service) or 1-888-897-7781 
(worker hotline). 

14. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 274B of the INA 
as applicable by not discriminating unlawfully against any individual in hiring, firing, employment eligibility 
verification, or recruitment or referral practices because of his or her national origin or citizenship status, or 
by committing discriminatory documentary practices. The Employer understands that such illegal practices 
can include selective verification or use of E-Verify except as provided in part D below, or discharging or 
refusing to hire employees because they appear or sound “foreign” or have received tentative 
nonconfirmations. The Employer further understands that any violation of the immigration-related unfair 
employment practices provisions in section 274B of the INA could subject the Employer to civil penalties, 
back pay awards, and other sanctions, and violations of Title VII could subject the Employer to back pay 
awards, compensatory and punitive damages. Violations of either section 274B of the INA or Title VII may 
also lead to the termination of its participation in E-Verify. If the Employer has any questions relating to the 
anti-discrimination provision, it should contact OSC at 1-800-255-8155 or 1-800-237-2515 (TDD). 

15. The Employer agrees that it will use the information it receives from E-Verify only to confirm the 
employment eligibility of employees as authorized by this MOU. The Employer agrees that it will safeguard 
this information, and means of access to it (such as PINS and passwords), to ensure that it is not used for 
any other purpose and as necessary to protect its confidentiality, including ensuring that it is not 
disseminated to any person other than employees of the Employer who are authorized to perform the 
Employer's responsibilities under this MOU, except for such dissemination as may be authorized in advance 
by SSA or DHS for legitimate purposes. 

16. The Employer agrees to notify DHS immediately in the event of a breach of personal information. 
Breaches are defined as loss of control or unauthorized access to E-Verify personal data. All suspected or 
confirmed breaches should be reported by calling 1-888-464-4218 or via email at E-Verify@uscis.dhs.gov. 
Please use “Privacy Incident – Password” in the subject line of your email when sending a breach report to 
E-Verify. 

17. The Employer acknowledges that the information it receives from SSA is governed by the Privacy Act (5 
U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 1306(a)). Any person who obtains this 
information under false pretenses or uses it for any purpose other than as provided for in this MOU may be 
subject to criminal penalties. 

18. The Employer agrees to cooperate with DHS and SSA in their compliance monitoring and evaluation of 
E-Verify, which includes permitting DHS, SSA, their contractors and other agents, upon 

mailto:E-Verify@uscis.dhs.gov
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reasonable notice, to review Forms I-9 and other employment records and to interview it and its employees 
regarding the Employer’s use of E-Verify, and to respond in a prompt and accurate manner to DHS requests 
for information relating to their participation in E-Verify. 

19. The Employer shall not make any false or unauthorized claims or references about its participation in 
E-Verify on its website, in advertising materials, or other media. The Employer shall not describe its services 
as federally-approved, federally-certified, or federally-recognized, or use language with a similar intent on 
its website or other materials provided to the public. Entering into this MOU does not mean that E-Verify 
endorses or authorizes your E-Verify services and any claim to that effect is false. 

20. The Employer shall not state in its website or other public documents that any language used therein 
has been provided or approved by DHS, USCIS or the Verification Division, without first obtaining the prior 
written consent of DHS. 

21. The Employer agrees that E-Verify trademarks and logos may be used only under license by DHS/USCIS 
(see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not be used in any 
manner that might imply that the Employer’s services, products, websites, or publications are sponsored 
by, endorsed by, licensed by, or affiliated with DHS, USCIS, or E-Verify. 

22. The Employer understands that if it uses E-Verify procedures for any purpose other than as authorized 
by this MOU, the Employer may be subject to appropriate legal action and termination of its participation in 
E-Verify according to this MOU. 

B. RESPONSIBILITIES OF FEDERAL CONTRACTORS 

1. If the Employer is a Federal contractor with the FAR E-Verify clause subject to the employment 
verification terms in Subpart 22.18 of the FAR, it will become familiar with and comply with the most current 
version of the E-Verify User Manual for Federal Contractors as well as the E-Verify Supplemental Guide for 
Federal Contractors. 

2. In addition to the responsibilities of every employer outlined in this MOU, the Employer understands that 
if it is a Federal contractor subject to the employment verification terms in Subpart 22.18 of the FAR it must 
verify the employment eligibility of any “employee assigned to the contract” (as defined in FAR 22.1801). 
Once an employee has been verified through E-Verify by the Employer, the Employer may not create a 
second case for the employee through E-Verify. 

a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time of a contract award 
must enroll as a Federal contractor in the E-Verify program within 30 calendar days of contract award 
and, within 90 days of enrollment, begin to verify employment eligibility of new hires using E-Verify. The 
Employer must verify those employees who are working in the United States, whether or not they are 
assigned to the contract. Once the Employer begins verifying new hires, such verification of new hires 
must be initiated within three business days after the hire date. Once enrolled in E-Verify as a Federal 
contractor, the Employer must begin verification of employees assigned to the contract within 90 
calendar days after the date of enrollment or within 30 days of an employee’s assignment to the 
contract, whichever date is later. 

https://www.e-verify.gov/about-e-verify/trademark-and-logo-usage-guidelines
http://www.uscis.gov/USCIS/Verification/E-Verify/everifytrademark.pdf
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b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at the time of a contract 
award must use E-Verify to begin verification of employment eligibility for new hires of the Employer 
who are working in the United States, whether or not assigned to the contract, within three business 
days after the date of hire. If the Employer is enrolled in E-Verify as a Federal contractor for 90 calendar 
days or less at the time of contract award, the Employer must, within 90 days of enrollment, begin to 
use E-Verify to initiate verification of new hires of the contractor who are working in the United States, 
whether or not assigned to the contract. Such verification of new hires must be initiated within three 
business days after the date of hire. An Employer enrolled as a Federal contractor in E-Verify must begin 
verification of each employee assigned to the contract within 90 calendar days after date of contract 
award or within 30 days after assignment to the contract, whichever is later. 

c. Federal contractors that are institutions of higher education (as defined at 20 U.S.C. 1001(a)), state 
or local governments, governments of Federally recognized Indian tribes, or sureties performing under 
a takeover agreement entered into with a Federal agency under a performance bond may choose to 
only verify new and existing employees assigned to the Federal contract. Such Federal contractors may, 
however, elect to verify all new hires, and/or all existing employees hired after November 6, 1986. 
Employers in this category must begin verification of employees assigned to the contract within 90 
calendar days after the date of enrollment or within 30 days of an employee’s assignment to the 
contract, whichever date is later. 

d. Upon enrollment, Employers who are Federal contractors may elect to verify employment eligibility 
of all existing employees working in the United States who were hired after November 6, 1986, instead 
of verifying only those employees assigned to a covered Federal contract. After enrollment, Employers 
must elect to verify existing staff following DHS procedures and begin 

E-Verify verification of all existing employees within 180 days after the election. 

e. The Employer may use a previously completed Form I-9 as the basis for creating an E-Verify case for 
an employee assigned to a contract as long as: 

i. That Form I-9 is complete (including the SSN) and complies with Article II.A.6, 

ii. The employee’s work authorization has not expired, and 

iii. The Employer has reviewed the Form I-9 information either in person or in communications 
with the employee to ensure that the employee’s Section 1, Form I-9 attestation has not changed 
(including, but not limited to, a lawful permanent resident alien having become a naturalized 
U.S. citizen). 

f. The Employer shall complete a new Form I-9 consistent with Article II.A.6 or update the previous 
Form I-9 to provide the necessary information if: 

i. The Employer cannot determine that Form I-9 complies with Article II.A.6, 

ii. The employee’s basis for work authorization as attested in Section 1 has expired or changed, 
or 

iii. The Form I-9 contains no SSN or is otherwise incomplete. 

Note: If Section 1 of Form I-9 is otherwise valid and up-to-date and the form otherwise complies with 
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Article II.C.5, but reflects documentation (such as a U.S. passport or Form I-551) that expired after 
completing Form I-9, the Employer shall not require the production of additional documentation, or use the 
photo screening tool described in Article II.A.5, subject to any additional or superseding instructions that 
may be provided on this subject in the E-Verify User Manual. 

g. The Employer agrees not to require a second verification using E-Verify of any assigned employee 
who has previously been verified as a newly hired employee under this MOU or to authorize 
verification of any existing employee by any Employer that is not a Federal contractor based on this 
Article. 

3. The Employer understands that if it is a Federal contractor, its compliance with this MOU is a 
performance requirement under the terms of the Federal contract or subcontract, and the Employer 
consents to the release of information relating to compliance with its verification responsibilities under this 
MOU to contracting officers or other officials authorized to review the Employer’s compliance with Federal 
contracting requirements. 

C. RESPONSIBILITIES OF SSA 

1. SSA agrees to allow DHS to compare data provided by the Employer against SSA’s database. SSA sends 
DHS confirmation that the data sent either matches or does not match the information in SSA’s database. 

2. SSA agrees to safeguard the information the Employer provides through E-Verify procedures. SSA also 
agrees to limit access to such information, as is appropriate by law, to individuals responsible for the 
verification of Social Security numbers or responsible for evaluation of E-Verify or such other persons or 
entities who may be authorized by SSA as governed by the Privacy Act (5 U.S.C. § 552a), the Social Security Act 
(42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401). 

3. SSA agrees to provide case results from its database within three Federal Government work days of the 
initial inquiry. E-Verify provides the information to the Employer. 

4. SSA agrees to update SSA records as necessary if the employee who contests the SSA tentative 
nonconfirmation visits an SSA field office and provides the required evidence. If the employee visits an SSA 
field office within the eight Federal Government work days from the date of referral to SSA, SSA agrees to 
update SSA records, if appropriate, within the eight-day period unless SSA determines that more than eight 
days may be necessary. In such cases, SSA will provide additional instructions to the employee. If the 
employee does not visit SSA in the time allowed, E-Verify may provide a final nonconfirmation to the 
employer. 

Note: If an Employer experiences technical problems, or has a policy question, the employer should contact 
E-Verify at 1-888-464-4218. 

D. RESPONSIBILITIES OF DHS 

1. DHS agrees to provide the Employer with selected data from DHS databases to enable the Employer to 
conduct, to the extent authorized by this MOU: 

a. Automated verification checks on alien employees by electronic means, and 
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b. Photo verification checks (when available) on employees. 

2. DHS agrees to assist the Employer with operational problems associated with the Employer's 
participation in E-Verify. DHS agrees to provide the Employer names, titles, addresses, and telephone 
numbers of DHS representatives to be contacted during the E-Verify process. 

3. DHS agrees to provide to the Employer with access to E-Verify training materials as well as an 
E-Verify User Manual that contain instructions on E-Verify policies, procedures, and requirements for both SSA 
and DHS, including restrictions on the use of E-Verify. 

4. DHS agrees to train Employers on all important changes made to E-Verify through the use of 
mandatory refresher tutorials and updates to the E-Verify User Manual. Even without changes to 
E-Verify, DHS reserves the right to require employers to take mandatory refresher tutorials. 

5. DHS agrees to provide to the Employer a notice, which indicates the Employer's participation in 
E-Verify. DHS also agrees to provide to the Employer anti-discrimination notices issued by the Office of Special 
Counsel for Immigration-Related Unfair Employment Practices (OSC), Civil Rights Division, U.S. Department of 
Justice. 
6. DHS agrees to issue each of the Employer’s E-Verify users a unique user identification number and 
password that permits them to log in to E-Verify. 

7. DHS agrees to safeguard the information the Employer provides, and to limit access to such information to 
individuals responsible for the verification process, for evaluation of E-Verify, or to such other persons or 
entities as may be authorized by applicable law. Information will be used only to verify the accuracy of Social 
Security numbers and employment eligibility, to enforce the INA and Federal criminal laws, and to administer 
Federal contracting requirements. 

8. DHS agrees to provide a means of automated verification that provides (in conjunction with SSA 
verification procedures) confirmation or tentative nonconfirmation of employees' employment eligibility 
within three Federal Government work days of the initial inquiry. 

9. DHS agrees to provide a means of secondary verification (including updating DHS records) for employees 
who contest DHS tentative nonconfirmations and photo mismatch tentative nonconfirmations. This provides 
final confirmation or nonconfirmation of the employees' employment eligibility within 10 Federal Government 
work days of the date of referral to DHS, unless DHS determines that more than 10 days may be necessary. In 
such cases, DHS will provide additional verification instructions. 

 

ARTICLEIII     
REFERRAL OF INDIVIDUALS TO SSA AND DHS 

A. REFERRAL TO SSA 

1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must print the notice as 
directed by E-Verify. The Employer must promptly notify employees in private of the finding and provide 
them with the notice and letter containing information specific to the employee’s E-Verify case. 
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The Employer also agrees to provide both the English and the translated notice and letter for employees 
with limited English proficiency to employees. The Employer agrees to provide written referral instructions 
to employees and instruct affected employees to bring the English copy of the letter to the SSA. The 
Employer must allow employees to contest the finding, and not take adverse action against employees if 
they choose to contest the finding, while their case is still pending. 

2. The Employer agrees to obtain the employee’s response about whether he or she will contest the tentative 
nonconfirmation as soon as possible after the Employer receives the tentative nonconfirmation. Only the 
employee may determine whether he or she will contest the tentative nonconfirmation. 

3. After a tentative nonconfirmation, the Employer will refer employees to SSA field offices only as directed 
by E-Verify. The Employer must record the case verification number, review the employee information 
submitted to E-Verify to identify any errors, and find out whether the employee contests the tentative 
nonconfirmation. The Employer will transmit the Social Security number, or any other corrected employee 
information that SSA requests, to SSA for verification again if this review indicates a need to do so. 

4. The Employer will instruct the employee to visit an SSA office within eight Federal Government work days. 
SSA will electronically transmit the result of the referral to the Employer within 10 Federal Government work 
days of the referral unless it determines that more than 10 days is necessary. 

5. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case updates. 

6. The Employer agrees not to ask the employee to obtain a printout from the Social Security Administration 
number database (the Numident) or other written verification of the SSN from the SSA. 

B. REFERRAL TO DHS 

1. If the Employer receives a tentative nonconfirmation issued by DHS, the Employer must promptly notify 
employees in private of the finding and provide them with the notice and letter containing information 
specific to the employee’s E-Verify case. The Employer also agrees to provide both the English and the 
translated notice and letter for employees with limited English proficiency to employees. The Employer must 
allow employees to contest the finding, and not take adverse action against employees if they choose to 
contest the finding, while their case is still pending. 

2. The Employer agrees to obtain the employee’s response about whether he or she will contest the tentative 
nonconfirmation as soon as possible after the Employer receives the tentative nonconfirmation. Only the 
employee may determine whether he or she will contest the tentative nonconfirmation. 

3. The Employer agrees to refer individuals to DHS only when the employee chooses to contest a tentative 
nonconfirmation. 

4. If the employee contests a tentative nonconfirmation issued by DHS, the Employer will instruct the 
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employee to contact DHS through its toll-free hotline (as found on the referral letter) within eight Federal 
Government work days. 

5. If the Employer finds a photo mismatch, the Employer must provide the photo mismatch tentative 
nonconfirmation notice and follow the instructions outlined in paragraph 1 of this section for tentative 
nonconfirmations, generally. 

6. The Employer agrees that if an employee contests a tentative nonconfirmation based upon a photo 
mismatch, the Employer will send a copy of the employee’s Form I-551, Form I-766, U.S. Passport, or passport 
card to DHS for review by: 

a. Scanning and uploading the document, or 

b. Sending a photocopy of the document by express mail (furnished and paid for by the employer). 

7. The Employer understands that if it cannot determine whether there is a photo match/mismatch, the 
Employer must forward the employee’s documentation to DHS as described in the preceding paragraph. The 
Employer agrees to resolve the case as specified by the DHS representative who will determine the photo 
match or mismatch. 

8. DHS will electronically transmit the result of the referral to the Employer within 10 Federal Government 
work days of the referral unless it determines that more than 10 days is necessary. 

9. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case updates. 
 

 
 
 

A. NO SERVICE FEES 

ARTICLE IV 
SERVICE PROVISIONS 

1. SSA and DHS will not charge the Employer for verification services performed under this MOU. The 
Employer is responsible for providing equipment needed to make inquiries. To access E-Verify, an Employer 
will need a personal computer with Internet access. 

 

 
 
 

A. MODIFICATION 

ARTICLE V 
MODIFICATION AND TERMINATION 

1. This MOU is effective upon the signature of all parties and shall continue in effect for as long as the SSA 
and DHS operates the E-Verify program unless modified in writing by the mutual consent of all parties. 

2. Any and all E-Verify system enhancements by DHS or SSA, including but not limited to E-Verify checking 
against additional data sources and instituting new verification policies or procedures, will be covered under 
this MOU and will not cause the need for a supplemental MOU that outlines these changes. 
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B. TERMINATION 

1. The Employer may terminate this MOU and its participation in E-Verify at any time upon 30 days prior 
written notice to the other parties. 

2. Notwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and thereby the Employer’s 
participation in E-Verify, with or without notice at any time if deemed necessary because of the requirements 
of law or policy, or upon a determination by SSA or DHS that there has been a breach of system integrity or 
security by the Employer, or a failure on the part of the Employer to comply with established E-Verify 
procedures and/or legal requirements. The Employer understands that if it is a Federal contractor, termination 
of this MOU by any party for any reason may negatively affect the performance of its contractual 
responsibilities. Similarly, the Employer understands that if it is in a state where E-Verify is mandatory, 
termination of this by any party MOU may negatively affect the Employer’s business. 

3. An Employer that is a Federal contractor may terminate this MOU when the Federal contract that requires 
its participation in E-Verify is terminated or completed. In such cases, the Federal contractor must provide 
written notice to DHS. If an Employer that is a Federal contractor fails to provide such notice, then that 
Employer will remain an E-Verify participant, will remain bound by the terms of this MOU that apply to non- 
Federal contractor participants, and will be required to use the E-Verify procedures to verify the employment 
eligibility of all newly hired employees. 

4. The Employer agrees that E-Verify is not liable for any losses, financial or otherwise, if the Employer is 
terminated from E-Verify. 

 
ARTICLE VI 
PARTIES 

A. Some or all SSA and DHS responsibilities under this MOU may be performed by contractor(s), and SSA and 
DHS may adjust verification responsibilities between each other as necessary. By separate agreement with 
DHS, SSA has agreed to perform its responsibilities as described in this MOU. 

B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, substantive or 
procedural, enforceable at law by any third party against the United States, its agencies, officers, or 
employees, or against the Employer, its agents, officers, or employees. 

C. The Employer may not assign, directly or indirectly, whether by operation of law, change of control or 
merger, all or any part of its rights or obligations under this MOU without the prior written consent of DHS, 
which consent shall not be unreasonably withheld or delayed. Any attempt to sublicense, assign, or transfer 
any of the rights, duties, or obligations herein is void. 

D. Each party shall be solely responsible for defending any claim or action against it arising out of or related to 
E-Verify or this MOU, whether civil or criminal, and for any liability wherefrom, including (but not limited to) 
any dispute between the Employer and any other person or entity regarding the applicability of Section 403(d) 
of IIRIRA to any action taken or allegedly taken by the Employer. 
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E. The Employer understands that its participation in E-Verify is not confidential information and may be 
disclosed as authorized or required by law and DHS or SSA policy, including but not limited to, Congressional 
oversight, E-Verify publicity and media inquiries, determinations of compliance with Federal contractual 
requirements, and responses to inquiries under the Freedom of Information Act (FOIA). 

F. The individuals whose signatures appear below represent that they are authorized to enter into this MOU 
on behalf of the Employer and DHS respectively. The Employer understands that any inaccurate statement, 
representation, data or other information provided to DHS may subject the Employer, its subcontractors, its 
employees, or its representatives to: (1) prosecution for false statements pursuant to 18 U.S.C. 1001 and/or; (2) 
immediate termination of its MOU and/or; (3) possible debarment or suspension. 

G. The foregoing constitutes the full agreement on this subject between DHS and the Employer. 

 
To be accepted as an E-Verify participant, you should only sign the Employer’s Section of the signature 
page. If you have any questions, contact E-Verify at 1-888-464-4218. 
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Approved by: 

450285 

 

Employer 
ELEMENT Engineering Group, LLC 

Name (Please Type or Print) 
Derek Gil 

Title 

Signature 

Electronically Signed 

Date 

09/22/2011 

Department of Homeland Security – Verification Division 

Name (Please Type or Print) 
USCIS Verification Division 

Title 

Signature 
Electronically Signed 

Date 
09/22/2011 
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Information Required for the E-Verify Program 

Information relating to your Company: 

 
Company Name 

ELEMENT Engineering Group, LLC 

 
Company Facility Address 

1713 E 9th Avenue 
Tampa, FL 33605 

 
Company Alternate Address 

 

County or Parish 
 
HILLSBOROUGH 

Employer Identification Number 
 
562565488 

North American Industry 
Classification Systems Code 

 
541 

 
Parent Company 

 

Number of Employees 20 to 99 

Number of Sites Verified for 1 site(s) 
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Are you verifying for more than 1 site? If yes, please provide the number of sites verified for in each State: 

FL 1 
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Information relating to the Program Administrator(s) for your Company on policy questions or operational 
problems: 

Name 
Phone Number 
Fax 
Email 

Jeunne Enriquez 
8133862101 
8133862106 
jenriquez@elementeg.com 

 

Name 
Phone Number 
Fax 
Email 

Derek Gil 
8133862101 
8133862106 
dgil@elementeg.com 

mailto:jenriquez@elementeg.com
mailto:dgil@elementeg.com
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This list represents the first 20 Program Administrators listed for this company. 
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THE E-VERIFY 
MEMORANDUM OF UNDERSTANDING 

FOR EMPLOYERS 
 
 

ARTICLE I 
PURPOSE AND AUTHORITY 

 
The parties to this agreement are the Department of Homeland Security (OHS) and the 
DRMP, Inc. (Employer). The purpose of this agreement is to set forth terms a.nd conditions which the 
Employer will follow while participating in E-Verify. 

 
 
 

E-Verify is a program that electronically confirms an employee's eligibility to work in the United States 
after completion of Form 1-9, Employment Eligibility Verification (Form 1-9). This Memorandum of 
Understanding (MOU) explains certain features of the E-Verify program and describes specific 
responsibilities of the Employer, the Social Security Administration (SSA), and OHS. 

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Reform and 
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.S.C. 
§ 1324a note). The Federal Acquisition Regulation (FAR) Subpart 22.18, "Employment Eligibility 
Verification" and Executive Order 12989, as amended, provide authority for Federal contractors and 
subcontractors (Federal contractor) to use E-Verify to verify the employment eligibility of certain 
employees working on Federal contracts. 

 
 

ARTICLE II 
RESPONSIBILITIES 

A. RESPONSIBILITIES OF THE EMPLOYER 

1. The Employer agrees to display the following notices supplied by OHS in a prominent place that is 
clearly visible to prospective employees and all employees who are to be verified through the system: 

 
a. Notice of E-Verify Participation 

b. Notice of Right to Work 

2. The Employer agrees to provide to the SSA and OHS the names, titles, addresses, and telephone 
numbers of the Employer representatives to be contacted about E-Verify. The Employer also agrees to 
keep such information current by providing updated information to SSA and OHS whenever the 
representatives' contact information changes. 

 
3. The Employer agrees to grant E-Verify access only to current employees who need E-Verify access. 
Employers must promptly terminate an employee's E-Verify access if the employer is separated from 
the company or no longer needs access to E-Verify. 

DocuSign Envelope ID:  
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4. The Employer agrees to become familiar with and comply with the most recent version of the 
E-Verify User Manual. 

 
. 5. The Employer agrees that any Employer Representative who will create E-Verify cases will 
complete the E-Verify Tutorial before that individual creates any cases. 

 
a. The Employer agrees that all Employer representatives will take the refresher tutorials when 
prompted by E-Verify in order to continue using E-Verify. Failure to complete a refresher tutorial 
will prevent the Employer Representative from continued use of E-Verify. 

6. The Employer agrees to comply with current Form 1-9 procedures, with two exceptions: 
 

a. If an employee presents a "List B" identity document, the Employer agrees to only accept "List 
B" documents that contain a photo. (List B documents identified in 8 C.F.R. § 274a.2(b)(1)(B)) can 
be presented during the Form 1-9 process to establish identity.) If an employee objects to the photo 
requirement for religious reasons, the Employer should contact E-Verify at 
888-464-4218. 

b. If an employee presents a OHS Form 1-551 (Permanent Resident Card), Form 1-766 
(Employment Authorization Document), or U.S. Passport or Passport Card to complete Form 1-9, 
the Employer agrees to make a photocopy of the document and to retain the photocopy with the 
employee's Form 1-'9. The Employer will use the photocopy to verify the photo and to assist OHS 
with its review of photo mismatches that employees contest. OHS may in the future designate 
other documents that activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still retain the right 
to present any List A, or List Band List C, document(s) to complete the Form 1-9. 

7. The Employer agrees to record the case verification number on the employee's Form 1-9 or to print 
the screen containing the case verification number and attach it to the employee's Form 1-9. 

 
8. The Employer agrees that, although it participates in E-Verify, the Employer has a responsibility to 
complete, retain, and make available for inspection Forms 1-9 that relate to its employees, or from other 
requirements of applicable regulations or laws, including the obligation to comply with the 
antidiscrimination requirements of section 274B of the INA with respect to Form 1-9 procedures. 

 
a. The following modified requirements are the only exceptions to an Employer's obligation to not 
employ unauthorized workers and comply with the anti-discrimination provision of the INA: (1) List B 
identity documents must have photos, as described in paragraph 6 above; (2) When an Employer 
confirms the identity and employment eligibility of newly hired employee using E-Verify procedures, 
the Employer establishes a rebuttable presumption that it has not violated section 274A(a)(1)(A) of 
the Immigration and Nationality Act (INA) with respect to the hiring of that employee; (3) If the 
Employer receives a final nonconfirmation for an employee, but continues to employ that person, 
the Employer must notify OHS and the Employer is subject to a civil money penalty between $550 
and $1,100 for each failure to notify OHS of continued employment following a final 
nonconfirmation; (4) If the Employer continues to employ an employee after receiving a final 
nonconfirmation, then the Employer is subject to a rebuttable presumption that it has knowingly 
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employed an unauthorized alien in violation of section 274A(a)(1)(A); and (5) no E-Verify participant 
is civilly or criminally liable under any law for any action taken in good faith based on information 
provided through the E-Verify. 

b. OHS reserves the right to conduct Form 1-9 compliance inspections, as well as any other 
enforcement or compliance activity authorized by law, including site visits, to ensure proper use of 
E-Verify. 

9. The Employer is strictly prohibited from creating an E-Verify case before the employee has been 
hired, meaning that a firm offer of employment was extended and accepted and Form 1-9 was 
completed. The Employer agrees to create an E-:Verify case for new employees within three Employer 
business days after each employee has been hired (after both Sections 1 and 2 of Form l'."'9 have been 
completed), and to complete as many steps of the E-Verify process as are necessary according to the 
E-Verify User Manual. If E-Verify is temporarily unavailable, the three-day time period will be extended 
until it is again operational in order to accommodate the Employer's attempting, in good faith, to make 
inquiries during the period of unavailability. 

 
10. The Employer agrees not to use E-Verify for pre-employment screening of job applicants, in 
support of any unlawful employment practice, or for any other use that this MOU or the E-Verify User 
Manual does not authorize. 

 
11. The Employer must use E-Verify for all new employees. The Employer will not verify selectively 
and will not verify employees hired before the effective date of this MOU. Employers who are Federal 
contractors may qualify for exceptions to this requirement as described in Article I1.B of this MOU. 

 
12. The Employer agrees to follow appropriate procedures (see Article Ill below) regarding tentative 
nonconfirmations. The Employer must promptly notify employees in private of the finding·and provide 
them with the notice and letter containing information specific to the employee's E-Verify case. The 
Employer agrees to provide both the English and the translated notice and letter for employees with 
limited English proficiency to employees. The Employer agrees to provide written referral instructions 
to employees and instruct affected employees to bring the English copy of the letter to the SSA. The 
Employer must allow employees to contest the finding, and not take adverse action against employees 
if they choose to contest the finding, while their case is still pending. Further, when employees contest 
a tentative nonconfirmation based upon a photo mismatch, the Employer must take additional steps 
(see Article II1.B. below) to contact OHS with information necessary to resolve the challenge. 

 
13. The Employer agrees not to take any adverse action against an employee based upon the 
employee's perceived employment eligibility status while SSA or OHS is processing the verification 
request unless the Employer obtains knowledge (as defined in 8 C.F.R. § 274a.1(I)) that the employee 
is not work authorized. The Employer understands that an initial inability of the SSA or OHS automated 
verification system to verify work authorization, a tentative nonconfirmation, a case in continuance 
(indicating the need for additional time for the government to resolve a case), or the finding of a photo 
mismatch, does nqt establish, and should not be interpreted as, evidence that the employee is not work 
authorized. In any of such cases, the employee must be provided a full and fair opportunity to contest 
the finding, and if he or she does so, the employee may not be terminated or suffer any adverse 
employment consequences based upon the employee's perceived employment eligibility status 
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(including denying, reducing, or extending work hours, delaying or preventing training, requiring an 
employee to work in poorer conditions, withholding pay, refusing to assign the employee to a Federal 
contract or other assignment, or otherwise assuming that he or she is unauthorized to work) until and 
unless secondary verification by SSA or OHS has been completed and a final nonconfirmation has 
been issued. If the employee does not choose to contest a tentative nonconfirmation or a photo 
mismatch or if a secondary verification is completed and a final nonconfirmation is issued, then the 
Employer can find the employee is not work authorized and terminate the employee's employment. 
Employers or employees with questions about a final nonconfirmation may call E-Verify at 1-888-464- 
4218 (customer service) or 1-888-897-7781 (worker hotline). 

 
14. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 2748 of 
the INA as applicable by not discriminating unlawfully against any individual in hiring, firing, 
employment eligibility verification, or recruitment or referral practices because of his or her national 
origin or citizenship status, or by committing discriminatory documentary practices. The Employer 
understands that such illegal practices can include selective verification or use of E-Verify except as 
provided in part D below, or discharging or refusing to hire employees because they appear or sound 
"foreign" or have received tentative nonconfirmations. The Employer further understands that any 
violation of the immigration-related unfair employment practices provisions in section 2748 of the INA 
could subject the Employer to civil penalties, back pay awards, and other sanctions, and violations of 
Title VII could subject the Employer to back pay awards, compensatory and punitive damages. 
Violations of either section 2748 of the INA or Title VII may also lead to the termination of its 
participation in E-Verify. If the Employer has any questions relating to the anti-discrimination provision, 
it should contact OSC at 1-800-255-8155 or 1-800-237-2515 (TDD). 

 
15. The Employer agrees that it will use the information it receives from E-Verify only to confirm the 
employment eligibility of employees as authorized by this MOU. The Employer agrees that it will 
safeguard this information, and means of access to it (such as PINS and passwords), to ensure that it 
is not used for any other purpose and as necessary to protect its confidentiality, including ensuring that 
it is not disseminated to any person other than employees of the Employer who are authorized to 
perform the Employer's responsibilities under this MOU, except for such dissemination as may be 
authorized in advance by SSA or OHS for legitimate purposes. 

 
16. The Employer agrees to notify OHS immediately in the event of a breach of personal information. 
Breaches are defined as loss of control or unauthorized access to E-Verify personal data. All 
suspected or confirmed breaches should be reported by calling 1-888-464-4218 or via email at 
E-Verify@dhs.gov. Please use "Privacy Incident- Password" in the subject line of your email when 
sending a breach report to E-Verify. 

 
17. The Employer acknowledges that the information it receives from SSA is governed by the Privacy 
Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 1306(a)). Any person who 
obtains this information under false pretenses or uses it for any purpose other than as provided for in 
this MOU may be subject to criminal penalties. 

 
18. The Employer agrees to cooperate with OHS and SSA in their compliance monitoring and 
evaluation of E-Verify, which includes permitting OHS, SSA, their contractors and other agents, 

mailto:E-Verify@dhs.gov
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reasonable notice, to review Forms 1-9 and other employment records and to interview it and its 
employees regarding the Employer's use of E-Verify, and to respond in a prompt and accurate manner 
to OHS requests for information relating to their participation in E-Verify. 

 
19. The Employer shall not make any false or unauthorized claims or references about its participation 
in E-Verify on its website, in advertising materials, or other media. The Employer shall not describe its 
services as federally-approved, federally-certified, or federally-recognized, or use language with a 
similar intent on its website or other materials provided to the public. Entering into this MOU does not 
mean that E-Verify endorses or authorizes your E-Verify services and any claim to that effect is false. 

 
20. The Employer shall not state in its website or other public documents that any language used 
therein has been provided or approved by OHS, USCIS or the Verification Division, without first 
obtaining the prior written consent of OHS. 

 
21. The Employer agrees that E-Verify trademarks and logos may be used only under license by 
OHS/USCIS (see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not 
be used in any manner that might imply that the Employer's services, products, websites, or 
publications are sponsored by, endorsed by, licensed by, or affiliated with OHS, USCIS, or E-Verify. 

 
22. The Employer understands that if it uses E-Verify procedures for any purpose other than as 
authorized by this MOU, the Employer may be subject to appropriate legal action and termination of its 
participation in E-Verify according to this MOU. 

 
B. RESPONSIBILITIES OF FEDERAL CONTRACTORS 

1. If the Employer is a Federal contractor with the FAR E-Verify clause subject to the employment 
verification terms in Subpart 22.18 of the FAR, it will become familiar with and comply with the most 
current version of the E-Verify User Manual for Federal Contractors as well as the E-Verify 
Supplemental Guide for Federal Contractors. 

 
2. In addition to the responsibilities of every employer outlined in this MOU, the Employer understands 
that if it is a Federal contractor subject to the employment verification terms in Subpart 22.18 of the 
FAR it must verify the employment eligibility of any "employee assigned to the contract" (as defined in 
FAR 22.1801). Once an employee has been verified through E-Verify by the Employer, the Employer 
may not create a second case for the employee through E-Verify. 

 
a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time of a contract 
award must enroll as a Federal contractor in the E-Verify program within 30 calendar days of 
contract award and, within 90 days of enrollment, begin to verify employment eligibility of new hires 
using E-Verify. The Employer must verify those employees who are working in the United States, 
whether or not they are assigned to the contract. Once the Employer begins verifying new hires, 
such verification of new hires must be initiated within three business days after the hire date. Once 
enrolled in E-Verify as a Federal contractor, the Employer must begin verification of employees 
assigned to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee's assignment to the contract, whichever date is later. 
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b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at the time of a 
contract award must use E-Verify to begin verification of employment eligibility for new hires of the 
Employer who are working in the United States, whether or not assigned to the contract, within 
three business days after the date of hire. If the Employer is enrolled in E-Verify as a Federal 
contractor for 90 calendar days or less at the time of contract award, the Employer must, within 90 
days of enrollment, begin to use E-Verify to initiate verification of new hires of the contractor who 
are working in the United States, whether or not assigned to the contract. Such verification of new 
hires must be initiated within three business days after the date of hire. An Employer enrolled as a 
Federal contractor in E-Verify must begin verification of each employee assigned to the contract 
within 90 calendar days after date of contract award or within 30 days after assignment to the 
contract, whichever is later. 

c. Federal contractors that are institutions of higher education (as defined at 20 U.S.C. 1001(a)), 
state or local governments, governments of Federally recognized Indian tribes, or sureties 
performing under a takeover agreement entered into with a Federal agency under a performance 
bond may choose to only verify new and existing employees assigned to the Federal contract. Such 
Federal contractors may, however, elect to verify all new hires, and/or all existing employees hired 
after November 6, 1986. Employers in this category must begin verification of employees assigned 
to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee's assignment to the contract, whichever date is later. 

d. Upon enrollment, Employers who are Federal contractors may elect to verify employment 
eligibility of all existing employees working in the United States who were hired after November 6, 
1986, instead of verifying only those employees assigned to a covered Federal contract. After 
enrollment, Employers must elect to verify existing staff following OHS procedures and begin 
E-Verify verification of all existing employees within 180 days after the election. 

e. The Employer may use a previously completed Form 1-9 as the basis for creating an E-Verify 
case for an employee assigned to a contract as long as: 

i. That Form 1-9 is complete (including the SSN) and complies with Article I1.A.6, 

ii. The employee's work authorization has not expired, and 

iii. The Employer has reviewed the Form 1-9 information either in person or in 
communications with the employee to ensure that the employee's Section 1, Form 1-9 
attestation has not changed (including, but not limited to, a lawful permanent resident alien 
having become a naturalized U.S. citizen). 

f. The Employer shall complete a new Form 1-9 consistent with Article I1.A.6 or update the 
preyious Form 1-9 to provide the necessary information if: 

i. The Employer cannot determine that Form 1-9 complies with Article I1.A.6, 

ii. The employee's basis for work authorization as attested in Section 1 has expired or 
changed, or 

iii. The Form 1-9 contains no SSN or is otherwise incomplete. 

Note: If Section 1 of Form 1-9 is otherwise valid and up-to-date and the form otherwise complies with 
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Article I1.C.5, but reflects documentation (such as a U.S. passport or Form 1-551) that expired after 
completing Form 1-9, the Employer shall not require the production of additional documentation, or use 
the photo screening tool described in Article I1.A.5, subject to any additional or superseding instructions 
that may be provided on this subject in the E-Ve.rify User Manual. 

g. The Employer agrees not to require a second verification using E-Verify of any assigned 
employee who has previously been verified as a newly hired employee under this MOU or to 
authorize verification of any existing employee by any Employer that is not a Federal contractor 
based on this Article. 

3. The Employer understands that if it is a Federal contractor, its compliance with this MOU is a 
performance requirement under the terms of the Federal contract or subcontract, and the Employer 
consents to the release of information relating to compliance with its verification responsibilities under 
this MOU to contracting officers or other officials authorized to review the Employer's compliance with 
Federal contracting requirements. 

 
C. RESPONSIBILITIES OF SSA 

1. SSA agrees to allow OHS to compare data provided by the Employer against SSA's database. SSA 
sends OHS confirmation that the data sent either matches or does not match the information in SSA's 
database. 

 
2. SSA agrees to safeguard the information the Employer provides through E-Verify procedures. SSA 
also agrees to limit access to such information, as is appropriate by law, to individuals responsible for 
the verification of Social Security numbers or responsible for evaluation of E-Verify or such other 
persons or entities who may be authorized by SSA as governed by the Privacy Act (5 U.S.C. § 552a), 
the Social Security Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401). 

 
3. SSA agrees to provide case results from its database within three Federal Government work days of 
the initial inquiry. E-Verify provides the information to the Employer. 

 
4. SSA agrees to update SSA records as necessary if the employee who contests the SSA tentative 
nonconfirmation visits an SSA field office and provides the required evidence. If the employee visits an 
SSA field office within the eight Federal Government work days from the date of referral to SSA, SSA 
agrees to update SSA records, if appropriate, within the eight-day period unless SSA determines that 
more than eight days may be necessary. In such cases, SSA will provide additional instructions to the 
employee. If the employee does not visit SSA in the time allowed, E-Verify may provide a final 
nonconfirmation to the employer. 

 
Note: If an Employer experiences technical problems, or has a policy question, the employer should 
contact E-Verify at 1-888-464-4218. 

 
D. RESPONSIBILITIES OF DHS 

1. OHS agrees to provide the Employer with selected data from OHS databases to enable the 
Employer to conduct, to the extent authorized by this MOU: 

 
a. Automated verification checks on alien employees by electronic means, and 
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b. Photo verification checks (when available) on employees. 

2. OHS agrees to assist the Employer with operational problems associated with the Employer's 
participation in E-Verify. OHS agrees to provide the Employer names, titles, addresses, and telephone 
numbers of OHS representatives to be contacted during the E-Verify process. 

 
3. OHS agrees to provide to the Employer with access to E-Verify training materials as well as an 
E-Verify User Manual that contain instructions on E-Verify policies, procedures, and requirements for 
both SSA and OHS, including restrictions on the use of E-Verify. 

 
4. OHS agrees to train Employers on all important changes made to E-Verify through the use of 
mandatory refresher tutorials and updates to the E-Verify User Manual. Even without changes to 
E-Verify, OHS reserves the right to require employers to take mandatory refresher tutorials. 

 
5. OHS agrees to provide to the Employer a notice, which indicates the Employer's participation in 
E-Verify. OHS also agrees to provide to the Employer anti-discrimination notices issued by the Office of 
Special Counsel for Immigration-Related Unfair Employment Practices (OSC), Civil Rights Division, 
U.S. Department of Justice. 

 
6. OHS agrees to issue each of the Employer's E-Verify users a unique user identification number and 
password that permits them to log in to E-Verify. 

 
7. OHS agrees to safeguard the information the Employer provides, and to limit access to such 
information to individuals responsible for the verification process, for evaluation of E-Verify, or to such 
other persons or entities as may be authorized by applicable law. Information will be used only to verify 
the accuracy of Social Security numbers and employment eligibility, to enforce the INA and Federal 
criminal laws, and to administer Federal contracting requirements. 

 
8. OHS agrees to provide a means of automated verification that provides (in conjunction with SSA 
verification procedures) confirmation or tentative nonconfirmation of employees' employment eligibility 
within three Federal Government work days of the initial inquiry. 

 
9. OHS agrees to provide a means of secondary verification (including updating OHS records) for 
employees who contest OHS tentative nonconfirmations and photo mismatch tentative 
nonconfirmations. This provides final confirmation or nonconfirmation of the employees' employment 
eligibility within 10 Federal Government work days of the date of referral to OHS, unless OHS 
determines that more than 10 days may be necessary. In such cases, OHS will provide additional 
verification instructions. 

 
ARTICLE Ill 

REFERRAL OF INDIVIDUALS T9 SSA AND DHS 
 

A. REFERRAL TO SSA 

1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must print the 
notice as directed by E-Verify. The Employer must promptly notify employees in private of the finding 
and provide them with the notice and letter containing information specific to the employee's E-Verify 
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case. The Employer also agrees to provide both the English and the translated notice and letter for 
employees with limited English proficiency to employees. The Employer agrees to provide written 
referral instructions to employees and instruct affected employees to bring the English copy of the letter 
to the SSA. The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 

 
2. The Employer agrees to obtain the employee's response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation. Only the employee may determine whether he or she will contest the tentative 
nonconfirmation. 

 
3. After a tentative nonconfirmation, the Employer will refer employees to SSA field offices only as 
directed by E-Verify. The Employer must record the_case verification number, review the employee 
information submitted to E-Verify to identify any errors, and find out whether the employee contests the 
tentative nonconfirmation. The Employer will transmit the Social Security number, or any other 
corrected employee information that SSA requests, to SSA for verification again if this review indicates 
a need to do so. 

 
4. The Employer will instruct the employee to visit an SSA office within eight Federal Government 
work days. SSA will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary. 

 
5. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates. 

 
6. The Employer agrees not to ask the employee to obtain a printout from the Social Security 
Administration number database (the Numident) or other written verification of the SSN from the SSA. 

 
8. REFERRAL TO OHS 

1. If the Employer receives a tentative nonconfirmation issued by OHS, the Employer must promptly 
notify employees in private of the finding and provide them with the notice and letter containing 
information specific to the employee's E-Verify case. The Employer also agrees to provide both the 
English and the translated notice and letter for employees with limited English proficiency to 
employees. The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 

 
2. The Employer agrees to obtain the employee's response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation. Only the employee may determine whether he or she will contest the tentative 
nonconfirmation. 

 
3. The Employer agrees to refer individuals to OHS only when the employee chooses to contest a 
tentative nonconfirmation. 

 
4. If the employee contests a tentative nonconfirmation issued by OHS, the Employer will instruct the 
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employee to contact OHS through its toll-free hotline (as found on the referral letter) within eight 
Federal Government work days. 

 
5. If the Employer finds a photo mismatch, the Employer must provide the photo mismatch tentative 
nonconfirmation notice and follow the instructions outlined in paragraph 1 of this section for tentative 
nonconfirmations, generally. 

 
6. The Employer agrees that if an employee contests a tentative nonconfirmation based upon a photo 
mismatch, the Employer will send a copy of the employee's Form 1-551, Form 1-766, U.S. Passport, or 
passport card to OHS for review by: 

 
a. Scanning and uploading the document, or 

b. Sending a photocopy of the document by express mail (furnished and paid for by the employer). 

7. The Employer understands that if it cannot determine whether there is a photo match/mismatch, the 
Employer must forward the employee's documentation to OHS as described in the preceding 
paragraph. The Employer agrees to resolve the case as specified by the OHS representative who will 
determine the photo match or mismatch. 

 
8. OHS will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary. 

 
9. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates. 

 
ARTICLE IV 

SERVICE PROVISIONS 

A. NO SERVICE FEES 

1. SSA and OHS will not charge the Employer for verification services performed under this MOU. The 
Employer is responsible for providing equipment needed to make inquiries. To access E-Verify, an 
Employer will need a personal computer with Internet access. 

 
ARTICLE V 

MODIFICATION AND TERMINATION 

A. MODIFICATION 

1. This MOU is effective upon the signature of all parties and shall continue in effect for as long as the 
SSA and OHS operates the E-Verify program unless modified in writing by the mutual consent of all 
parties. 

 
2. Any and all E-Verify system enhancements by OHS or SSA, including but not limited to E-Verify 
checking against additional data sources and instituting new verification policies or procedures, will be 
covered under this MOU and will not cause the need for a supplemental MOU that outlines these 
changes. 
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B. TERMINATION 

1. The Employer may terminate this MOU and its participation in E-Verify at any time upon 30 days 
prior written notice to the other parties. 

 
2. Notwithstanding Article V, part A of this MOU, OHS may terminate this MOU, and thereby the 
Employer's participation in E-Verify, with or without notice at any time if deemed necessary because of 
the requirements of law or policy, or upon a determination by SSA or OHS that there has been a breach 
of system integrity or security by the Employer, or a failure on the part of the Employer to comply with 
established E-Verify procedures and/or legal requirements. The Employer understands that if it is a 
Federal contractor, termination of this MOU by any party for any reason may negatively affect the 
performance of its contractual responsibilities. Similarly, the Employer understands that if it is in a state 
where E-Verify is mandatory, termination of this by any party MOU may negatively affect the 
Employer's business. 

 
3. An Employer that is a Federal contractor may terminate this MOU when the Federal contract that 
requires its participation in E-Verify is terminated or completed. In such cases, the Federal contractor 
must provide written notice to OHS. If an Employer that is a Federal contractor fails to provide such 
notice, then that Employer will remain an E-Verify participant, will remain bound by the terms of this 
MOU that apply to non-Federal contractor participants, and will be required to use the E-Verify 
procedures to verify the employment eligibility of all newly hired employees. 

 
4. The Employer agrees that E-Verify is not liable for any losses, financial or otherwise, if the Employer 
is terminated from E-Verify. 

 
ARTICLE VI 

PARTIES 

A. Some or all SSA and OHS responsibilities under this MOU may be performed by contractor(s), and 
SSA and OHS may adjust verification responsibilities between each other as necessary. By separate 
agreement with OHS, SSA has agreed to perform its responsibilities as described in this MOU. 

B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, substantive 
or procedural, enforceable at law by any third party against the United States, its agencies, officers, or 
employees, or against the Employer, its agents, officers, or employees. 

C. The Employer may not assign, directly or indirectly, whether by operation of law, change of control or 
merger, all or any part of its rights or obligations under this MOU without the prior written consent of 
OHS, which consent shall not be unreasonably withheld or delayed. Any attempt to sublicense, assign, 
or transfer any of the rights, duties, or obligations herein is void. 

0. Each party shall be solely responsible for defending any claim or action against it arising out of or 
related to E-Verify or this MOU, whether civil or criminal, and for any liability wherefrom, including (but 
not limited to) any dispute between the Employer and any other person or entity regarding the 
applicability of Section 403(d) of IIRIRA to any action taken or allegedly taken by the Employer. 

E. The Employer understands that its participation in E-Verify is not confidential information and may be 
disclosed as authorized or required by law and OHS or SSA policy, including but not limited to, 

DocuSign Envelope ID:  
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Congressional oversight, E-Verify publicity and media inquiries, determinations of compliance with 
Federal contractual requirements, and responses to inquiries under the Freedom of Information Act 
(FOIA). 

F. The individuals whose signatures appear below represent that they are authorized to enter into this 
MOU on behalf of the Employer and OHS respectively. The Employer understands that any inaccurate 
statement, representation, data or other information provided to OHS may subject the Employer, its 
subcontractors, its employees, or its representatives to: (1) prosecution for false statements pursuant to 
18 U.S.C. 1001 and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or 
suspension. 

G. The foregoing constitutes the full agreement on this subject between OHS and the Employer. 

To be accepted as an E-Verify participant, you should only sign the Employer's Section of the 
signature page. If you have any questions, contact E-Verify at 1-888-464-4218. 

DocuSign Envelope ID: AC964642-A0EC-4A4D-9BFC-E910BEAF0952 
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Approved by: 
 
 

Employer 
DAMP, Inc. 

Name (Please Type or Print) 
Doreen Douglas 

Title 

Signature 
 
Electronically Signed 

Date 
 
08/29/2008 

Department of Homeland Security - Verification Division 

Name (Please Type or Print) 
USCIS Verification Division 

Title 

Signature 

Electronically Signed 

Date 

08/29/2008 
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THE E-VERIFY 
MEMORANDUM OF UNDERSTANDING 

FOR EMPLOYERS 
 
 

ARTICLE I 
PURPOSE AND AUTHORITY 

The parties to this agreement are the Department of Homeland Security (DHS) and the 
Quest Corporation of America, Inc. (Employer). The purpose of this agreement is to set forth terms 
and conditions which the Employer will follow while participating in E-Verify. 

 
 
 

E-Verify is a program that electronically confirms an employee’s eligibility to work in the United States 
after completion of Form I-9, Employment Eligibility Verification (Form I-9). This Memorandum of 
Understanding (MOU) explains certain features of the E-Verify program and describes specific 
responsibilities of the Employer, the Social Security Administration (SSA), and DHS. 

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Reform and 
Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 3009, as amended (8 U.S.C. 
§ 1324a note). The Federal Acquisition Regulation (FAR) Subpart 22.18, “Employment Eligibility 
Verification” and Executive Order 12989, as amended, provide authority for Federal contractors and 
subcontractors (Federal contractor) to use E-Verify to verify the employment eligibility of certain 
employees working on Federal contracts. 

 

ARTICLE II 
RESPONSIBILITIES 

A. RESPONSIBILITIES OF THE EMPLOYER 

1. The Employer agrees to display the following notices supplied by DHS in a prominent place that is 
clearly visible to prospective employees and all employees who are to be verified through the system: 

 
a. Notice of E-Verify Participation 

b. Notice of Right to Work 

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses, and telephone 
numbers of the Employer representatives to be contacted about E-Verify. The Employer also agrees to 
keep such information current by providing updated information to SSA and DHS whenever the 
representatives’ contact information changes. 

 
3. The Employer agrees to grant E-Verify access only to current employees who need E-Verify access. 
Employers must promptly terminate an employee’s E-Verify access if the employer is separated from 
the company or no longer needs access to E-Verify. 
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4. The Employer agrees to become familiar with and comply with the most recent version of the 
E-Verify User Manual. 

 
5. The Employer agrees that any Employer Representative who will create E-Verify cases will 
complete the E-Verify Tutorial before that individual creates any cases. 

 
a. The Employer agrees that all Employer representatives will take the refresher tutorials when 
prompted by E-Verify in order to continue using E-Verify. Failure to complete a refresher tutorial 
will prevent the Employer Representative from continued use of E-Verify. 

6. The Employer agrees to comply with current Form I-9 procedures, with two exceptions: 
 

a. If an employee presents a "List B" identity document, the Employer agrees to only accept "List 
B" documents that contain a photo. (List B documents identified in 8 C.F.R. § 274a.2(b)(1)(B)) can 
be presented during the Form I-9 process to establish identity.) If an employee objects to the photo 
requirement for religious reasons, the Employer should contact E-Verify at 
888-464-4218. 

b. If an employee presents a DHS Form I-551 (Permanent Resident Card), Form I-766 
(Employment Authorization Document), or U.S. Passport or Passport Card to complete Form I-9, 
the Employer agrees to make a photocopy of the document and to retain the photocopy with the 
employee’s Form I-9. The Employer will use the photocopy to verify the photo and to assist DHS 
with its review of photo mismatches that employees contest. DHS may in the future designate 
other documents that activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still retain the right 
to present any List A, or List B and List C, document(s) to complete the Form I-9. 

7. The Employer agrees to record the case verification number on the employee's Form I-9 or to print 
the screen containing the case verification number and attach it to the employee's Form I-9. 

 
8. The Employer agrees that, although it participates in E-Verify, the Employer has a responsibility to 
complete, retain, and make available for inspection Forms I-9 that relate to its employees, or from other 
requirements of applicable regulations or laws, including the obligation to comply with the 
antidiscrimination requirements of section 274B of the INA with respect to Form I-9 procedures. 

 
a. The following modified requirements are the only exceptions to an Employer’s obligation to not 
employ unauthorized workers and comply with the anti-discrimination provision of the INA: (1) List B 
identity documents must have photos, as described in paragraph 6 above; (2) When an Employer 
confirms the identity and employment eligibility of newly hired employee using E-Verify procedures, 
the Employer establishes a rebuttable presumption that it has not violated section 274A(a)(1)(A) of 
the Immigration and Nationality Act (INA) with respect to the hiring of that employee; (3) If the 
Employer receives a final nonconfirmation for an employee, but continues to employ that person, 
the Employer must notify DHS and the Employer is subject to a civil money penalty between $550 
and $1,100 for each failure to notify DHS of continued employment following a final 
nonconfirmation; (4) If the Employer continues to employ an employee after receiving a final 
nonconfirmation, then the Employer is subject to a rebuttable presumption that it has knowingly 
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employed an unauthorized alien in violation of section 274A(a)(1)(A); and (5) no E-Verify participant 
is civilly or criminally liable under any law for any action taken in good faith based on information 
provided through the E-Verify. 

b. DHS reserves the right to conduct Form I-9 compliance inspections, as well as any other 
enforcement or compliance activity authorized by law, including site visits, to ensure proper use of 
E-Verify. 

9. The Employer is strictly prohibited from creating an E-Verify case before the employee has been 
hired, meaning that a firm offer of employment was extended and accepted and Form I-9 was 
completed. The Employer agrees to create an E-Verify case for new employees within three Employer 
business days after each employee has been hired (after both Sections 1 and 2 of Form I-9 have been 
completed), and to complete as many steps of the E-Verify process as are necessary according to the 
E-Verify User Manual. If E-Verify is temporarily unavailable, the three-day time period will be extended 
until it is again operational in order to accommodate the Employer's attempting, in good faith, to make 
inquiries during the period of unavailability. 

 
10. The Employer agrees not to use E-Verify for pre-employment screening of job applicants, in 
support of any unlawful employment practice, or for any other use that this MOU or the E-Verify User 
Manual does not authorize. 

 
11. The Employer must use E-Verify for all new employees. The Employer will not verify selectively 
and will not verify employees hired before the effective date of this MOU. Employers who are Federal 
contractors may qualify for exceptions to this requirement as described in Article II.B of this MOU. 

 
12. The Employer agrees to follow appropriate procedures (see Article III below) regarding tentative 
nonconfirmations. The Employer must promptly notify employees in private of the finding and provide 
them with the notice and letter containing information specific to the employee’s E-Verify case. The 
Employer agrees to provide both the English and the translated notice and letter for employees with 
limited English proficiency to employees. The Employer agrees to provide written referral instructions 
to employees and instruct affected employees to bring the English copy of the letter to the SSA. The 
Employer must allow employees to contest the finding, and not take adverse action against employees 
if they choose to contest the finding, while their case is still pending. Further, when employees contest 
a tentative nonconfirmation based upon a photo mismatch, the Employer must take additional steps 
(see Article III.B. below) to contact DHS with information necessary to resolve the challenge. 

 
13. The Employer agrees not to take any adverse action against an employee based upon the 
employee's perceived employment eligibility status while SSA or DHS is processing the verification 
request unless the Employer obtains knowledge (as defined in 8 C.F.R. § 274a.1(l)) that the employee 
is not work authorized. The Employer understands that an initial inability of the SSA or DHS automated 
verification system to verify work authorization, a tentative nonconfirmation, a case in continuance 
(indicating the need for additional time for the government to resolve a case), or the finding of a photo 
mismatch, does not establish, and should not be interpreted as, evidence that the employee is not work 
authorized. In any of such cases, the employee must be provided a full and fair opportunity to contest 
the finding, and if he or she does so, the employee may not be terminated or suffer any adverse 
employment consequences based upon the employee’s perceived employment eligibility status 
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(including denying, reducing, or extending work hours, delaying or preventing training, requiring an 
employee to work in poorer conditions, withholding pay, refusing to assign the employee to a Federal 
contract or other assignment, or otherwise assuming that he or she is unauthorized to work) until and 
unless secondary verification by SSA or DHS has been completed and a final nonconfirmation has 
been issued. If the employee does not choose to contest a tentative nonconfirmation or a photo 
mismatch or if a secondary verification is completed and a final nonconfirmation is issued, then the 
Employer can find the employee is not work authorized and terminate the employee’s employment. 
Employers or employees with questions about a final nonconfirmation may call E-Verify at 1-888-464- 
4218 (customer service) or 1-888-897-7781 (worker hotline). 

 
14. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and section 274B of 
the INA as applicable by not discriminating unlawfully against any individual in hiring, firing, 
employment eligibility verification, or recruitment or referral practices because of his or her national 
origin or citizenship status, or by committing discriminatory documentary practices. The Employer 
understands that such illegal practices can include selective verification or use of E-Verify except as 
provided in part D below, or discharging or refusing to hire employees because they appear or sound 
“foreign” or have received tentative nonconfirmations. The Employer further understands that any 
violation of the immigration-related unfair employment practices provisions in section 274B of the INA 
could subject the Employer to civil penalties, back pay awards, and other sanctions, and violations of 
Title VII could subject the Employer to back pay awards, compensatory and punitive damages. 
Violations of either section 274B of the INA or Title VII may also lead to the termination of its 
participation in E-Verify. If the Employer has any questions relating to the anti-discrimination provision, 
it should contact OSC at 1-800-255-8155 or 1-800-237-2515 (TDD). 

 
15. The Employer agrees that it will use the information it receives from E-Verify only to confirm the 
employment eligibility of employees as authorized by this MOU. The Employer agrees that it will 
safeguard this information, and means of access to it (such as PINS and passwords), to ensure that it 
is not used for any other purpose and as necessary to protect its confidentiality, including ensuring that 
it is not disseminated to any person other than employees of the Employer who are authorized to 
perform the Employer's responsibilities under this MOU, except for such dissemination as may be 
authorized in advance by SSA or DHS for legitimate purposes. 

 
16. The Employer agrees to notify DHS immediately in the event of a breach of personal information. 
Breaches are defined as loss of control or unauthorized access to E-Verify personal data. All 
suspected or confirmed breaches should be reported by calling 1-888-464-4218 or via email at 
E-Verify@dhs.gov. Please use “Privacy Incident – Password” in the subject line of your email when 
sending a breach report to E-Verify. 

 

17. The Employer acknowledges that the information it receives from SSA is governed by the Privacy 
Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 1306(a)). Any person who 
obtains this information under false pretenses or uses it for any purpose other than as provided for in 
this MOU may be subject to criminal penalties. 

 
18. The Employer agrees to cooperate with DHS and SSA in their compliance monitoring and 
evaluation of E-Verify, which includes permitting DHS, SSA, their contractors and other agents, upon 

mailto:E-Verify@dhs.gov
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reasonable notice, to review Forms I-9 and other employment records and to interview it and its 
employees regarding the Employer’s use of E-Verify, and to respond in a prompt and accurate manner 
to DHS requests for information relating to their participation in E-Verify. 

 
19. The Employer shall not make any false or unauthorized claims or references about its participation 
in E-Verify on its website, in advertising materials, or other media. The Employer shall not describe its 
services as federally-approved, federally-certified, or federally-recognized, or use language with a 
similar intent on its website or other materials provided to the public. Entering into this MOU does not 
mean that E-Verify endorses or authorizes your E-Verify services and any claim to that effect is false. 

 
20. The Employer shall not state in its website or other public documents that any language used 
therein has been provided or approved by DHS, USCIS or the Verification Division, without first 
obtaining the prior written consent of DHS. 

 
21. The Employer agrees that E-Verify trademarks and logos may be used only under license by 
DHS/USCIS (see M-795 (Web)) and, other than pursuant to the specific terms of such license, may not 
be used in any manner that might imply that the Employer’s services, products, websites, or 
publications are sponsored by, endorsed by, licensed by, or affiliated with DHS, USCIS, or E-Verify. 

 

22. The Employer understands that if it uses E-Verify procedures for any purpose other than as 
authorized by this MOU, the Employer may be subject to appropriate legal action and termination of its 
participation in E-Verify according to this MOU. 

 
B. RESPONSIBILITIES OF FEDERAL CONTRACTORS 

1. If the Employer is a Federal contractor with the FAR E-Verify clause subject to the employment 
verification terms in Subpart 22.18 of the FAR, it will become familiar with and comply with the most 
current version of the E-Verify User Manual for Federal Contractors as well as the E-Verify 
Supplemental Guide for Federal Contractors. 

 
2. In addition to the responsibilities of every employer outlined in this MOU, the Employer understands 
that if it is a Federal contractor subject to the employment verification terms in Subpart 22.18 of the 
FAR it must verify the employment eligibility of any “employee assigned to the contract” (as defined in 
FAR 22.1801). Once an employee has been verified through E-Verify by the Employer, the Employer 
may not create a second case for the employee through E-Verify. 

 
a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time of a contract 
award must enroll as a Federal contractor in the E-Verify program within 30 calendar days of 
contract award and, within 90 days of enrollment, begin to verify employment eligibility of new hires 
using E-Verify. The Employer must verify those employees who are working in the United States, 
whether or not they are assigned to the contract. Once the Employer begins verifying new hires, 
such verification of new hires must be initiated within three business days after the hire date. Once 
enrolled in E-Verify as a Federal contractor, the Employer must begin verification of employees 
assigned to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee’s assignment to the contract, whichever date is later. 

http://www.uscis.gov/USCIS/Verification/E-Verify/everifytrademark.pdf
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b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at the time of a 
contract award must use E-Verify to begin verification of employment eligibility for new hires of the 
Employer who are working in the United States, whether or not assigned to the contract, within 
three business days after the date of hire. If the Employer is enrolled in E-Verify as a Federal 
contractor for 90 calendar days or less at the time of contract award, the Employer must, within 90 
days of enrollment, begin to use E-Verify to initiate verification of new hires of the contractor who 
are working in the United States, whether or not assigned to the contract. Such verification of new 
hires must be initiated within three business days after the date of hire. An Employer enrolled as a 
Federal contractor in E-Verify must begin verification of each employee assigned to the contract 
within 90 calendar days after date of contract award or within 30 days after assignment to the 
contract, whichever is later. 

c. Federal contractors that are institutions of higher education (as defined at 20 U.S.C. 1001(a)), 
state or local governments, governments of Federally recognized Indian tribes, or sureties 
performing under a takeover agreement entered into with a Federal agency under a performance 
bond may choose to only verify new and existing employees assigned to the Federal contract. Such 
Federal contractors may, however, elect to verify all new hires, and/or all existing employees hired 
after November 6, 1986. Employers in this category must begin verification of employees assigned 
to the contract within 90 calendar days after the date of enrollment or within 30 days of an 
employee’s assignment to the contract, whichever date is later. 

d. Upon enrollment, Employers who are Federal contractors may elect to verify employment 
eligibility of all existing employees working in the United States who were hired after November 6, 
1986, instead of verifying only those employees assigned to a covered Federal contract. After 
enrollment, Employers must elect to verify existing staff following DHS procedures and begin 
E-Verify verification of all existing employees within 180 days after the election. 

e. The Employer may use a previously completed Form I-9 as the basis for creating an E-Verify 
case for an employee assigned to a contract as long as: 

i. That Form I-9 is complete (including the SSN) and complies with Article II.A.6, 

ii. The employee’s work authorization has not expired, and 

iii. The Employer has reviewed the Form I-9 information either in person or in 
communications with the employee to ensure that the employee’s Section 1, Form I-9 
attestation has not changed (including, but not limited to, a lawful permanent resident alien 
having become a naturalized U.S. citizen). 

f. The Employer shall complete a new Form I-9 consistent with Article II.A.6 or update the 
previous Form I-9 to provide the necessary information if: 

i. The Employer cannot determine that Form I-9 complies with Article II.A.6, 

ii. The employee’s basis for work authorization as attested in Section 1 has expired or 
changed, or 

iii. The Form I-9 contains no SSN or is otherwise incomplete. 

Note: If Section 1 of Form I-9 is otherwise valid and up-to-date and the form otherwise complies with 
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Article II.C.5, but reflects documentation (such as a U.S. passport or Form I-551) that expired after 
completing Form I-9, the Employer shall not require the production of additional documentation, or use 
the photo screening tool described in Article II.A.5, subject to any additional or superseding instructions 
that may be provided on this subject in the E-Verify User Manual. 

g. The Employer agrees not to require a second verification using E-Verify of any assigned 
employee who has previously been verified as a newly hired employee under this MOU or to 
authorize verification of any existing employee by any Employer that is not a Federal contractor 
based on this Article. 

3. The Employer understands that if it is a Federal contractor, its compliance with this MOU is a 
performance requirement under the terms of the Federal contract or subcontract, and the Employer 
consents to the release of information relating to compliance with its verification responsibilities under 
this MOU to contracting officers or other officials authorized to review the Employer’s compliance with 
Federal contracting requirements. 

 
C. RESPONSIBILITIES OF SSA 

1. SSA agrees to allow DHS to compare data provided by the Employer against SSA’s database. SSA 
sends DHS confirmation that the data sent either matches or does not match the information in SSA’s 
database. 

 
2. SSA agrees to safeguard the information the Employer provides through E-Verify procedures. SSA 
also agrees to limit access to such information, as is appropriate by law, to individuals responsible for 
the verification of Social Security numbers or responsible for evaluation of E-Verify or such other 
persons or entities who may be authorized by SSA as governed by the Privacy Act (5 U.S.C. § 552a), 
the Social Security Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401). 

 
3. SSA agrees to provide case results from its database within three Federal Government work days of 
the initial inquiry. E-Verify provides the information to the Employer. 

 
4. SSA agrees to update SSA records as necessary if the employee who contests the SSA tentative 
nonconfirmation visits an SSA field office and provides the required evidence. If the employee visits an 
SSA field office within the eight Federal Government work days from the date of referral to SSA, SSA 
agrees to update SSA records, if appropriate, within the eight-day period unless SSA determines that 
more than eight days may be necessary. In such cases, SSA will provide additional instructions to the 
employee. If the employee does not visit SSA in the time allowed, E-Verify may provide a final 
nonconfirmation to the employer. 

 
Note: If an Employer experiences technical problems, or has a policy question, the employer should 
contact E-Verify at 1-888-464-4218. 

D. RESPONSIBILITIES OF DHS 

1. DHS agrees to provide the Employer with selected data from DHS databases to enable the 
Employer to conduct, to the extent authorized by this MOU: 

 
a. Automated verification checks on alien employees by electronic means, and 
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b. Photo verification checks (when available) on employees. 

2. DHS agrees to assist the Employer with operational problems associated with the Employer's 
participation in E-Verify. DHS agrees to provide the Employer names, titles, addresses, and telephone 
numbers of DHS representatives to be contacted during the E-Verify process. 

 
3. DHS agrees to provide to the Employer with access to E-Verify training materials as well as an 
E-Verify User Manual that contain instructions on E-Verify policies, procedures, and requirements for 
both SSA and DHS, including restrictions on the use of E-Verify. 

 
4. DHS agrees to train Employers on all important changes made to E-Verify through the use of 
mandatory refresher tutorials and updates to the E-Verify User Manual. Even without changes to 
E-Verify, DHS reserves the right to require employers to take mandatory refresher tutorials. 

 
5. DHS agrees to provide to the Employer a notice, which indicates the Employer's participation in 
E-Verify. DHS also agrees to provide to the Employer anti-discrimination notices issued by the Office of 
Special Counsel for Immigration-Related Unfair Employment Practices (OSC), Civil Rights Division, 
U.S. Department of Justice. 

 
6. DHS agrees to issue each of the Employer’s E-Verify users a unique user identification number and 
password that permits them to log in to E-Verify. 

 
7. DHS agrees to safeguard the information the Employer provides, and to limit access to such 
information to individuals responsible for the verification process, for evaluation of E-Verify, or to such 
other persons or entities as may be authorized by applicable law. Information will be used only to verify 
the accuracy of Social Security numbers and employment eligibility, to enforce the INA and Federal 
criminal laws, and to administer Federal contracting requirements. 

 
8. DHS agrees to provide a means of automated verification that provides (in conjunction with SSA 
verification procedures) confirmation or tentative nonconfirmation of employees' employment eligibility 
within three Federal Government work days of the initial inquiry. 

 
9. DHS agrees to provide a means of secondary verification (including updating DHS records) for 
employees who contest DHS tentative nonconfirmations and photo mismatch tentative 
nonconfirmations. This provides final confirmation or nonconfirmation of the employees' employment 
eligibility within 10 Federal Government work days of the date of referral to DHS, unless DHS 
determines that more than 10 days may be necessary. In such cases, DHS will provide additional 
verification instructions. 

 

ARTICLE III 
REFERRAL OF INDIVIDUALS TO SSA AND DHS 

 
A. REFERRAL TO SSA 

1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer must print the 
notice as directed by E-Verify. The Employer must promptly notify employees in private of the finding 
and provide them with the notice and letter containing information specific to the employee’s E-Verify 
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case. The Employer also agrees to provide both the English and the translated notice and letter for 
employees with limited English proficiency to employees. The Employer agrees to provide written 
referral instructions to employees and instruct affected employees to bring the English copy of the letter 
to the SSA. The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 

 
2. The Employer agrees to obtain the employee’s response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation. Only the employee may determine whether he or she will contest the tentative 
nonconfirmation. 

 
3. After a tentative nonconfirmation, the Employer will refer employees to SSA field offices only as 
directed by E-Verify. The Employer must record the case verification number, review the employee 
information submitted to E-Verify to identify any errors, and find out whether the employee contests the 
tentative nonconfirmation. The Employer will transmit the Social Security number, or any other 
corrected employee information that SSA requests, to SSA for verification again if this review indicates 
a need to do so. 

 
4. The Employer will instruct the employee to visit an SSA office within eight Federal Government work 
days. SSA will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary. 

 
5. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates. 

 
6. The Employer agrees not to ask the employee to obtain a printout from the Social Security 
Administration number database (the Numident) or other written verification of the SSN from the SSA. 

 
B. REFERRAL TO DHS 

1. If the Employer receives a tentative nonconfirmation issued by DHS, the Employer must promptly 
notify employees in private of the finding and provide them with the notice and letter containing 
information specific to the employee’s E-Verify case. The Employer also agrees to provide both the 
English and the translated notice and letter for employees with limited English proficiency to 
employees. The Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 

 
2. The Employer agrees to obtain the employee’s response about whether he or she will contest the 
tentative nonconfirmation as soon as possible after the Employer receives the tentative 
nonconfirmation. Only the employee may determine whether he or she will contest the tentative 
nonconfirmation. 

 
3. The Employer agrees to refer individuals to DHS only when the employee chooses to contest a 
tentative nonconfirmation. 

 
4. If the employee contests a tentative nonconfirmation issued by DHS, the Employer will instruct the 
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employee to contact DHS through its toll-free hotline (as found on the referral letter) within eight 
Federal Government work days. 

 
5. If the Employer finds a photo mismatch, the Employer must provide the photo mismatch tentative 
nonconfirmation notice and follow the instructions outlined in paragraph 1 of this section for tentative 
nonconfirmations, generally. 

 
6. The Employer agrees that if an employee contests a tentative nonconfirmation based upon a photo 
mismatch, the Employer will send a copy of the employee’s Form I-551, Form I-766, U.S. Passport, or 
passport card to DHS for review by: 

 
a. Scanning and uploading the document, or 

b. Sending a photocopy of the document by express mail (furnished and paid for by the employer). 

7. The Employer understands that if it cannot determine whether there is a photo match/mismatch, the 
Employer must forward the employee’s documentation to DHS as described in the preceding 
paragraph. The Employer agrees to resolve the case as specified by the DHS representative who will 
determine the photo match or mismatch. 

 
8. DHS will electronically transmit the result of the referral to the Employer within 10 Federal 
Government work days of the referral unless it determines that more than 10 days is necessary. 

 
9. While waiting for case results, the Employer agrees to check the E-Verify system regularly for case 
updates. 

 

ARTICLE IV 
SERVICE PROVISIONS 

A. NO SERVICE FEES 

1. SSA and DHS will not charge the Employer for verification services performed under this MOU. The 
Employer is responsible for providing equipment needed to make inquiries. To access E-Verify, an 
Employer will need a personal computer with Internet access. 

 

ARTICLE V 
MODIFICATION AND TERMINATION 

A. MODIFICATION 

1. This MOU is effective upon the signature of all parties and shall continue in effect for as long as the 
SSA and DHS operates the E-Verify program unless modified in writing by the mutual consent of all 
parties. 

 
2. Any and all E-Verify system enhancements by DHS or SSA, including but not limited to E-Verify 
checking against additional data sources and instituting new verification policies or procedures, will be 
covered under this MOU and will not cause the need for a supplemental MOU that outlines these 
changes. 
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B. TERMINATION 

1. The Employer may terminate this MOU and its participation in E-Verify at any time upon 30 days 
prior written notice to the other parties. 

 
2. Notwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and thereby the 
Employer’s participation in E-Verify, with or without notice at any time if deemed necessary because of 
the requirements of law or policy, or upon a determination by SSA or DHS that there has been a breach 
of system integrity or security by the Employer, or a failure on the part of the Employer to comply with 
established E-Verify procedures and/or legal requirements. The Employer understands that if it is a 
Federal contractor, termination of this MOU by any party for any reason may negatively affect the 
performance of its contractual responsibilities. Similarly, the Employer understands that if it is in a state 
where E-Verify is mandatory, termination of this by any party MOU may negatively affect the 
Employer’s business. 

 
3. An Employer that is a Federal contractor may terminate this MOU when the Federal contract that 
requires its participation in E-Verify is terminated or completed. In such cases, the Federal contractor 
must provide written notice to DHS. If an Employer that is a Federal contractor fails to provide such 
notice, then that Employer will remain an E-Verify participant, will remain bound by the terms of this 
MOU that apply to non-Federal contractor participants, and will be required to use the E-Verify 
procedures to verify the employment eligibility of all newly hired employees. 

 
4. The Employer agrees that E-Verify is not liable for any losses, financial or otherwise, if the Employer 
is terminated from E-Verify. 

 
ARTICLE VI 

PARTIES 

A. Some or all SSA and DHS responsibilities under this MOU may be performed by contractor(s), and 
SSA and DHS may adjust verification responsibilities between each other as necessary. By separate 
agreement with DHS, SSA has agreed to perform its responsibilities as described in this MOU. 

B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, substantive 
or procedural, enforceable at law by any third party against the United States, its agencies, officers, or 
employees, or against the Employer, its agents, officers, or employees. 

C. The Employer may not assign, directly or indirectly, whether by operation of law, change of control or 
merger, all or any part of its rights or obligations under this MOU without the prior written consent of 
DHS, which consent shall not be unreasonably withheld or delayed. Any attempt to sublicense, assign, 
or transfer any of the rights, duties, or obligations herein is void. 

D. Each party shall be solely responsible for defending any claim or action against it arising out of or 
related to E-Verify or this MOU, whether civil or criminal, and for any liability wherefrom, including (but 
not limited to) any dispute between the Employer and any other person or entity regarding the 
applicability of Section 403(d) of IIRIRA to any action taken or allegedly taken by the Employer. 

E. The Employer understands that its participation in E-Verify is not confidential information and may be 
disclosed as authorized or required by law and DHS or SSA policy, including but not limited to, 
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Congressional oversight, E-Verify publicity and media inquiries, determinations of compliance with 
Federal contractual requirements, and responses to inquiries under the Freedom of Information Act 
(FOIA). 

F. The individuals whose signatures appear below represent that they are authorized to enter into this 
MOU on behalf of the Employer and DHS respectively. The Employer understands that any inaccurate 
statement, representation, data or other information provided to DHS may subject the Employer, its 
subcontractors, its employees, or its representatives to: (1) prosecution for false statements pursuant to 
18 U.S.C. 1001 and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or 
suspension. 

G. The foregoing constitutes the full agreement on this subject between DHS and the Employer. 

To be accepted as an E-Verify participant, you should only sign the Employer’s Section of the 
signature page. If you have any questions, contact E-Verify at 1-888-464-4218. 
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Approved by: 
 
 

Employer 
Quest Corporation of America, Inc. 

Name (Please Type or Print) 
Catherine H Nalls 

Title 

Signature 
 
Electronically Signed 

Date 
 
01/28/2010 

Department of Homeland Security – Verification Division 

Name (Please Type or Print) 
USCIS Verification Division 

Title 

Signature 

Electronically Signed 

Date 

01/28/2010 
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Information Required for the E-Verify Program 
 
Information relating to your Company: 

 
Company Name 

Quest Corporation of America, Inc. 

 
 
Company Facility Address 

17220 Camelot Court 
Land O Lakes, FL 34638 

 
 
Company Alternate Address 

 

County or Parish 
 
PASCO 

Employer Identification Number 
 
593335186 

North American Industry 
Classification Systems Code 

 
519 

 
Parent Company 

 

Number of Employees 20 to 99 

Number of Sites Verified for 1 
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Are you verifying for more than 1 site? If yes, please provide the number of sites verified for in 
each State: 

 
 

FLORIDA 1 site(s) 
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Information relating to the Program Administrator(s) for your Company on policy questions or 
operational problems: 

Name Gloria K Freeman 
Phone Number (813) 926 - 2942 
Fax Number (813) 926 - 2962 
Email Address gloria.freeman@qcausa.com 

 
Name Catherine H Nalls 
Phone Number (813) 926 - 2942 
Fax Number (813) 926 - 2962 
Email Address cathie@qcausa.com 

mailto:gloria.freeman@qcausa.com
mailto:cathie@qcausa.com
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CERTIFICATE OF LIABILITY INSURANCE DATE(MM/DD/YYYY) 
12/27/2022 

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 have ADDITIONAL INSURED provisions or 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 
     

    
   
    
     

CONTACT 
NAME: 
PHONE   
(A/C. No. Ext): 

FAX   
(A/C. No.): 

E-MAIL 
ADDRESS: 

 
INSURER(S) AFFORDING COVERAGE 

 
NAIC # 

INSURED 
    
   
  
     

INSURER A:     

INSURER B:      

INSURER C:        

INSURER D:        

INSURER E:  

INSURER F:  

COVERAGES CERTIFICATE NUMBER: 570096992570 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. Limits shown are as requested 

INSR 
LTR TYPE OF INSURANCE ADDL 

INSD 
SUBR 
WVD POLICY NUMBER POLICY EFF 

(MM/DD/YYYY) 
POLICY EXP 

(MM/DD/YYYY) LIMITS 
A X COMMERCIAL GENERAL LIABILITY       EACH OCCURRENCE  

  CLAIMS-MADE  X OCCUR 
DAMAGE TO RENTED 
PREMISES (Ea occurrence)  

  MED EXP (Any one person)  

  PERSONAL & ADV INJURY  

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE  

 POLICY X PRO- X LOC JECT 

OTHER: 

PRODUCTS - COMP/OP AGG  

   
A AUTOMOBILE LIABILITY      COMBINED SINGLE LIMIT 

(Ea accident)  

BODILY INJURY ( Per person)  
X ANY AUTO 

BODILY INJURY (Per accident)   OWNED 
AUTOS ONLY 
HIRED AUTOS 
ONLY 

 SCHEDULED 
AUTOS 
NON-OWNED 
AUTOS ONLY 

PROPERTY DAMAGE 
(Per accident) 

   

  Medical Payments Lia  

C X UMBRELLA LIAB 
 

EXCESS LIAB 

X OCCUR 
 

CLAIMS-MADE 

     EACH OCCURRENCE  

  AGGREGATE  

 DED X RETENTION    
B WORKERS COMPENSATION AND 

EMPLOYERS' LIABILITY Y / N 
ANY PROPRIETOR / PARTNER / EXECUTIVE  N 
OFFICER/MEMBER EXCLUDED? 
(Mandatory in NH) 
If yes, describe under 
DESCRIPTION OF OPERATIONS below 

 
 
 
N / A 

    X PER STATUTE  OTH- 
ER  

E.L. EACH ACCIDENT  

E.L. DISEASE-EA EMPLOYEE  

E.L. DISEASE-POLICY LIMIT  

D      
     
     

 

 
   

 

 
 

  
 

 
 

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required) 

    

CERTIFICATE HOLDER CANCELLATION 
 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 
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Pond 
 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
605 Suwannee Street 

Tallahassee, FL 32399-0450 

 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

July 22, 2022 
 
 

Nina Sickler, Vice President 
POND & COMPANY CORPORATION 
1200 Riverplace Boulevard, Suite 600 
Jacksonville, Florida 32207 

Dear Ms. Sickler: 

The Florida Department of Transportation has reviewed your application for 
prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 2 - Project Development and Environmental (PD&E) Studies 

Group 3 - Highway Design - Roadway 

3.1 - Minor Highway Design 
3.2 - Major Highway Design 
3.3 - Controlled Access Highway Design 

Group 4 - Highway Design - Bridges 

4.1.1 - Miscellaneous Structures 
4.1.2 - Minor Bridge Design 

Group 5  - Bridge Inspection 

5.1 - Conventional Bridge Inspection 
5.4 - Bridge Load Rating 

 
Group 6 - Traffic Engineering and Operations Studies 

 
6.1 - Traffic Engineering Studies 
6.2 - Traffic Signal Timing 
6.3.1 - Intelligent Transportation Systems Analysis and Design 

Group 7  - Traffic Operations Design 

7.1 - Signing, Pavement Marking and Channelization 
7.2 - Lighting 
7.3 - Signalization 

 
1 



DocuSign Envelope ID: AC964642-A0EC-4A4D-9BFC-E910BEAF0952 

TAB 9 - ATTACHMENTS/ADMINISTRATIVE INFORMATION 

RFQ No. NC23-009-RFQ | Continuing Contract for Professional Architectural & Engineering Services 

 

 

 

Pond (Cont’d) 
 
 
 
 
 
 

Group 10 - Construction Engineering Inspection 
 

10.1 - Roadway Construction Engineering Inspection 

Group 13 - Planning 

13.4 - Systems Planning 
13.5 - Subarea/Corridor Planning 
13.6 - Land Planning/Engineering 

Group 14 - Architect 

Group 15 - Landscape Architect 
 

Your firm is now technically prequalified with the Department for Professional Services in 
the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until June 30, 2023, for contracting purposes. 

 

Approved Rates 
Home/ 
Branch 

Overhead 

Facilities 
Capital Cost 

of Money 

Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Home 
Direct 

Expense 
189.96% 0.105% Reimbursed No 0.34% 

 
Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 

 
Should you have any questions, please feel free to contact me by email at 

carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 
 

Sincerely, 
 
 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 
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Peters & Yaffee 
 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
605 Suwannee Street 

Tallahassee, FL 32399-0450 

 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

June 28, 2022 
 
 

Dow Peters, President 
PETERS AND YAFFEE, INC. 
9822 Tapestry Park Circle, Suite 205 
Jacksonville, Florida 32246 

Dear Mr. Peters: 

The Florida Department of Transportation has reviewed your application for 
prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 3 - Highway Design - Roadway 

 
3.1 - Minor Highway Design 

 
Group 6 - Traffic Engineering and Operations Studies 

 
6.1 - Traffic Engineering Studies 
6.2 - Traffic Signal Timing 
6.3.1 - Intelligent Transportation Systems Analysis and Design 

Group 7  - Traffic Operations Design 

7.1 - Signing, Pavement Marking and Channelization 
7.2 - Lighting 
7.3 - Signalization 

 
Your firm is now technically prequalified with the Department for Professional Services in 

the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until June 30, 2023, for contracting purposes. 

 

Approved Rates 
Home/ 
Branch 

Overhead 

Facilities 
Capital Cost 

of Money 

Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Home 
Direct 

Expense 
179.47%* 0.147% Reimbursed No 0.13% 

*For multi-year contracts, DOT has adjusted the overhead rates to mitigate the adverse impacts 
of Payroll Protection Program loan forgiveness. For information on the adjusted overhead rates, 
contact the district Procurement Office. 
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Peters & Yaffee (Cont’d) 
 
 

Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 

 
Should you have any questions, please feel free to contact me by email at 

carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 
 

Sincerely, 
 
 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 

mailto:carliayn.kell@dot.state.fl.us
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ELEMENT Engineering Group, LLC 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
605 Suwannee Street 

Tallahassee, FL 32399-0450 

 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

July 28, 2022 

 
Derek Gil, President 
ELEMENT ENGINEERING GROUP, LLC 
1713 East 9th Avenue 
Tampa, Florida 33605 

 
Dear Mr. Gil: 

 
The Florida Department of Transportation has reviewed your application for 

prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 3 - Highway Design - Roadway 

 
3.1 - Minor Highway Design 
3.2 - Major Highway Design 

Group 4 - Highway Design - Bridges 

4.1.1 - Miscellaneous Structures 
4.1.2 - Minor Bridge Design 

 
Group 6 - Traffic Engineering and Operations Studies 

 
6.1 - Traffic Engineering Studies 
6.2 - Traffic Signal Timing 
6.3.1 - Intelligent Transportation Systems Analysis and Design 

Group 7  - Traffic Operations Design 

7.1 - Signing, Pavement Marking and Channelization 
7.2 - Lighting 
7.3 - Signalization 

 
Group 8 - Survey and Mapping 

 
8.1 - Control Surveying 
8.2 - Design, Right of Way & Construction Surveying 
8.3 - Photogrammetric Mapping 
8.4 - Right of Way Mapping 

 
Your firm is now technically prequalified with the Department for Professional Services in 

the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until June 30, 2023, for contracting purposes. 
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ELEMENT Engineering Group, LLC (Cont’d) 
 
 
 
 
 
 
 

Approved Rates 
Home/ 
Branch 

Overhead 

Field 
Overhead 

Facilities 
Capital Cost 

of Money 

Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Home 
Direct 

Expense 

Field 
Direct 

Expense 
138.47% 112.20% 0.237% Reimbursed No 7.74% 0.00%* 

*Rent and utilities excluded from field office rate. These costs will be directly reimbursed on 
contracts that require the consultant to provide field office. 

 
Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 

 
Should you have any questions, please feel free to contact me by email at 

carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 
 

Sincerely, 
 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 
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DRMP 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
605 Suwannee Street 

Tallahassee, FL 32399-0450 

 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

December 29, 2022 
 
 

Lisa Greene, Vice President 
DRMP, INC. 
941 Lake Baldwin Lane 
Orlando, Florida 32814 

 
Dear Ms. Greene: 

 
The Florida Department of Transportation has reviewed your application for 

prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 2 - Project Development and Environmental (PD&E) Studies 

Group 3 - Highway Design - Roadway 

3.1 - Minor Highway Design 
3.2 - Major Highway Design 
3.3 - Controlled Access Highway Design 

Group 4 - Highway Design - Bridges 

4.1.1 - Miscellaneous Structures 
4.1.2 - Minor Bridge Design 
4.2.1 - Major Bridge Design - Concrete 
4.2.2 - Major Bridge Design - Steel 

Group 5  - Bridge Inspection 

5.1 - Conventional Bridge Inspection 
5.4 - Bridge Load Rating 

 
Group 6 - Traffic Engineering and Operations Studies 

 
6.1 - Traffic Engineering Studies 
6.2 - Traffic Signal Timing 
6.3.1 - Intelligent Transportation Systems Analysis and Design 
6.3.2 - Intelligent Transportation Systems Implementation 
6.3.3 - Intelligent Transportation Traffic Engineering Systems Communications 

Group 7  - Traffic Operations Design 

7.1 - Signing, Pavement Marking and Channelization 
7.2 - Lighting 
7.3 - Signalization 
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DRMP (Cont’d) 
 
 
 
 
 
 

Group 8 - Survey and Mapping 

8.1 - Control Surveying 
8.2 - Design, Right of Way & Construction Surveying 
8.3 - Photogrammetric Mapping 
8.4 - Right of Way Mapping 

Group 10 - Construction Engineering Inspection 

10.1 - Roadway Construction Engineering Inspection 
10.3 - Construction Materials Inspection 
10.4 - Minor Bridge & Miscellaneous Structures CEI 
10.5.1 - Major Bridge CEI - Concrete 
10.5.2 - Major Bridge CEI - Steel 

Group 11 - Engineering Contract Administration and Management 

Group 13 - Planning 

13.5 - Subarea/Corridor Planning 
13.6 - Land Planning/Engineering 

Your firm is now technically prequalified with the Department for Professional Services in 
the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until March 31, 2023, for contracting purposes. 

Approved Rates 

Home/ 
Branch 

Overhead 

 
Field 

Overhead 

Facilities 
Capital 
Cost of 
Money 

 
Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Home 
Direct 

Expense 

Field 
Direct 

Expense 

Published 
Fee 

Schedule 

155.73%* 105.19%* 0.197% Reimbursed No 4.86% 16.94^ Yes 
^Rent and utilities excluded from field office rate. These costs will be directly reimbursed on 
contracts that require the consultant to provide field office. 
*For multi-year contracts, DOT has adjusted the overhead rates to mitigate the adverse impacts 
of Payroll Protection Program loan forgiveness. For information on the adjusted overhead rates, 
contact the district Procurement Office. 

 
Subsurface Utility Engineering Rates 

LIDAR Mobile Equipment $4286 per day 

Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 

Should you have any questions, please feel free to contact me by email at 
carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 

Sincerely, 
 
 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 
2 
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EGS 
 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
605 Suwannee Street 

Tallahassee, FL 32399-0450 

 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

June 29, 2022 
 
 

Judith Hayden, President 
ENVIRONMENTAL AND GEOTECHNICAL SPECIALISTS, INC. 
104 North Magnolia Drive 
Tallahassee, Florida 32301 

 
Dear Ms. Hayden: 

 
The Florida Department of Transportation has reviewed your application for 

prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 2 - Project Development and Environmental (PD&E) Studies 

Group 3 - Highway Design - Roadway 

3.1 - Minor Highway Design 
 

Group 9 - Soil Exploration, Material Testing and Foundations 
 

9.1 - Soil Exploration 
9.2 - Geotechnical Classification Laboratory Testing 
9.3 - Highway Materials Testing 
9.4.1 - Standard Foundation Studies 
9.4.2 - Non-Redundant Drilled Shaft Bridge Foundation Studies 
9.5 - Geotechnical Specialty Laboratory Testing 

 
Your firm is now technically prequalified with the Department for Professional Services in 

the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until June 30, 2023, for contracting purposes. 

 

Approved Rates 
Home/ 
Branch 

Overhead 

Facilities 
Capital Cost 

of Money 

Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Home 
Direct 

Expense 

Published 
Fee 

Schedule 
178.27%* 2.161% Excluded No 15.85% Yes 

*For multi-year contracts, DOT has adjusted the overhead rates to mitigate the adverse impacts 
of Payroll Protection Program loan forgiveness. For information on the adjusted overhead rates, 
contact the district Procurement Office. 

 
Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 
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EGS (Cont’d) 
 
 
 
 
 
 
 

Should you have any questions, please feel free to contact me by email at 
carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 

 
Sincerely, 

 
 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 
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VIA 
 
 
 
 
 
 
 
 
 
 

RON DESANTIS 
GOVERNOR 

Florida Department of Transportation 
 
 

JARED W. PERDUE, P.E. 
SECRETARY 

 

June 10, 2022 
 
 

Suzanna Milbrandt, President 
VIA CONSULTING SERVICES, INC. 
10250 Normandy Boulevard, Suite 304 
Jacksonville, Florida 32221 

 
 

Dear Ms. Milbrandt: 
 

The Florida Department of Transportation has reviewed your application for 
prequalification package and determined that the data submitted is adequate to technically 
prequalify your firm for the following types of work: 

 
Group 3 - Highway Design - Roadway 

 
3.1 - Minor Highway Design 

 
Group 10 - Construction Engineering Inspection 

 
10.1 - Roadway Construction Engineering Inspection 
10.3 - Construction Materials Inspection 
10.4 - Minor Bridge & Miscellaneous Structures CEI 
10.5.1 - Major Bridge CEI - Concrete 
10.5.2 - Major Bridge CEI - Steel 

 
Your firm is now technically prequalified with the Department for Professional Services in 

the above referenced work types. The overhead audit has been accepted, and your firm may 
pursue projects in the referenced work types with fees of any dollar amount. This status shall be 
valid until June 30, 2023, for contracting purposes. 

 

Approved Rates 

Field 
Overhead 

Facilities 
Capital Cost 

of Money 

Premium 
Overtime 

Reimburse 
Actual 

Expenses 

Field 
Direct 

Expense 
95.92% 0.100% Reimbursed No 8.35%* 

*Rent and utilities excluded from field office rate. These costs will be directly reimbursed on 
contracts that require the consultant to provide field office. 

 
Per Title 23, U.S. Code 112, there are restrictions on sharing indirect cost rates. Refer to 
Code for additional information. 
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VIA (Cont’d) 
 
 
 
 
 
 

Should you have any questions, please feel free to contact me by email at 
carliayn.kell@dot.state.fl.us or by phone at 850-414-4597. 

 
Sincerely, 

 
 

Carliayn Kell 
Professional Services 

Qualification Administrator 
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Quest 
 

Quest is not an FDOT-prequalified company and therefore does not have a certification letter. 
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Ron DeSantis, Governor Julie I. Brown, Secretary 

STATE OF FLORIDA 
      

      
THE ARCHITECT HEREIN IS LICENSED UNDER THE 

 

   

 
 

EXPIRATION DATE: FEBRUARY 28, 2023 
 

 
 

Do not alter this document in any form. 
 
This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: AR92417 

Ron DeSantis, Governor Melanie S. Griffin,Secretary 

STATE OF FLORIDA 
 

    
 

 

HANSELMAN, MARK WILLIAM 
 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
 

 
 

Do not alter this document in any form. 
 
This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE77117 

 
State of Florida 
Department of State 

 
 

 
 

 

 
 

 
 
 
 
 

Given under my hand and the 
Great Seal of the State of Florida 
at Tallahassee, the Capital, this 
the Twenty-fourth day of January, 
2022 
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Florida Professional License 
As per the licensure changes that went into effect on July 1, 2020, firms must now be qualified by an individual licensed architect and 
engineer to provide professional services in the state of Florida. Please see below for a copy of Pond’s qualifying architect’s license, 
Steve Harrill, as well as our qualifying engineer’s license, Mark Hanselman. 

 

 
 
 
 

Florida Business License 
We have included our Florida corporate charter, verifying that we are authorized to transact business in the State of Florida. 
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Individual Staff Licenses 
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Ron DeSantis, Governor Melanie S. Griffin, Secretary 

STATE OF FLORIDA 
DEPARTMENT OF BUSINESS AND PROFESSIONAL REGULATION 

BOARD OF ARCHITECTURE & INTERIOR DESIGN 
THE ARCHITECT HEREIN IS LICENSED UNDER THE 

PROVISIONS OF CHAPTER 481, FLORIDA STATUTES 

MIGLIARO, MARCO T 

 

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

 

LICENSE NUMBER: AR99844 

 

Staff Licenses 
Per Question 3 in Addendum 2, we have included only Pond (Prime) staff licenses in this section. 

 
TABATHA CARLTON, PE JUSTIN PHILLIPS, PE 

 

  
 

STEVE HARRILL, AIA ALAN NICKZ, PE 
 

  
 

MARCO MIGLIARO, RA SONIA SABHERWAL, RA 
 

Ron DeSantis, Governor 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE57676 

Ron DeSantis, Governor 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

   
 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE91215 

Ron DeSantis, Governor Julie I. Brown, Secretary 

STATE OF FLORIDA 
DEPARTMENT OF BUSINESS AND PROFESSIONAL REGULATION 

BOARD OF ARCHITECTURE & INTERIOR DESIGN 
THE ARCHITECT HEREIN IS LICENSED UNDER THE 

PROVISIONS OF CHAPTER 481, FLORIDA STATUTES 

   

 
 

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

 

LICENSE NUMBER: AR92417 

Ron DeSantis, Governor 

 

BOARD OF PROFESSIONAL ENGINEERS 

THE PROFESSIONAL ENGINEER HEREIN IS LICENSED UNDER THE 
PROVISIONS OF CHAPTER 471, FLORIDA STATUTES 

  

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

 

LICENSE NUMBER: PE90052 
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Ron DeSantis, Governor Julie I. Brown, Secretary 

STATE OF FLORIDA 
DEPARTMENT OF BUSINESS AND PROFESSIONAL REGULATION 

BOARD OF ARCHITECTURE & INTERIOR DESIGN 
 

 

KIRKWOOD III, EMORY KYLE 
 

 

EXPIRATION DATE: FEBRUARY 28, 2023 
 

Do not alter this document in any form. 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: AR101056 

Ron DeSantis, Governor Melanie S. Griffin,Secretary 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

MORALES, CHRISTIAN SCOTT 
 

 

EXPIRATION DATE: FEBRUARY 28, 2023 
 

Do not alter this document in any form. 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE91865 

Ron DeSantis, Governor Melanie S. Griffin,Secretary 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

HANSELMAN, MARK WILLIAM 
5065 HEATHERDALE LANE 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE77117 

 
 
 
 

KYLE KIRKWOOD, AIA CHRISTIAN MORALES, PE 
 

 
ARWIN LOPEZ, PE RICHARD FANGMANN, PE, PTOE 

 

  
 
 

ZACH PUCKETT, PE MARK HANSELMAN, PE 
 

Ron DeSantis, Governor 

 

BOARD OF PROFESSIONAL ENGINEERS 

THE PROFESSIONAL ENGINEER HEREIN IS LICENSED UNDER THE 
PROVISIONS OF CHAPTER 471, FLORIDA STATUTES 

LOPEZ, ARWIN THOMAS 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

 

LICENSE NUMBER: PE73159 

Ron DeSantis, Governor 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

FANGMANN, RICHARD B. 
2321 LAURA COURT 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE78263 
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RYAN CARTER, PE  
 

 
 

CHRIS FAGERSTROM, PE 

TOM HIGGINS, PE 
 

 

DEREK WAINSCOTT, PE 
 

  
 

MICHAEL SAVAGE, PWS  
PEDRAM RAHBAR, PE 

  

Ron DeSantis, Governor 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

FAGERSTROM, CHRIS RYAN 

  

EXPIRATION DATE: FEBRUARY 28, 2023 
 

 
 

Do not alter this document in any form. 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE63045 

Ron DeSantis, Governor 

STATE OF FLORIDA 

BOARD OF PROFESSIONAL ENGINEERS 

 
 

WAINSCOTT, DEREK M. 
 

 

EXPIRATION DATE: FEBRUARY 28, 2023 
 

 
 

Do not alter this document in any form. 

This is your license. It is unlawful for anyone other than the licensee to use this document. 

LICENSE NUMBER: PE58205 
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Ron DeSantis, Governor 

 
 

BOARD OF PROFESSIONAL ENGINEERS 

THE PROFESSIONAL ENGINEER HEREIN IS LICENSED UNDER THE 
PROVISIONS OF CHAPTER 471, FLORIDA STATUTES 

MERRELL, DUANE ROBERT 
 

 

EXPIRATION DATE: FEBRUARY 28, 2023 
Always verify licenses online at MyFloridaLicense.com 

 
 

 
 

 

LICENSE NUMBER: PE36843 

 
 
 
 

DUANE MERRELL, PE JOE STITT, PE 
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904.396.3556 | Pondco.com 

 
© 2023 Pond & Company 
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GENERAL INFORMATION AND MINIMUM INSURANCE REQUIREMENTS 
 

 

COMMERCIAL GENERAL LIABILITY INSURANCE 
The Contractor/Vendor shall purchase and maintain at the Contractor/Vendor’s expense Commercial General 
Liability insurance coverage (ISO or comparable Occurrence Form) for the life of this Contract. Modified 
Occurrence or Claims Made forms are not acceptable. 

 
The Limits of this insurance shall not be less than the following limits: 

Each Occurrence Limit $1,000,000 
Personal & Advertising Injury Limit $1,000,000 
Products & Completed Operations Aggregate Limit $2,000,000 
General Aggregate Limit (other than Products & 

Completed Operations) Applies Per Project $2,000,000 
 

General liability coverage shall continue to apply to “bodily injury” and to “property damage” occurring after all 
work on the Site of the covered operations to be performed by or on behalf of the additional insureds has been 
completed and shall continue after that portion of “your work” out of which the injury or damage arises has been put 
to its intended use. 

 
 

PROFESSIONAL LIABILITY (ERRORS & OMISSIONS) 
The Contractor/Vendor shall purchase and maintain at the Contractor/Vendor’s expense Professional Liability 
insurance coverage for the life of this Contract. 

 
If the contract includes a requirement for Professional Liability or Errors and Omissions insurance, the minimum 
amount of such insurance shall be as follows: 

 
Each Occurrence/Annual Aggregate $1,000,000 

 

 

Contractor/Vendor shall require each of his Sub-Contractor/Vendors to likewise purchase and maintain at their 
expense Commercial General Liability insurance, Workers’ Compensation and Employer’s Liability coverage, 
Automobile Liability insurance and Professional Liability (as applicable) insurance coverage meeting the same 
limit and requirements as the Contractor/Vendors insurance. 

 
Certificates of Insurance and the insurance policies required for this Agreement shall contain – 
• Endorsement that coverage afforded under the policies will not be cancelled or allowed to expire until at 

least thirty (30) days prior written notice has been given to Nassau County Board of County 
Commissioners. 

• Nassau County Board of County Commissioners must be named as an Additional Insured and endorsed 
onto the Commercial General Liability (CGL), Auto Liability policy (ies). 
 CGL policy Additional Insured Endorsement must include Ongoing and Completed 

• Provision under General Liability, Auto Liability and Workers’ Compensation to include a Waiver of 
Subrogation clause in favor of Nassau County Board of County Commissioners. 

• Provision that policies, except Workers’ Compensation, are primary and noncontributory. 
 

All Insurers must be authorized to transact insurance business in the State of Florida as provided by Florida Statute 
624.09(1) and the most recent Rating Classification/Financial Category of the insurer as published in the latest 
edition of “Best’s Key Rating Guide’ (Property-Casualty) must be at least A- or above. 

 
All of the above referenced Insurance coverage is required to remain in force for the duration of this Agreement and 
for the duration of the warranty period. Accordingly, at the time of submission of final application for payment, 
Contractor/Vendor shall submit an additional Certificate of Insurance evidencing continuation of such coverage. 
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If the Contractor/Vendor fails to procure, maintain or pay for the required insurance, Nassau County Board of 
County Commissioners shall have the right (but not the obligation) to secure same in the name of and for the 
account of Contractor/Vendor, in which event, Contractor/Vendor shall pay the cost thereof and shall furnish upon 
demand, all information that may be required to procure such insurance. Nassau County Board of County 
Commissioners shall have the right to back-charge Contractor/Vendor for the cost of procuring such insurance. The 
failure of Nassau County Board of County Commissioners to demand certificates of insurance and endorsements 
evidencing the required insurance or to identify any deficiency in Contractor/Vendors coverage based on the 
evidence of insurance provided by the Contractor/Vendor shall not be construed as a waiver by Nassau County 
Board of County Commissioners of Contractor/Vendor’s obligation to procure, maintain and pay for required 
insurance. 

 
The insurance requirements set forth herein shall in no way limit Contractor/Vendors liability arising out of the work 
performed under the Agreement or related activities. The inclusions, coverage and limits set forth herein are 
minimum inclusion, coverage and limits. The required minimum policy limits set forth shall not be construed as a 
limitation of Contractor/Vendor’s right under any policy with higher limits, and no policy maintained by the 
Contractor/Vendor shall be construed as limiting the type, quality or quantity of insurance coverage that 
Contractor/Vendor should maintain. Contractor/Vendor shall be responsible for determining appropriate inclusions, 
coverage and limits, which may be in excess of the minimum requirements set forth herein. 

 
If the insurance of any Contractor/Vendor or any Sub-Contractor/Vendor contains deductible(s), penalty(ies) or self- 
insured retention(s), the Contractor/Vendor or Sub-Contractor/Vendor whose insurance contains such provision(s) 
shall be solely responsible for payment of such deductible(s), penalty(ies) or self-insured retention(s). 

 
The failure of Contractor/Vendor to fully and strictly comply at all times with the insurance requirements set forth 
herein shall be deemed a material breach of the Agreement. 
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All recipients of federally funded grants or use federal assistance to support procurements must comply with the 
applicable provisions of the Federal procurement standards 2 CFR pt. 200. As result, firms awarded federally funded 
contracts by Nassau County must comply with the following contract provisions set forth herein, unless a particular award 
term or condition specifically indicates otherwise. These terms and conditions are hereby incorporated into any resulting 
contract. 

 
Definition Firm means any company, corporation, partnership, individual, 

sole proprietorship, joint-stock company, joint venture, 
governmental body or similar legal entity. 

 
Age Discrimination Act of 1975 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of the Age 
Discrimination Act of 1975 (Title 42 U.S. Code, § 6101 et seq.), 
which prohibits discrimination on the basis of age in any program 
or activity receiving Federal financial assistance. 

 
Americans with Disabilities Act of 1990 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of Titles I, II, and 
III of the Americans with Disabilities Act, which prohibits 
discriminating on the basis of disability in the operation of public 
entities, public and private transportation systems, places of 
public accommodation, and certain testing entities. (42 U.S.C. §§ 
12101– 12213). 

 
Byrd Anti-Lobbying Amendment All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the Byrd Anti-Lobbying 
Amendment, 31 U.S.C. § 1352 (as amended). Suppliers, 
contractors, subcontractors, consultants, and sub-consultants 
who apply or bid for an award of $100,000 or more shall file the 
required certification. Each tier certifies to the tier above that it 
will not and has not used Federal appropriated funds to pay any 
person or organization for influencing or attempting to influence 
an officer or employee of an agency, a member of Congress, 
officer or employee of Congress, or an employee of a member of 
Congress in connection with obtaining any Federal contract, 
grant, or any other award covered by 31 U.S.C. § 1352. Each tier 
shall also disclose any lobbying with non-Federal funds that takes 
place in connection with obtaining any Federal award. Such 
disclosures are forwarded from tier to tier up to the recipient. 

 
 

Civil Rights Act of 1964 – Title VI All suppliers, contractors, subcontractors, consultants, and sub- 
consultants must comply with the requirements of Title VI of the 
Civil Rights Act of 1964 (42 U.S.C. § 2000d et seq.), which provides 
that no person in the United States will, on the grounds of race, 
color, or national origin, be excluded from participation in, be 
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denied the benefits of, or be subjected to discrimination under 
any program or activity receiving Federal financial assistance. 

 
Civil Rights Act of 1968 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with Title VIII of the Civil Rights Act of 
1968, which prohibits discriminating in the sale, rental, financing, 
and advertising of dwellings, or in the provision of services in 
connection therewith, on the basis of race, color, national origin, 
religion, disability, familial status, and sex (42 U.S.C. § 3601 et 
seq.), as implemented by the Department of Housing and Urban 
Development at 24 C.F.R. Part 100. The prohibition on disability 
discrimination includes the requirement that new multifamily 
housing with four or more dwelling units—i.e., the public and 
common use areas and individual apartment units (all units in 
buildings with elevators and ground-floor units in buildings 
without elevators)—be designed and constructed with certain 
accessible features (See 24 C.F.R. § 100.201). 

 
Clean Air Act and Federal Water Pollution 
Control Act (Clean Water Act) All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the Clean Air Act (42 U.S.C. 7401– 
7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 
1251–1387), as amended—when contract amounts exceed 
$150,000 and agree to comply with all applicable standards, 
orders or regulations issued pursuant to the Clean Air Act (42 
U.S.C. 7401–7671q) and the Federal Water Pollution Control Act 
as amended (33 U.S.C. 1251–1387). 

 
Contract Work Hours and Safety Standards Act All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the Contract Work Hours and 
Safety Standards Act (40 U.S.C. 3701–3708) and where 
applicable, all contracts awarded in excess of $100,000 that 
involve the employment of mechanics or laborers must comply 
with 40 U.S.C. 3702 and 3704, as supplemented by Department 
of Labor regulations (29 CFR Part 5). 

 
Copeland “Anti-Kickback” Act All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the with the Copeland ‘‘Anti- 
Kickback’’ Act (40 U.S.C. 3145), as supplemented by Department 
of Labor regulations (29 CFR Part 3, ‘‘Contractors and Sub- 
contractors on Public Building or Public Work Financed in Whole 
or in Part by Loans or Grants from the United States’’). The Act 
provides that each contractor or sub-recipient must be 
prohibited from inducing, by any means, any person employed in 
the construction, completion, or repair of public work, to give up 
any part of the compensation to which he or she is otherwise 
entitled. 
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Davis-Bacon Act All suppliers, contractors, subcontractors, consultants, and sub- 
consultants must comply with Davis-Bacon Act, as amended (40 
U.S.C. 3141–3148).When required by Federal program 
legislation, all prime construction contracts in excess of $2,000 
must comply with the Davis-Bacon Act (40 U.S.C. 3141–3144, and 
3146–3148) as supplemented by Department of Labor 
regulations (29 CFR Part 5, ‘‘Labor Standards Provisions 
Applicable to Contracts Covering Federally Financed and Assisted 
Construction’’). 

 
Debarment and Suspension All suppliers, contractors, subcontractors, consultants, and sub- 

consultants are subject to the non-procurement debarment and 
suspension regulations implementing Executive Orders 12549 
and 12689, and 2 C.F.R. Part 180. These regulations restrict 
awards, subawards, and contracts with certain parties that are 
debarred, suspended, or otherwise excluded from or ineligible 
for participation in federal assistance programs or activities. 

 
Drug-Free Workplace Regulations All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the Drug-Free Workplace Act of 
1988 (41 U.S.C. § 701 et seq.), which requires agreement to 
maintain a drug-free workplace. 

 
Education Amendments of 1972 (Equal 
Opportunity in Education Act) – Title IX All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of Title IX of the 
Education Amendments of 1972 (20 U.S.C. § 1681 et seq.), which 
provide that noperson in the United States will, on the basis of 
sex, be excluded from participation in, be denied the benefits of, 
or be subjected to discrimination under any educational program 
or activity receiving Federal financial assistance. 

 
Energy Policy and Conservation Act All Suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of 42 U.S.C. § 
6201 which contain policies relating to energy efficiency that are 
defined in the state energy conservation plan issued in 
compliance with this Act. 

 
Fly America Act of 1974 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with Preference for U.S. Flag Air 
Carriers: (air carriers holding certificates under 49 U.S.C. § 41102) 
for international air transportation of people and property to the 
extent that such service is available, in accordance with the 
International Air Transportation Fair Competitive Practices Act of 
1974 (49 U.S.C. § 40118) and the interpretative guidelines issued 
by the Comptroller General of the United States in the March 31, 
1981, amendment to Comptroller General Decision B-138942. 
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Hotel and Motel Fire Safety Act of 1990 In accordance with Section 6 of the Hotel and Motel Fire Safety 
Act of 1990,15 U.S.C. § 2225a, all suppliers, contractors, 
subcontractors, consultants, and sub-consultants must ensure 
that all conference, meeting, convention, or training space 
funded in whole or in part with Federal funds complies with the 
fire prevention and control guidelines of the Federal Fire 
Prevention and Control Act of 1974, as amended, 15 U.S.C. § 
2225. 

 
Limited English Proficiency (Civil Rights Act 
of 1964, Title VI) All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the Title VI of the Civil Rights Act 
of 1964 (Title VI)prohibition against discrimination on the basis 
of national origin, which requires taking reasonable steps to 
provide meaningful access to persons with limited English 
proficiency (LEP) to their programs and services. 

 
Patents and Intellectual Property Rights Unless otherwise provided by law, suppliers, contractors, 

subcontractors, consultants, and sub-consultants are subject to 
the Bayh-Dole Act, Pub. L. No. 96-517, as amended, and codified 
in 35 U.S.C. § 200 et seq. All suppliers, contractors, and 
subcontractors, consultants, sub-consultants are subject to the 
specific requirements governing the development, reporting, 
and disposition of rights to inventions and patents located at 37 
C.F.R. Part 401 and the standard patent rights clause located at 
37 C.F.R. § 401.14. 

 
Procurement of Recovered Materials All suppliers, contractors, and subcontractors, consultants, sub- 

consultants must comply with Section 6002 of the Solid Waste 
Disposal Act, as amended by the Resource Conservation and 
Recovery Act. The requirements of Section 6002 include 
procuring only items designated in guidelines of the 
Environmental Protection Agency (EPA) at 40 C.F.R. Part 247 that 
contain the highest percentage of recovered materials 
practicable, consistent with maintaining a satisfactory level of 
competition. 

 
Terrorist Financing All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with E.O. 13224 and U.S. law that 
prohibit transactions with, and the provisions of resources and 
support to, individuals and organizations associated with 
terrorism. 

 
Trafficking Victims Protection Act of 2000 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of the 
government-wide award term which implements Section 106(g) 
of the Trafficking Victims Protection Act of 2000, (TVPA) as 
amended (22 U.S.C. § 7104). The award term is located at 2 CFR 
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§ 175.15, the full text of which is incorporated here by reference 
in the standard terms and conditions for federally-funded 
procurements. 

 
Rehabilitation Act of 1973 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the requirements of Section 504of 
the Rehabilitation Act of 1973, 29 U.S.C. § 794, as amended, 
which provides that no otherwise qualified handicapped 
individual in the United States will, solely by reason of the 
handicap, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program 
or activity receiving Federal financial assistance. 

 
Universal Identifier and System of 
Award Management (SAM) All suppliers, contractors, subcontractors, consultants, and sub- 

consultants are required to comply with the requirements set 
forth in the government-wide Award Term regarding the System 
for Award Management and Universal Identifier Requirements 
located at 2 C.F.R. Part 25, Appendix A, the full text of which is 
incorporated here by reference in the standard terms and 
conditions for federally funded procurements. 

 
USA Patriot Act of 2001 All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with requirements of the Uniting and 
Strengthening America by Providing Appropriate Tools Required 
to Intercept and Obstruct Terrorism Act (USA PATRIOT Act), 
which amends 18 U.S.C. §§ 175–175c. 

 
Whistleblower Protection Act All suppliers, contractors, subcontractors, consultants, and sub- 

consultants must comply with the statutory requirements for 
whistleblower protections (if applicable) at 10 U.S.C § 2409, 41 
U.S.C. 4712, and 10 U.S.C. § 2324, 41 U.S.C. §§ 4304 and 4310. 

 
Termination Provisions Nassau County may terminate any resulting contract should 

the Contractor fail to abide by its requirements. 
 

Legal Remedies Provisions In instances where the Contractor violates or breaches contract 
terms the County shall use such sanctions and penalties as may 
be appropriate. 

 
Conflict of Interest Provisions Interest of Members, Officers, or Employees of the Recipient 

Members of Local Governing Body or Other Public Officials. No 
member officer or employee of the recipient or its agent no 
member of the governing body of the locality in which the 
program is situated and no other public official of such locality or 
localities who exercises any functions or responsibilities with 
respect to the program during his tenure or for one year 
thereafter shall have any financial interest direct or indirect in 
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any contract or subcontract or the proceeds under this 
agreement. Immediate family members of said member’s 
officers, employees and officials similarly barred from having any 
financial interest in the program. The recipient shall incorporate 
or cause to be incorporated in all such contracts or subcontracts 
a provision prohibiting such interest pursuant to the purpose of 
this section. 

 
Access to Records and Record Retainage In general all official project records and documents must be 

maintained during the operation of this project and for a period 
of five years following close out. 

 
Nassau County, the comptroller General of the United States, 
or any of their duly authorized representatives shall have access 
to any books documents papers and records of the of the 
Administering Agency which are pertinent to the execution of the 
Agreement for the purpose of making audits, examinations, 
excerpts, and transcriptions. 

 
Domestic Procurement Preference. As appropriate and to the extent consistent with law, Nassau 

County Contractor should, to the greatest extent practicable 
under a federal award, provide a preference for the purchase, 
acquisition, or use of goods, products, or materials produced in 
the United States (including, but not limited to iron, aluminum, 
steel, cement, and other manufactured products).” For purposes 
of this clause, (i) “produced in the United States” means, for iron 
and steel products, that all manufacturing processes, from the 
initial melting stage through the application of coatings, occurred 
in the United States, and (ii) “manufactured products” means 
items and construction materials composed in whole or in part 
of nonferrous materials such as aluminum; plastics and polymer 
based products such as polyvinyl chloride pipe; aggregates such 
as concrete; glass, including optical fiber; and lumber. 

 
Telecommunications Huawei / ZTE Ban 2 C.F.R. 200.216 prohibits non-federal entities receiving federal 

grant funds from entering into a contract (or extend or renew a 
contract) to procure or obtain equipment, services, or system 
that uses covered telecommunications equipment or services as 
a substantial or essential component of any system, or as critical 
technology as part of any system from the Chinese 
manufacturers Huawei and ZTE. 
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