
 

DeKalb County 
Department of Purchasing and Contracting 

Maloof Administration Building, 1300 Commerce Drive, 2nd Floor, 
 

 Decatur, Georgia 30030  

September 23, 2024 

INVITATION TO BID (ITB) NO. 24-101696 
FOR 

RESIDENTIAL YARD DEBRIS REMOVAL SERVICES 
(ANNUAL CONTRACT WITH 2 OPTIONS TO RENEW) 

DEKALB COUNTY, GEORGIA 
 

Procurement Agent: 
Phone: 
Email: 

 
Mandatory DeKalb First LSBE Meeting: 
(Bidders must attend 1 meeting on either 
of the dates listed in person or via video 
conference.) 

 
 
 
 
 
 
 

Pre-Bid Conference: 
 
 
 
Deadline for Submission of Questions: 
Bid Opening: 
Price Schedule Opening: 

Le'Shan L. Jones 
(404) 371-2760 
 lljones@dekalbcountyga.gov 

 
Wednesday September 25, 2024; or 
Wednesday October 02, 2024 
To attend the 10:00am Mandatory Prime/LSBE 
Meeting via video conferencing, Join Zoom 
Meeting: https://dekalbcountyga.zoom.us/j/157231430 
To attend the 2:00pm Mandatory Prime/LSBE 
Meeting via video conferencing, Join Zoom 
Meeting: https://dekalbcountyga.zoom.us/j/308537243 
(Meetings are held at 10:00 a.m. and 2:00 p.m.) 
Video Conference: Utilize the link supplied on our 
webpage labeled "DeKalb First LSBE Video Meeting"  
Monday September 30, 2024, 10:30am 
Meeting via video conferencing; Join Zoom 
Meeting: https://dekalbcountyga.zoom.us/j/82456237453  
    Password: 060663 - 10:30am Non-Mandatory 
5:00 P.M. ET, October 04, 2024 
3:00 P.M. ET, October 21, 2024 
3 - 5 Business days after Bid Opening 

 
FIRM'S NAME AND ADDRESS: 
(Street, City, State and Zip Code. Type or print): 

 
 

Federal Tax ID No.   

ARE YOU A DEKALB COUNTY FIRM? Yes No 

TELEPHONE AND FAX NUMBERS WITH AREA 
CODE: 
Phone:   

Fax: ----------------- 
E-mail:   

SIGNATURE OF PERSON AUTHORIZED 
TO SIGN BID AND DATE: 

SIGNER'S NAME AND TITLE (Type ofprint): 

 

THE RESPONSIBILITY FOR SUBMITTING A RESPONSE TO THIS BID TO THE DEPARTMENT OF 
PURCHASING AND CONTRACTING OF DEKALB COUNTY GOVERNMENT ON OR BEFORE THE STATED 
DATE AND TIME WILL BE SOLELY AND STRICTLY THE RESPONSIBILITY OF THE BIDDER. 

 

mailto:lljones@dekalbcountyga.gov
https://dekalbcountyga.zoom.us/j/82456237453
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INVITATION TO BID OVERVIEW 
A. PURPOSE: 

DeKalb County Government (the County) is soliciting bids for 1TB No. 24-101696and Residential 
Yard Debris Removal Services (Annual Contract with 2 Options to Renew) from responsible 
bidders. 

B. GENERAL INFORMATION: 
1. BID TIMETABLE: 

The anticipated schedule for the bid process is as follows: 

Date Issued: 
Mandatory DeKalb First LSBE Meeting: 
(Bidders must attend 1 meeting on either 
of the dates listed.) 

 
 
 
 
 
 
 
 
 
 
 

Pre-Bid Conference: 
 
 
 
 
Deadline for Submission of Questions: 
Bid Opening: 
Price Schedule Opening: 
Bids Valid Until: 

September 23, 2024 
Wednesday September 25, 2024; or 
Wednesday October 02, 2024 
To attend the 10:00am Mandatory Prime/LSBE 
Meeting via video conferencing, Join Zoom 
Meeting: 
https://dekalbcountyga.zoom.us/j/157231430 
To attend the 2:00pm Mandatory Prime/LSBE 
Meeting via video conferencing, Join Zoom 
Meeting: 
https://dekalbcountyga.zoorn.us/j/308537243 
(Meetings are held at 10:00 a.m. and 2:00 p.m.) 
Video Conference: Utilize the link supplied on our 
webpage 
labeled "DeKalb First LSBE Video Meeting" Monday 
September 30, 2024, 10:30am 
Meeting via video conferencing; Join Zoom 
Meeting: 
https://dekalbcountyga.zoom.us/j/82456237453  
    Password: 060663 - 10:30am Non-Mandatory 
5:00 P.M. ET, October 04, 2024 
3:00 P.M. ET, October 21, 2024 
3 - 5 Business days after Bid Opening 
Bids shall be valid for 90 days from and including the 
bid opening date. 

Sealed bids are to be addressed and delivered to: 
DeKalb County Department of Purchasing and Contracting 
Maloof Administration Building 
1300 Commerce Drive, 2nd Floor 
Decatur, Georgia 30030, not later than 3:00 P.M. ET, October 21, 2024. 

***NEW-PRICE SCHEDULE MUST BE SUBMITTED IN A SEPARATE SEALED 
ENVELOPE OR BIDDER WILL BE DEEMED NON-RESPONSIVE AND WILL 

NOT BE CONSIDERED FOR AWARD*** 

Submit one original bid package (inclusive of the entire Invitation to Bid document and 
required documents with the exception of the price schedule) stamped "Original" and two 
sealed identical copies stamped "Copy" of the bid package to the address listed above. 

 
2. CONTACT PERSON: 

The contact person for this bid is Le'Shan L. Jones, Procurement Agent. General inquiries 
concerning the meaning or interpretation of this Invitation to Bid (ITB) may be requested from 

https://dekalbcountyga.zoom.us/j/82456237453


The contact person for this bid is Le'Shan L. Jones, Procurement Agent. General inquiries 
concerning the meaning or interpretation of this Invitation to Bid (ITB) may be requested from 

the contact person via telephone at (404) 371-2670 or via email at lljones@dekalbcountyga.gov.

Questions and requests for information or clarification concerning the specifications in this 

ITB must be submitted to the above listed contact person via email no later than the date and 
time listed in the bid timetable. Questions and requests received after the above stated time or 
sent to anyone other than the listed contact person will not receive a response or be the subject 

of addenda. 

3. QUESTIONS:

All requests must be in writing. Any explanation desired by a bidder regarding the meaning 
or interpretation of the Invitation to Bid, drawings, specifications, requirements, etc., must be 
requested in writing and with sufficient time allowed for a reply to reach bidders before the 
submission of their bids. If any statement in the bidding documents, specifications, plans, etc., 
appear ambiguous to the Bidder, Bidder is specifically instructed to make a written request to 
the Department of Purchasing and Contracting as outlined in the preceding sentence. Any 
information given to a prospective bidder concerning an Invitation to Bid will be furnished to 
all prospective bidders, as an addenda to the Invitation, if such information is necessary to 
bidders in submitting bids on the Invitation or if the lack of such information would be 
prejudicial to uninformed bidders. Oral explanations or instructions given before the award of 
the contract will not be binding. Questions must be submitted no later than 5:00 pm EST 

on October 04, 2024.

4. ADDITIONAL INFORMATION/ADDENDA:
The County will issue responses to inquiries and any other corrections or amendments it deems 
necessary in written addenda issued prior to the bid opening date. Bidders should not rely on 
any representations, statements or explanations other than those made in this ITB or in any 
addendum to this ITB. Where there appears to be a conflict between the ITB and any addenda 
issued, the last addendum issued will prevail. It is the responsibility of the Bidder to ensure 
awareness of all addenda issued for this solicitation. Please acknowledge the addenda and 
submit to the DeKalb County Department of Purchasing and Contracting as requested. Bidders 
may contact the above listed contact person to verify the number of addenda prior to 
submission. Addenda issued for this ITB will be posted on DeKalb County's website, 
www.dekalbcountyga.gov/formalbids. Bidder should regularly check the County's website for
addenda. 
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PRICE SCHEDULE  
***NEW – PRICE SCHEDULE MUST BE SUBMITTED IN A SEPARATE 

SEALED ENVELOPE OR BIDDER WILL BE DEEMED NON-RESPONSIVE 
AND WILL NOT BE CONSIDERED FOR AWARD.  INCLUDING THE PRICE 

SCHEDULE IN ANY AREA OUTSIDE OF THE SEPARATE SEALED 
ENVELOPE WILL RESULT IN THE BID BEING DEEMED NON-

RESPONSIVE.*** 
 

 
 

  
ITEM DESCRIPTION  

  

 
Weekly 
Amount 

 

 
Times 

# of Weeks 

 
Annual Total  

Amount  

1.  

Weekly yard debris collection on 5 assigned 
routes  
located in the county northern region. Please 
see ITB for service details and requirements.  

  
 

*52 
  
$ 

        

  
Bidder must complete the below and submit 
with its bid:  

  
  

1.  
Provide number of crew assigned for this 
contract  

  
  

2.  
Provide number of 8-yard compactor trucks 
available for this contract  

  
  

3.  
Provide number of F-450 dump trucks 
available for this contract  

  
  

 

*Include estimated quantities and totals where applicable  

 



     

Revised 02/19/2021 P&C 

BID ACKNOWLEDGEMENT FORM 
 
I, the undersigned, acknowledge that I have read the Bid Document in its entirety and agree to conform 
to its every requirement.  I further acknowledge that failure to prepare, submit, or execute this bid in 
the exact manner requested will be just cause to reject my entire bid.  
 
   
 
 
Name of Business Entity Submitting Bid  Print Name and Title of Authorized Signer  
 
  
 
Business Entity Street Address   Authorized Signature 
 
 
Business Entity City, State and Zip Code  Contact Person’s Phone Number 
 
 
 
Business Entity County    Contact Person’s E-mail Address 
 
 

 Bidder acknowledges addendum(s):  No. 1__, No. 2__, No. 3__ (If Applicable)   ________(Initial) 
 

 Bidder acknowledges that this bid is valid for 90 days from and including      ________ (Initial) 
the bid opening date.  

  

 Bidder acknowledges that bid meets or exceeds minimum specifications.      ________ (Initial) 
 Any deviation from minimum specifications must be explained, in detail, 

by bidder as to how the bid does not meet the exact specifications. 
 

 Bidder acknowledgement of Revisions to the above Terms and Conditions: 
 

• No revisions           ________ (Initial) 
         
• There are revisions and they are included with the bid submittal     ________ (Initial) 

  

The above acknowledgment must be properly signed and firmly attached to your bid.  The 
acknowledgment becomes a part of your bid and without it your bid is not be complete and will be 
subject to rejection. 
 
THIS PAGE MUST BE RETURNED WITH YOUR BID. FAILURE TO SUBMIT THIS 
COMPLETED FORM WILL RESULT IN YOUR BID BEING DEEMED NON-
RESPONSIVE.  
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ATTACHMENT A 

REQUIRED DOCUMENTS CHECKLIST 
Bidder shall complete and submit the following documents with their bid: 

Bid Page No. Title 
Check This Box If 
Included With Bid 

24 Bid Acknowledgement Form* 

25 Required Documents Checklist* 

26 Contractor Reference and Release Form* 

27 Subcontractor Reference and Release Form, if applicable 

29 Contractor Affidavit* 

30 Subcontractor Affidavit, if applicable 

31-39 LSBE - Exhibits A and/or B of Attachment G* 

50 New Employee Tracking Form* 

49 First Source Jobs Acknowledgement Form * 

*If these mandatory forms are not completed and submitted with the bid, the bidder 
will be deemed non-responsive.  

I, the undersigned, acknowledge that I have included the requested documents as listed above. 

 Printed Name   Signature 
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ATTACHMENT B 

 

CONTRACTOR REFERENCE AND RELEASE FORM 
List below at least three (3) references, including company name, contact name, address, email address, 
telephone numbers and contract period who can verify your experience and ability to perform the type(s) 
of product(s)/ service(s) listed in the solicitation. 
 
Company Name Contract Period 

 
Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
Company Name 
 

Contract Period 
 

Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
Company Name 
 

Contract Period 

Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
REFERENCE CHECK RELEASE STATEMENT 

 
You are authorized to contact the references provided above for purposes of this ITB. 
 
Signed_______________________________________ Title___________________________ 
                 (Authorized Signature of Bidder) 

Company Name _____________________________________Date ____________________ 
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ATTACHMENT C 
 

SUBCONTRACTOR REFERENCE AND RELEASE FORM 
List below at least three (3) references, including company name, contact name, address, email address, 
telephone numbers and contract period who can verify your experience and ability to perform the type(s) 
of product(s)/ service(s) listed in the solicitation. 
 
Company Name Contract Period 

 
Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
Company Name 
 

Contract Period 
 

Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
Company Name 
 

Contract Period 

Contact Person Name and Title 
 

Telephone Number  (include area code) 

Complete Primary Address 
 
 

City State Zip Code 

Email Address 
 

Fax Number (include area code) 
 

Project Name and Description 

 
REFERENCE CHECK RELEASE STATEMENT 

 
You are authorized to contact the references provided above for purposes of this ITB. 
 
Signed_______________________________________ Title___________________________ 
                 (Authorized Signature of Bidder) 

Company Name _____________________________________Date ____________________ 
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ATTACHMENT D 
 

CONTRACTOR & SUBCONTRACTOR EVIDENCE OF COMPLIANCE: 
 
(1) County contracts for the physical performance of services within the state of Georgia shall 

include the following provisions: 1 
  
a. the contractor has registered with and is authorized to use the federal work authorization 

program to verify information on all newly hired employees or subcontractors; 
 
b. by affidavit, the contractor must attest to the contractor’s name, address, user 

identification number, date of authorization, and verification of the continual 
participation throughout the contract period, and 

 
c. the affidavit shall become a part of the covered contract and must be attached. 
 

(2) No contractor or subcontractor who enters into a contract with the County shall enter into such 
a contract or subcontract in connection with the physical performance of services within 
Georgia unless the contractor or subcontractor registers and participates in the federal work 
authorization program to verify information of all newly hired employees.  Any employee, 
contractor, or subcontractor of such contactor or subcontractor shall also be required to satisfy 
the requirements of O.C.G.A. § 13-10-91, as amended. 

 
(3) Upon contracting with a new subcontractor, a contractor or subcontractor shall, as a condition 

of any contract or subcontract entered into pursuant to O.C.G.A. § 13-10-91, as amended, 
agree to provide the County with notice of the identity of any and all subsequent subcontractors 
hired or contracted by the contractor or subcontractor. Such notice shall be provided within 
five (5) business days of entering into a contract or agreement for hire with any subcontractor.  
Such notice shall include an affidavit from each subsequent contractor attesting to the 
subcontractor’s name, address, user identification number, and date of authorization to use the 
federal work authorization program. 

 
(4) An affidavit shall be considered an open public record; provided, however, that any 

information protected from public disclosure by federal law or by Article 4 of Chapter 28 of 
Title 50 shall be redacted.  Affidavits shall be maintained by the County for five years from 
the date of receipt. 

 
(5) To verify compliance, the contractor agrees to participate in random audits conducted by the 

Commissioner of the Georgia Department of Labor.  The results of the audits shall be 
published on the www.open.georgia.gov website, and on the Department of Labor’s website 
no later than December 31 of each year. 

 
(6) Any person who knowingly and willfully makes a false, fictitious, or fraudulent statement in 

an affidavit submitted pursuant to O.C.G.A. § 13-10-91 shall be guilty of a violation of Code 
§ 16-10-20 and, upon conviction, shall be punished as provided in such section.  Contractors 
and subcontractors convicted for false statements based on a violation of such section shall be 
prohibited from bidding on or entering into any public contract for twelve (12) months 
following such conviction. 

_______________________ 
1 O.C.G.A. § 13-10-91, as amended  
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ATTACHMENT E 
 

CONTRACTOR AFFIDAVIT 
 
 
 By executing this affidavit, the undersigned verifies its compliance with O.C.G.A. § 13-10-91, as 
amended, stating affirmatively that the individual, firm or corporation which is contracting with DEKALB 
COUNTY, GA, a political subdivision of the State of Georgia, has registered with and is participating in a 
federal work authorization program* [any of the electronic verification of work authorization programs 
operated by the United States Department of Homeland Security or any equivalent federal work authorization 
program operated by the United States Department of Homeland Security to verify information of newly hired 
employees, pursuant to the Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603, in accordance 
with the applicability provisions and deadlines established in O.C.G.A. § 13-10-91, as amended].  The affiant 
agrees to continue to use the federal work authorization program throughout the contract period. 
 
 The undersigned further agrees that, should it employ or contract with any subcontractor(s) in 
connection with the physical performance of services pursuant to this contract with the COUNTY, contractor 
will secure from such subcontractor(s) similar verification of compliance with O.C.G.A. § 13-10-91, as 
amended, on the Subcontractor Affidavit form.  Contractor further agrees to maintain records of such 
compliance and provide a copy of each such verification to the COUNTY, within five (5) days from when the 
subcontractor(s) is retained to perform such service. 
 
 
 
BY: Authorized Officer or Agent Federal Work Authorization 

(Bidder’s Name) Enrollment Date 
 
 
 
Title of Authorized Officer or Agent of Bidder Identification Number 
 
 
 
Printed Name of Authorized Officer or Agent 
 
 
 
Address (* do not include a post office box) 
 
 
SUBSCRIBED AND SWORN 
BEFORE ME ON THIS THE 
 
_______________ DAY OF _______________________, 20__ 
 
 
____________________________________________________ 
Notary Public 
 
My Commission Expires:  _______________________________ 
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ATTACHMENT F 

SUBCONTRACTOR AFFIDAVIT 

By executing this affidavit, the undersigned verifies its compliance with O.C.G.A. § 13-10-91, as 
amended, stating affirmatively that the individual, firm, or corporation which is engaged in the physical 
performance of services under a contract with _________________________________name of contractor) on 
behalf of DEKALB COUNTY, GA, a political subdivision of the State of Georgia, has registered with and is 
participating in a federal work authorization program* [any of the electronic verification of work authorization 
programs operated by the United States Department of Homeland Security or any equivalent federal work 
authorization program operated by the United States Department of Homeland Security to verify information 
of newly hired employees, pursuant to the Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603, 
in accordance with the applicability provisions and deadlines established in O.C.G.A. § 13-10-91, as amended].  
The affiant agrees to continue to use the federal work authorization program throughout the contract period.] 

____________________________

Officer or Agent Federal 

Enrollment Date 

____________________________

 Identification Number 

______________________________________________

BY: Authorized 

Work Authorization 
(Bidder’s Name) 

______________________________________________
Title of Authorized Officer or Agent of Bidder

______________________________________________ Printed 
Name of Authorized Officer or Agent 

______________________________________________ 
Address (* do not include a post office box) 

SUBSCRIBED AND SWORN 
BEFORE ME ON THIS THE 

_______________ DAY OF _______________________, 20__ 

____________________________________________________ 
Notary Public 
My Commission Expires:  
_______________________________ 
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ATTACHMENT G 
 

DEKALB FIRST LSBE INFORMATION  
WITH EXHIBITS A – B 

 
SCHEDULE OF LOCAL SMALL BUSINESS ENTERPRISE PARTICIPATION 

   OPPORTUNITY TRACKING FORM 
 
The Chief Executive Officer and the Board of Commissioners of DeKalb County believe that it is important 
to encourage the participation of small and local businesses in the continuing business of County 
government; and that the participation of these types of businesses in procurement will strengthen the 
overall economic fabric of DeKalb County, contribute to the County’s economy and tax base, and provide 
employment to local residents.  Therefore, the Chief Executive Officer and the Board of Commissioners 
have made the success of local small businesses a permanent goal of DeKalb County by implementing the 
DeKalb First Local Small Business Enterprise Ordinance. 

 
PROVISIONS OF DEKALB FIRST LOCAL SMALL BUSINESS ENTERPRISE (LSBE) 

ORDINANCE 
 

Percentage of  LSBE Participation Required 
20% of  Total Award 

 
Certification Designation Request For Proposals 

(RFP) 
LSBE Within DeKalb  (LSBE-
DeKalb) 

Ten (10) Preference 
Points 

LSBE Outside DeKalb (LSBE-
MSA) 

Five (5) Preference Points 

Demonstrated GFE Two (2) Preference Points 
 
Certified Local Small Business Enterprises (LSBEs) located within DeKalb County and prime contractors 
utilizing LSBEs that are locally-based inside DeKalb County shall receive ten (10) points in the initial 
evaluation of their response to any Request for Proposal.  Certified LSBEs located outside of DeKalb 
County but within the nine (9) County Metropolitan Statistical Area (MSA) consisting of Cherokee, 
Clayton, Cobb, Douglas, Fayette, Fulton, Gwinnett, Henry and Rockdale Counties shall receive five (5) 
points in the initial evaluation of their response to any Request for Proposal. Prime Contractors who 
demonstrate sufficient good faith efforts in accordance with the requirements of the ordinance shall be 
granted two (2) points in their initial evaluation of responses to any Request for Proposal. Pro-rated points 
shall be granted where a mixture of LSBE-DeKalb and LSBE MSA firms are utilized.  Utilization of each 
firm shall be based upon the terms of the qualified sealed solicitation. 
 
Prime Contractor(s) deemed responsible and remains responsive to an Invitation to Bid (ITB) because they 
are either a certified LSBE-DeKalb or LSBE-MSA firm or has obtained 20% participation of an LSBE-
DeKalb or LSBE-MSA firm, submits the lowest bid price shall be deemed the lowest, responsive and 
responsible bidder.  
 
Prime Contractor(s) deemed responsible and remains responsive to an Invitation to Bid (ITB) and 
documented good faith efforts, submits a lower bid price than a Prime Contractor that achieved 20% LSBE 
participation, or otherwise required benchmark, then the Prime Contractor who actually met the benchmark 
will be given the opportunity to match the lowest bid price of the Prime Contractor who only made good 
faith efforts. Prime Contractor(s) who choose not to match the lowest bid price, then the Prime Contractor 
who made the good faith efforts will be deemed the lowest, responsive and responsible bidder. 
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For all qualified sealed solicitations, the Director of Purchasing and Contracting, DeKalb County 
Government, shall determine if the bidder/proposer has included written documentation showing that at 
least twenty percent (20%) of the total contract award will be performed by a certified LSBE.  This written 
documentation shall be in the form of a notarized Schedule of LSBE Participation (Attached hereto as 
“Exhibit A”.)  For all contracts, a signed letter of intent from all certified LSBEs describing the work, 
material, equipment and/or services to be performed or provided by the LSBE(s) and the agreed upon 
percentage shall be due with the bid or proposal documents and included with “Exhibit A”.  The certified 
vendor list establishes the group of Certified LSBE’s from which the bidder/proposer must solicit 
subcontractors for LSBE participation. This list can be found on our website 
https://www.dekalbcountyga.gov/purchasing or obtained from the Special Projects LSBE Program team.  
 
Prime Contractors failing to meet the LSBE benchmark must document and demonstrate Good Faith 
Efforts in accordance with the attached “Checklist for Good Faith Efforts” portion of “Exhibit A.” The 
notarized Schedule of LSBE Participation shall be due and submitted with each bid or proposal. Failure to 
achieve the LSBE benchmark or demonstrate good faith efforts shall result in a bid or proposal being 
rejected. Prime Contractors that fail to attend the mandatory LSBE meeting in person or via video 
conference shall mean that the Prime Contractor has not demonstrated sufficient good faith efforts and its 
bid or proposal if submitted, shall be deemed non-responsive without any further review. 
 
Upon award, Prime Contractors are required to submit a report detailing LSBE Sub-Contractor usage with 
each request for payment and not less than on a monthly basis.  Prime Contractors shall ensure that all 
LSBE sub-contractors have been paid within seven (7) days of the Prime’s receipt of payment from the 
County.  Failure to provide requested reports/documentation shall constitute a material breach of contract, 
entitling the County to terminate the Contract for default or pursue other remedies. LSBE sub-contractors 
must confirm payments received from the Prime(s) for each County contract they participate in. 
 
For eligible bids/proposals valued over $5,000,000.00, the Mentor-Protégé provision of the Ordinance 
shall apply. Prime Contractors must agree to become mentors and take on an LSBE protégé in an effort to 
enhance the potential of future LSBEs. Qualifying projects shall be performed by both Mentor and Protégé 
through a subcontract between both parties. This requirement is in addition to all other applicable sections 
of the DeKalb First Ordinance. Please review the ordinance, section 2-214 or contact the LSBE Program 
Representative for detailed information regarding this initiative.  
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EXHIBIT A 
 
 SCHEDULE OF DEKALB FIRST LOCAL SMALL BUSINESS ENTERPRISE PARTICIPATION  

OPPORTUNITY TRACKING FORM 
 
As specified, Bidders and Proposers are to present the details of LSBE participation below: 
 
PRIME BIDDER/PROPOSER___________________________________________________________ 
 
SOLICITATION NUMBER:  ITB No. 24-101696 
 
TITLE OF UNIT OF WORK – Residential Yard Debris Removal Services (Annual Contract with 2 
Options to Renew) 
  
1. My firm, as the prime bidder/proposer on this unit of work, is a certified (check all that apply): 

____LSBE-DeKalb      ____LSBE-MSA         
 

2. If you are a Certified LSBE-DeKalb or MSA, please indicate below the percentage of that your 
firm will carry out directly: ____________________________________. 
 

3. If the prime bidder/proposer is a joint venture, please describe below the nature of the joint venture 
and level of work and percentage of participation to be provided by the LSBE-DeKalb or MSA 
joint venture firm.  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 

4. List the LSBE-DeKalb or MSA subcontractors and/or firms (including suppliers) to be utilized in 
of this contract, if awarded.  No changes can be made in the subcontractors listed below without 
the prior written approval of the County.  Please attach a signed letter of intent from all certified 
LSBEs describing the work, materials, equipment or services to be performed and/or provided and 
the agreed upon percentage of work to be performed.  A Letter of Intent form is attached hereto as 
“Exhibit B”. 
 
Name of Company  
Address  

 
Telephone  
Fax  
Contact Person  
Indicate certification status and attach proof of 
certification:  
LSBE-DeKalb/LSBE-MSA 

 

Description of services to be performed  
 

Percentage of work to be performed  
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Name of Company  
Address  

 
Telephone  
Fax  
Contact Person  
Indicate certification status  and attach proof 
of certification:  
LSBE-DeKalb/LSBE-MSA 

 

Description of services to be performed  
 

Percentage of work to be performed  
 

Name of Company  
Address  

 
Telephone  
Fax  
Contact Person  
Indicate certification status  and attach proof 
of certification:  
LSBE-DeKalb/LSBE-MSA 

 

Description of services to be performed  
 

Percentage of work to be performed  
  

Name of Company  
Address  

 
Telephone  
Fax  
Contact Person  
Indicate certification status  and attach proof 
of certification:  
LSBE-DeKalb/LSBE-MSA 

 

Description of services to be performed  
 

Percentage of work to be performed  
 

Name of Company  
Address  

 
Telephone  
Fax  
Contact Person  
Indicate certification status  and attach proof 
of certification:  
LSBE-DeKalb/LSBE-MSA 

 

Description of services to be performed  
 

Percentage of work to be performed  

Please attach additional pages, if necessary. 
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EXHIBIT A, CONT’D 
DEKALB COUNTY 

CHECKLIST FOR GOOD FAITH EFFORTS 
 

A bidder/proposer that does not meet the County’s LSBE participation benchmark is required to submit 
documentation to support  all “Yes” responses as proof of “good faith efforts.” Please indicate whether or 
not any of these actions were taken: 

 
 Yes No Description of Actions 

1.   Prime Contractors shall attend a MANDATORY LSBE Meeting in 
person or via video conference within two-weeks of advertisement 
of the solicitation. 

2.   Provide a contact log showing the company’s name, contact person, 
address, email and contact number (phone or fax) used to contact the 
proposed certified subcontractors, nature of work requested for 
quote, date of contact, the name and title of the person making the 
effort, response date and the percentage of work. 

3.   Provide interested LSBEs via email, of any new relevant 
information, if any, at least 5 business days prior to submission of 
the bid or proposal. 

4.   Efforts made to divide the work for LSBE subcontracting areas 
likely to be successful and to identify portions of work available to 
LSBEs consistent with their availability. Include a list of divisions 
of work not subcontracted and the corresponding reasons for not 
including them.  The ability or desire of a bidder/proposer to perform 
the contract work with its own organization does not relieve it of the 
responsibility to make good faith efforts on all scopes of work 
subject to subcontracting. 

5.   Efforts were made to assist potential LSBE subcontractors meet 
bonding, insurance, or other governmental contracting requirements.  
Where feasible, facilitating the leasing of supplies or equipment 
when they are of such a specialized nature that the LSBE could not 
readily and economically obtain them in the marketplace. 

6.   Communication via email or phone with DeKalb First Program Staff 
seeking assistance in identifying available LSBEs. Provide DeKalb 
First Program Staff representative name and title, and date of 
contact. 

7.   For all contracts, a signed letter of intent from all certified LSBEs 
describing the work, materials, equipment or services to be 
performed or provided by the LSBE(s) and the agreed upon LSBE 
participation percentage shall be due with the bid or proposal 
documents.  

8.   Other Actions, to include Mentor/Protégé commitment for 
solicitations $5M and above (specify):  

 
Please explain all “no” answers above (by number): 
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This list is a guideline and by no means exhaustive.  The County will review these efforts, along with 
attached supporting documents, to assess the bidder/proposer’s efforts to meet the County’s LSBE 
Participation benchmark.  If you require assistance in identifying certified, bona fide LSBEs, please contact 
the Purchasing and Contracting Department - DeKalb First Program, 
DeKalbFirstLSBE@dekalbcountyga.gov.  
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EXHIBIT A, CONT’D 
 

DEKALB FIRST LOCAL SMALL BUSINESS ENTERPRISE SCHEDULE OF 
PARTICIPATION  

OPPORTUNITY TRACKING FORM 
 

Bidder/Proposer Statement of Compliance 
 

Bidder(s)/Proposer(s) hereby state that they have read and understand the requirements and 
conditions as set forth in the objectives and that reasonable effort were made to support the County in 
providing the maximum practicable opportunity for the utilization of LSBEs consistent with the 
efficient and economical performance of this contract.  The Bidder and any subcontractors shall file 
compliance reports at reasonable times and intervals with the County in the form and to the extent 
prescribed by the Director of DeKalb County Purchasing and Purchasing and Contracting Department.  
Compliance reports filed at such times as directed shall contain information as to the employment 
practices, policies, programs and statistics of Contractors and their subcontractors. 

 
1. Non-Discrimination Policy 

a. During the performance of this agreement, Contractor agrees to conform to the 
following Non-Discrimination Policy adopted by the County. 

b. Contractor shall not discriminate against any employee or applicant for employment 
because of race, color, religion, sex, national origin, or disability.  The Contractor will 
take action to ensure that applicants are employed, and the employees are treated during 
employment without regard to their race, color, religion, sex, national origin, or 
disability.  Such action shall include, but not be limited to, the following: 
(1) Employment, upgrading, demotion or transfer; recruitment or recruitment 

advertising; layoff or termination; rates of pay or other forms of compensation; 
and selection for training, including apprenticeship.  Contractor agrees to post 
in conspicuous places available to employees and applicants for employment, 
notices to be provided setting forth provisions of this non-discrimination clause. 

(2) Contractor shall, in all solicitations or advertisements for employees placed by 
or on behalf of Contractor, state that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, 
national origin, or disability. 

c. Without limiting the foregoing, Contractor shall not discriminate on the basis of 
disability in the admission or access to, or treatment or employment in, the programs 
and activities, which form the subject of the contract.  The Contractor will take action 
to ensure that applicants for participation in such programs and activities are considered 
without regard to disability.  Such action shall include, but not be limited to, the 
following: 
(1) Contractor agrees to post in conspicuous places available to participants in its 

programs and activities notices to be provided setting forth the provisions of 
this non-discrimination clause. 

(2) Contractor shall, in all solicitations or advertisements for programs or activities, 
which are the subject of the contract, state that all qualified applicants will 
receive consideration for participation without regard to disability. 

2. Commitment 
 The undersigned certifies that he/she has read, understands, and agrees to be bound by the bid 

specifications, including the accompanying Exhibits and other terms and conditions of the 
Invitation to Bid and/or Request for Proposal regarding LSBE utilization.  The undersigned 
further certifies that he/she is legally authorized by the bidder or responder to make the 
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statements and representations in Exhibit A and that said statements and representations are 
true and correct to the best of his/her knowledge and belief.  The undersigned will enter into 
formal agreement(s) with the LSBE(s) listed in this Exhibit A, which are deemed by the owner 
to be legitimate and responsible LSBEs.  Said agreement(s) shall be for the work and contract 
with the Prime Contractor.  The undersigned understands and agrees that if any of the 
statements and representations are made by the Bidder knowing them to be false, or if there is 
a failure of the successful Bidder (i.e., Contractor) to implement any of the stated agreements, 
intentions, objectives, goals and commitments set forth herein without prior approval of the 
County, then in any such events the contractor’s act or failure to act, as the case may be, shall 
constitute a material breach of contract, entitling the County to terminate the Contract for 
default.  The right to so terminate shall be in addition to, and not in lieu of, any other rights 
and remedies the County may have for other defaults under the Contract.  Additionally, the 
Contractor will be subject to the loss of any future contract awards by the County for a period 
of one year. 

 
Firm Name (Please Print): 
_________________________________________________________________ 
 
Firm’s Officer: 
_________________________________________________________________ 

 (Authorized Signature and Title Required)     Date 
  

Sworn to and Subscribed to before me this ____ day of_______________, 201__. 
 
_________________________________________________________________ 
Notary Public 
My Commission Expires:_____________________________________________ 
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EXHIBIT B 
 

LETTER OF INTENT TO PERFORM AS A SUBCONTRACTOR 
PROVIDING MATERIALS OR SERVICES 

 
Instructions: 
 
1. Complete the form in its entirety and submit with bid documents. 
2. Attach a copy of the LSBE’s current valid Certification Letter. 
 
To:______________________________________________________________________________ 
(Name of Prime Contractor Firm) 

 
From: ________________________________________        LSBE –DeKalb    LSBE –MSA   

(Name of Subcontractor Firm)                                      (Check all that apply) 
 

ITB Number: 24-101696                     
 
Project Name: Residential Yard Debris Removal Services (Annual Contract with 2 Options to 
Renew) 
 
The undersigned subcontractor is prepared to perform the following described work or provide 
materials or services in connection with the above project (specify in detail particular work items, 
materials, or services to be performed or provided). 
 

Description of Materials or Services Project/Task Assignment 

% of 
Contract 
Award 

      

      

      
 
Prime Contractor     Sub-contractor 
 
Signature:_________________________ Signature:______________________________ 

 
Title:_____________________________ Title:__________________________________ 
 
Date:_____________________________ Date: __________________________________ 
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First Source 
The First Source Ordinance is a public regulation which requires contractors and beneficiaries of 
eligible DeKalb County projects to make a good faith effort to hire fifty (50) percent of all jobs 
using the First Source Registry.  Beneficiaries are immediate recipients of county grants or 
community development block funds administered by the county of at least $50,000.  Contractors 
include an individual or entity entering into any type of agreement with the county, funded in 
whole or in part with county funds. WorkSource DeKalb (WSD) maintains the First Source 
Registry, comprised of qualified and trained DeKalb County residents.  Business Solutions Unit 
(BSU) is available to assist the employer with selecting the most qualified candidate by using the 
First Source Registry to meet the company’s hiring needs.  WSD manages the First Source 
program through the Business Solutions Unit by assigning a specific BSU Specialist.  The First 
Source process is conducted similarly to the BSU business service request process.  The BSU 
Specialist works closely with employers using TALEO and BSU processes to ensure the hiring 
needs of the employers are met (e.g. See Appendix 1). 

 
Appendix – 1-Forms and Letters 

 

A. First Source Ordinance Fact Sheet  
(front and back of document, 2 pages total) 

B. First Source Recruitment and Monitoring Process 
C. First Source Ordinance Municipal Code 
D. First Source Acknowledgement Form 
E. New Employee Tracking Form 
F. Business Service Request Form 
G. Employment Roster 
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A. First Source Ordinance Fact Sheet 
 

The First Source Ordinance is a public regulation that requires contractors and beneficiaries to 
make a good faith effort to hire fifty (50) percent of all jobs using the First Source Registry 
(candidate database). 
 
WSD has a First Source Registry of qualified and trained DeKalb County residents.  WSD can 
assist you with choosing the right candidate using the First Source Registry of qualified and 
trained DeKalb County residents.  WSD can also assist you with choosing the right candidate using 
the First Source Registry to meet your company’s human capital needs. 

SUMMARY OF SERVICES 
 Pre-screened applicants 
 Advertise and administer recruitments, job fairs and more 
 Market positions and recruit strong candidates 
 Provide computer access to current and future employees to assist with application 

process and/or testing 
 Provide supportive services for new hires. 

WHO QUALIFIES? 
 Recipients of county grants and contracts of $50,000 or more with DeKalb County for 

purchase orders, construction projects, professional or consulting services. 
 
What is the First Source Ordinance?  
 
The First Source Ordinance is a public regulation that calls for contractors and beneficiaries of 
DeKalb County to hire DeKalb County residents for at least fifty (50) percent of all jobs using the 
First Source Registry.  
 
Who is considered a Contractor? 
 
An individual or entity entering into any type of agreement with the County, including purchase 
orders, regardless of what they may be called, for the procurement or disposal of supplies, 
services, construction, professional or consultant services, which is funded in whole or part with 
County funds or County-administered funds in which the contractor is to receive $50,000 or more 
in County expenditures or committed expenditures.  
 
Who is considered a Beneficiary?  
 
A beneficiary is an immediate recipient of grants or community development block funds 
administered by the County. The term shall only apply to those entities benefiting from such 
County funds or administered funds in the amount of $50,000 or more.  
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What is the First Source Registry?  
 
The First Source Registry is a candidate database, maintained by WSD, of employable persons 
who are residents of the County to be called upon as a source to fill jobs created or maintained as 
a direct or indirect result of public funding.  
 
What are the benefits of the First Source Ordinance?  
 
 All applicants are pre-screened to ensure that only qualified candidates are referred for 

interviewing;  
 Assist with finding appropriate space for orientations, recruitments, job fairs, and more 

as needed and appropriate; 
 Advertise and administer recruitment events and job fairs;  
 Provide job seeker services and computer access to both current and future employees who 

need assistance with applications, testing, etc.;  
 Access to qualified and trained applicant pool 

 
  
For more information contact our office using 404.687.3400. Visit our website at 
www.worksourcedekalb.org.  
 
 

B. First Source Recruitment and Monitoring Process 
 
Purchasing and Contracting Responsibilities: 
 

1) Procurement Agent shall notify WSD to attend all First Source applicable pre-solicitation, 
pre-bid/proposal, and Notice to Proceed (NTP) meetings. 
 

2) Procurement Agent to submit to WSD, First Source form information provided with 
vendor bid and proposal submissions regarding number of anticipated jobs and titles.  
First Source form information to be provided during in-house award routing process for 
awards of $50,000 or more. 
 

3) Procurement Agent to include current First Source Ordinance requirements language and 
First Source form information in all applicable solicitations as well as First Source 
provision in each applicable contract. 

   
4) Procurement Agent to provide to WSD a copy of the attendance sheet completed by those 

in attendance at the pre-solicitation and NTP meetings.  Pre-bid/proposal meeting 
attendance sheets are posted and available for WSD on the Purchasing and Contracting 
website under the applicable project. 

 
5) Upon WSD determining a vendor First Source Ordinance compliance issue, WSD shall 

submit a vendor performance rating form to Purchasing and Contracting indicating such 
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a compliance issue.  Purchasing and Contracting will handle the submitted vendor 
performance rating form in accordance with its vendor management procedures and 
processes. 

 
6) Purchasing and Contracting will assist WSD in their efforts to enforce the First Source 

Ordinance. 
 
WorkSource DeKalb Responsibilities 
 

1) Prior to attending the NTP meeting, First Source Representative will make contact with 
Purchasing and Contracting or Contract Compliance Officer/Contract Administrator to 
identify number of anticipated jobs and titles indicated in the successful proposal 
submitted by the contractor. 
  

2) First Source Representative will outline the provisions of the ordinance and the 
responsibility of the contractors and WSD in administering the ordinance. 

 
3) First Source Representative will exchange business cards or contact information virtually 

with all contractors in attendance and may schedule an on-site visit, if necessary. 
 

4) First Source Representative will inquire whether the contractors have any current job 
openings.  If yes, First Source Representative will request the Contractor to complete the 
First Source Business Service Request Form and submit to First Source Representative. 

 
5) First Source Representative will enter the NTP meeting information and contact 

information from the contractor(s) into the First Source Tracking Report and Taleo 
Database for monthly tracking. 

 
6) The “Good Faith Effort” stipulation in the Ordinance will have been addressed once 

contractors confirm staffing needs.  Contractors with staffing needs must communicate 
with WSD Business Specialist to post the positions and secure candidates in order to 
satisfy this stipulation.  If there are no staffing needs, then the requirement has been 
successfully satisfied. 

 
7) First Source Representative will record the responses on the First Source Tracking Report, 

maintained by WSD to identify any staffing opportunities from the contractor(s). 
 

8) Upon receipt of a Business Service Request Form from the contractors or sub-contractors, 
First Source Representative will query the First Source Registry to identify and advise 
contractor of all suitable applicants for possible interviews. 

 
9) Upon the placement of applicant(s), WSD will record the number and type of positions 

filled by each contractor on the First Source Tracking Report. 
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C. First Source Ordinance Municipal Code 
 
ARTICLE VIII. - FIRST SOURCE JOBS [11]  

Sec. 2-231. - Title. 
Sec. 2-232. - Purpose and intent. 
Sec. 2-233. - Definitions. 
Sec. 2-234. - Duties of purchasing and contracting department. 
Sec. 2-235. - Duties of workforce development department. 
Sec. 2-236. - First source requirements. 
Sec. 2-237. - Disclaimer. 
 

Sec. 2-231. - Title. 

 
              This article shall be known as the first source program.  

(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, Pt. I, 8-23-11)  

 

Sec. 2-232. - Purpose and intent. 

 
The purpose of this article is to create the first source program, which requires 

beneficiaries and contractors of eligible projects to use the first source job register to fill 

jobs created as a direct result of public funding.  

(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, 8-23-11)  

 

Sec. 2-233. - Definitions. 

 
The following words, terms and phrases, when used in this article, shall have the 

meanings ascribed to them in this section, except where the context clearly indicates a 

different meaning:  

a. Agreement means any type of agreement with the county, including purchase 

orders, regardless of what they may be called, for the procurement or disposal of 

supplies, services, construction, or professional or consultant services.  

b. Beneficiary means the immediate recipient of grants or community 

development block funds administered by the county. The term shall only apply to 

those entities benefiting from funds in the amount of fifty thousand dollars 

($50,000.00) or more, where permissible under the terms of the grants or 

community development block funds.  
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c. Contractor means an individual or entity entering into any type of agreement 

with the county, funded in whole or part with county funds, which specifies the 

contractor is to receive fifty thousand dollars ($50,000.00) or more.  

d. Eligible project means any project funded in whole or in part with county funds.  

e. First source job listing means the listing of all available jobs that have been 

created by eligible projects.  

f. First source register means the database of employable DeKalb County 

residents.  

g. Good faith effort means the efforts undertaken by a beneficiary or contractor to 

fill jobs created by an eligible project with individuals from the first source register.  

(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, Pt. I, 8-13-11)  

 

Sec. 2-234. - Duties of purchasing and contracting department. 

 
In administering the first source program, the director of purchasing and 

contracting or designee shall have the power to:  

 

a) Notify any contractor or beneficiary in writing, including specific reasons, who 

has not complied with this article; 

b) Provide any contractor or beneficiary who has not complied with this article with 

a reasonable time to cure; 

c) Determine whether noncompliance amounts to a breach of contract; 

d) Provide written determinations of noncompliance to the appropriate officials, 

stating the specific nature of noncompliance; and  

e) Incorporate a provision regarding this article into every agreement. 

(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, Pt. I, 8-23-11)  

 

Sec. 2-235. - Duties of workforce development department. 

 
In administering the first source program, the workforce development 

department director or designee shall do the following:  

 

a) Manage the first source program; 

b) Create written operating procedures to effectuate the provisions of this article; 
c) Compile and maintain a database of citizens of the county that will serve as the 

first source register; 
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d) Create and provide all necessary forms, applications, documents and papers 

necessary to comply with this article; 

e) Create a methodology to determine what jobs will be created by an eligible 

project; 

f) Compile and maintain a listing of available jobs created by eligible projects that 

will serve as the first source job listing; 

g) Notify the director of purchasing and contracting or designee of any contractor 

or beneficiary who has not complied with the requirements of this article; and  

h) Annually review and report to the chief executive officer or designee to determine 

the need for this article's continued implementation. 

(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, Pt. I, 8-23-11)  

 

Sec. 2-236. - First source requirements. 

 
(a) The county shall require every beneficiary or contractor for every eligible project to 

do the following: 

(1) Advertise each job created by an eligible project on the first source job listing; 

(2) Make a good faith effort to fill fifty (50) percent of the jobs created by the 

eligible project with individuals from the first source register within one hundred 

twenty (120) days of executing any agreement with the county;  

(3) Agree that each beneficiary and contractor who does not make a good faith 

effort to reach the fifty (50) percent goal set forth in this article may be deemed 

ineligible to qualify for any future project;  

(4) Allow open inspection of payroll records; and 

(5) Agree to work with the workforce development department to comply with 

the spirit of this article. 

 

(b)  All solicitations and agreements from eligible projects shall include a provision 

referencing the requirements of this article. 

 

(c) Each contractor and beneficiary working under an eligible project shall ensure that 

the first source program will be binding upon each subcontractor, sub-lessee or other 

ultimate recipient of the county funds.  
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(Ord. No. 06-16, Pt. I, 9-12-06; Ord. No. 11-13, Pt. I, 8-23-11)  

 

Sec. 2-237. - Disclaimer. 

 
By enacting this article the county is assuming an undertaking only to promote the 

general welfare of its citizens. By this enactment, the county, its officers, agents, or its 

employees are not to be considered joint employers with a contractor or beneficiary. The 

county, its officers, agents and employees shall not be liable to any person, including but 

not limited to contractors, beneficiaries, and persons whose names appear on the First 

Source job register, who claim that the enactment, enforcement or violation of this article 

caused injury or loss of any kind. This article is not intended to and does not require a 

contractor or beneficiary to hire a particular individual who does not satisfy the 

minimum qualifications or other requirements of the job as set forth by the beneficiary 

or the contractor. This article does not give the county, its officers agents or employees 

any right to control or determine any of the terms or conditions of employment of a First 

Source register candidate hired by a beneficiary or contractor.  

(Ord. No. 06-16, Pt. I, 9-12-06) 
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D. FIRST SOURCE ACKNOWLEDGEMENT FORM

First Source Jobs Ordinance Acknowledgement 

The DeKalb County First Source Ordinance requires contractors or beneficiaries of eligible 
projects entering into any type of agreement with the County, including purchase orders, 
regardless of what they may be called, for the procurement or disposal of supplies, services, 
construction projects, professional or consultant services, which is funded in whole or part with 
County funds or County administered funds in which the contractor is to receive $50,000 or more 
in County expenditures or committed expenditures and recipient of urban redevelopment action 
grants or community development block funds administered in the amount of $50,000 or more 
to make a good faith effort to hire DeKalb County residents for at least 50% of jobs created using 
the First Source Registry (candidate database) within one hundred twenty (120) days of contract 
execution. The work to be performed under this contract is subject to the provisions of the DeKalb 
County First Source Jobs Ordinance. All contractors will be asked to submit an Employment 
Roster and/or copies of active payroll registers on a monthly basis to verify compliance. The 
undersigned acknowledges and agrees to comply with the provisions of the DeKalb County First 
Source Jobs Ordinance. 

CONTRACTOR OR BENEFICIARY INFORMATION: 

Contractor or Beneficiary Name (Signature) 

Contractor or Beneficiary Name (Printed) 

Title 

Telephone 

Email  

_______________________________ 
Name of Business  

Please answer the following questions: 

1. How many job openings do you anticipate filling related to this contract?  _____

2. How many incumbents/existing employees will retain jobs due to this contract?
DeKalb Residents: _____ Non-DeKalb Residents: _____ 

3. How many work hours per week constitutes Full Time employment? ______
Please return this form to WorkSource DeKalb, (404)687-3900 or email 
to WSDBusiness@dekalbcountyga.gov
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E. NEW EMPLOYEE TRACKING FORM 
 

Name of 
Bidder__________________________________________________________________ 
 
Address_________________________________________________________________ 
 
E-
Mail____________________________________________________________________ 
 
Phone 
Number_________________________________________________________________ 
 
Fax 
Number_________________________________________________________________  
 
Do you anticipate hiring from the First Source Candidate Registry? Y or N (Circle one)  
 
If so, the approximate number of employees you anticipate hiring:  
 
_____________________________ 
 
 
 

 
Type of Position(s) you anticipate 

hiring: 
  

(List position title, one position per 
line)  

 
Attach job description per job title: 

 
 

The number you 
anticipate hiring: 

 
 

Timeline 
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F. BUSINESS SERVICE REQUEST FORM

Please complete this form for each position that you have available. 

   DATE:                                     FEDERAL TAX ID: 

COMPANY NAME:        WEBSITE: 

  ADDRESS:   

  (WORKSITE ADDRESS IF DIFFERENT): 

  CONTACT NAME:        TITLE:  

  CONTACT E-MAIL ADDRESS:          CONTACT PHONE:  

  Are you a private employment agency or staffing agency?      YES    NO 

JOB DESCRIPTION: (Please include a copy of the Job Description) 

POSITION TITLE:  ____________________________________________________________ 

NUMBER OF POSITIONS AVAILABLE:  _________   TARGET START DATE:   _________________ 

WEEKLY WORK HOURS:       20-30 hours             30-40 hours              Other     ________________ 

SALARY RATE (OR RANGE):  ________________      SPECIFIC WORK SCHEDULE:   ___________ 

PERM               TEMP               TEMP-TO-PERM        SEASONAL 

PUBLIC TRANSPORTATION ACCESSIBILITY:       YES        NO  

SCREENINGS ARE REQUIRED:   YES          NO   SELECT ALL THAT APPLY: 

BACKGROUND  CREDIT CHECK         DRUG       MVR                OTHER __________________ 

HOW TO APPLY:  

__________________________________________________________________________ 

__________________________________________________________________________ 

Please return form to:   WSDBusiness@dekalbcountyga.gov

DO NOT WRITE BELOW THIS LINE - TO BE COMPLETED BY WORKSOURCE DEKALB ONLY 

   SYSTEM 
TYPE:     First Source     Direct Hire        Work Experience (WEX)         ENTRY DATE:    
_________ 

ASSIGNED TO:  _______________________________________      DATE:  _____________ 
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G. EMPLOYMENT ROSTER  
DeKalb County 

 
 
Contract Number: _________________________ 
 
Project Name: ____________________________ 
 
Contractor: ______________________________                                          Date: ___________ 

Name Position: Start 
Date 

Hourly 
Rate of 

Pay 

Hired 
for this 

Project? 
(yes/no) 

Anticipated 
Length of 

Employment 
(Months) 

% of Time 
Dedicated 

to the 
Project 

Full or 
Part 

Time? 
(No. of 
Hours) 

Georgia County of 
Residency 
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