THE BID
PROCESS AND
EVALUATION

JANUARY 5, 2024




APPLICABLE LAWY

* General Goods and Services — Code of Alabama 1975, Title
|6, Chapter 13B

* Public Works — Code of Alabama 1975, Title 39, Chapters |-
8

* AlsoTitle 34, Chapter 8 applies to contractors bidding on Public
Works over $50K




DEVELOP SPECIFICATIONS

* Objectives

Provide best value for taxpayer’s dollars
Compliance with legal statutes
Purchase of appropriate products and services at best pricing

Provide fair competition for all vendors

Provide service to all internal users




SPECIFICATION TYPES

* Types of Specifications

* Qualified Products List — Normal Bid for Goods and Services

* Specifications for each item and a product that meets that spec

(or an approved equivalent)
* Design Specs — Normally for Public Works
* Professional Architect/Engineer Drawings and Specifications

* Performance Specs (RFP)

*  What product must do or what end result will be produced




SPECIFICATIONS

* ltem Specifications

* Specific information that clearly states the level of quality and
performance

 Statement of Work (SOW) and/or Services

* Performance based — you tell the vendor what to do, what is needed as
far as an outcome, etc.




WHO'S INVOLVED IN
SPECIFICATIONS

* Who should be involved?

* Knowledgeable Users

* Vendors!?

* Professionals

* Finance

* Other Agencies

* Purchasing

* Legal?




* Specification Q & A
* Clear
* What to do, how to perform, timing, etc.
* Fair to allow appropriate competition
* Provide sufficient detail to communicate what is expected

* All aspects included? (insurance, warranty, delivery, installation,
cleanup)

* Allow for significant level of evaluation




SPECIFICATIONS

* |nsurance

* Workman’s Comp
* Vehicle/Equipment
* General Liability
* Bonds Required?

*  Amounts Sufficient for Level Needed?




SPECIFICATIONS

* Freight
* Freight on Board (FOB) Destination
* Seller arranges, pays and insures
* FOB Destination Freight Collect
* Buyer pays freight but seller owns
* FOB Origin

* Buyer accepts ownership at origin

(Not recommended unless employee picking up)




SPECIFICATIONS

* Installation
* Pre-bid Conference
¢ Mandatory or optional
* Must Comply with Statues
* Federal, State and Local

* Utility Hookups

* Power, water, drainage, protection




SPECIFICATIONS

* Warranty

* Duration

*  Months,Years, Extended

e Start Date

¢ At installation or delivery

* What’s Covered

* Full body or limited, installation

* Extended Options Available

*  What is covered and at what cost?




INVITATIONS

Query databasef/files for the type vendor needed

Search by other means (i.e., internet, trade publications,
etc.)

Third party service providers

Can be emailed — (get confirmation of received and keep)




BID OPENINGS

* Have all bids addressed to person responsible for bid

process
* Received, date and time stamped by another person

* Hold opening in area large enough to accommodate staff

and visitors

* Keep the bid opening orderly and professional




BID OPENING

* Always have a witness such as a recording clerk/ user
department staff member

* Be prepared and familiar with the bid (tools, recording
sheets, addendums)

* Take full charge of the bid opening. Ask if there are any

more bids and state that no more will be accepted




BID OPENING

* Review submissions for compliance with requirements of
the bid (bid bonds, addendum acknowledgement, license

requirements)
* If not in compliance reject the bid and do not record.

* Purchasing can prepare the Board agenda but should have a

recommendation from user departement




BID OPENING

* Allow public to view submitals one at a time. Purchasing

should maintain control of all submittals at all times.

* Do not make an announcement at the bid opening whom
the winning bid is (you may state who the apparent low bid
is but let it be known that there will be further review and

formal recommendation from staff)




EVALUATION

* |Include Submission Form that each vendor MUST use to

submit pricing for each item

* If estimated quantity is used will an extension of price X

estimated quantity be used in evaluation

* Make sure you are comparing apples with apples




EVALUATION

* Things to be aware of during evaluation process:

Container quantity — Ounces, |bs., number per case
Horsepower, amperage output, grade of metal
Warranty provided for how long and what’s covered
Installation included?

If you don’t understand what is submitted ask for clarification in

writing and document in file




EVALUATION

* If vendor is bidding item other than the one specified —

make them include specs for comparison

* Have knowledgeable staff review and make a

recommendation to purchasing for the award

* Review staff recommendation to make sure it is correct, fair
and justified

* Question any thing that you not comfortable with




BALDWIN COUNTY BOARD OF EDUCATION

2600 A North Hand Avenue
== Bay Minette, AL 36507
@J INVITATION TO BID
BALDWIN COUNTY PUBLIC SCHOOLS
Building Excellence

Submit to:
Baldwin County Board of Education Bid Number:
Business Operations and Purchasing Bid Title:
2600-A North Hand Avenue Bid Due Date and Time:
Bay Minette, AL 36507

Pur Assistance

Purchasing Contact: C. Thomas Waters, Business Manager, Business Operations and Purchasing, 2600 A
North Hand Avenue, Bay Minette, AL 36507; 251/580-1913 or 580-2513

Vendors who do not wish to respond to a bid are not required to do so; however, vendors not

responding and/or submitting a “no bid” resp to three ive invitations to bid for
the requested dity may be removed from bidder’s list.

VENDOR INFORMATION
Company Submitting Bid:

Complete Mailing Address:

Telephone No. Fax No.
WebSite: Email:
Tax ID:

MINORITY BUSINESS ENTERPRISE TYPE:
(M1) Black American Male (M2) Hispanic American (M3) Asian American (M4) Native American
(M5) Native Hawaiian (M6) Woman Owned (M7) Other Minority

Certificate of Ind dent Price Determination

P

In all respects, I certify this bid is made without prior understanding, agreement, or connection with any
other company or person and I have independently determined prices that are fair and without collusion or
fraud. I agree to abide by all conditions of this invitation to bid (ITB), and certify I am authorized to sign this
ITB for the company submitting it.

Officer’s Authorized Signature Print Officer’s Name and Title

To be responsive, signature of officer authorized to bind the company submitting this bid is required.




CENERAL CONDITIONS

Ridder: Tocoosure rcepeosiveness and acecptonce of
hid, pleaese follow these instreetione. (Tle wse of e
worda: hidder, prapaser, vendm il and
augeplier fur the cankext of thiz selicitatinn all have the
sama manning far the companyFirm submitting n 2id
ac amqu.cxt For praposal]
Bid Cpen Sealed Luids ooune Tee pece beed a0
Lhie: B rebrasig 43 L oz g Hine
w1 lite xy: inn ba bid unless
changed by wldeodum, T‘hc time clock in ke
Frechesing OFice shall determitg L L ol
zeceipl. ATlids deliveread alle e the specifiend bino:
will ppt b censidored worl will k2 cocumed to the
bidder, E-nnil, fax, or telephane Tids will wot b
arceptabla, If moaltiple bide are echadrled to be
], bl ds wall he- aprnar] geghielially T had
irig, o Tiscussion will

b ortered imo wr‘- nny wendor ns 1 the qualite

or pravisions of the specifications, aod ne panrd

will ke made sifzr staved or DmpHed.

2 I'repacalion ol Bid: 300 shall conbon
manual signaban: of a0 auatherize! rep-esentative
io the spoae provdded. Latel the cotum coveclope:
with srbunittal address ss indies-ed Lo this bid
ek
af the hid mpening and the bid numhrr All yr{“s
zud natztione mogt be printed ir ink oo
typewtillen, Mo erasures peeiilled. Liocs may
B eraseeel il ond cureselon pricned 0nk o
trprwrittco valjacent, aod mast be initinled in ick
by presen awthovized to sigr the bid,

13- Submlttal of Bid: TTeo entire ineifeticon o
Pedad Feronirmen s sefurnea T Ir covnnpebotindd wared
Tedrrreesd as reguesterd, Medifications aocl
rertiona reocivcd otter the cesing Hme
eperifiad will nat bz considered. Failuse to
waamine iy drawings, speciflesions. and
ieestriackaens will T akb The biddes sk,

4. Prices and Delivery: Firm prices shall be
quated, ped, ar printed in ink, ta include all
pacaing, handing, shippiog, aod delivesy ol pgas
BUHE Healclveer Clanry Bl of Boducalian,
Malchwin Con Alnhame, [Tnless pthemwisc
epecified, bic prices are pssumied fim for a
miviuaun precied ol 120 davs allee e Jale ol the
apeming, Tl Tward reserces e sight e nwle
Arward bo ek lowest responsible bidder if prices
axe ot fvol, The Bid will shen the nonber of
dayz Lo place a camnsodily it Lbe boayd's
alesigided Truslion woder omeial adilnans, 0
the biteer sanns st the stated delivece,
pltevoetes delbrene schedule moy 2eooms o tnctar
imthe sward. The board hasz thevight wo extend
el bvare i e eans apyeear vallnl

5. ostallntion; Where installation is resuimed, the
swreesztnl bidder shnll be respensi ke for plecing

and imtallil\g the praduct in the reguined

T ed guudul and price liat

II:|S|II‘II‘I'\-I| dnstillarirm
wsed Lo the iostallition shall bx foum] vuinlity
and ghell be Zrec of defrcts that weuld diminish
Lhe appeavanee of the prodoet o1 render it

atroehaly oy operalisally dasound.
LonsLaTlativn anchades: e M
sripaenL, Cigking, aond materils ri-murtxl o
install or replace the prodvet in the prapor
leeation. The successtul bidder chall protact the
site fromn damare and shall Tepair damages or
fjury cmmsed Woeiey msnalTanian Ty the vendar,
ity rmploeczs ar ngents, IF amy altecation,
dismentling, cxenention, #te |, is reguited. ta
achieve inatallation, the vendow shall pramptly
vsterme 1l sLueEi e or sibe b 2 arigi nab
sl Bicldler shill perform
installetion wack so o5 ta cansc the lease
incanvenicuce and interfeyence with the boatd
and wilh prower sonsideralion of ollers on site.
Uiy assanpledicn f Has i art, Hhs Lo i
sl s rmoand ing arew ot work shidl 2¢ left elean
and in a neot end unsbstructed condition, with
everything in sadafactory vepais and ovdar
Taxer and Trade DAeominia: Peloss qaced
zhrall he: delivered prices, exc e all all Frrdeml
AT stae ¢ne 5T, sacs, and menutacturer's taxes,
The Baltwin Coanty Board of Eduretion i tax
eyl by Taw, Code of Alateioua, Tille 40, Sec.
2, . Trade digegumts shoynld b
d{'duc\rd rem the unit price and net prics chowld
ta show on bid.
Acceplance and Bejeclon: Inapeclion ated
Vsl 7 an, sk sossabanes will e al <l
fostinotion woless otberwisc previdsd, but all
inatcTinds and woerkwanship shall be subieet 10
inspection and teet at ail times and places, z2od
wlizre prachicalibe, TUTe Locisk or loss or danage
toat items sl be ke cespoosilsiiy of e
supplicT until necoptanes by the beard noless loas
crdarnage result: frovs negligence by the board.
T rnanufacturs, the ripht 4 Teqenved to
rejes:b i s icles thar contaen defecteve: mate rial aud
workmanship. Fofzeted marerinl shell bz
vernaved by zod st the expensa of the bidder
Lilealiuo £ 7 gjeelion. al
acteplumes: or vejedion ol malerial
Ball be mnde ns. pram-thy as
practeable, but failure to inspect 2od aceept or
vajecl oalerials ar aup plies shall nol iopeas
Tuatbsiliby 3 21w beswrel ieeresa T T sach aaleriads ae
nut in wecrdance with 1l
specitications. [n the cvent aecrasity veguires the
vge o waterise or supplies not conformicg ta the
spapeLesal by, Paplsent by b e
D redocgion i
Brond Nnme Refereren: Unless specificd “ne
subetitute,” suy cata of brand name oF
aanfactu e . d in the 11 s
Arseriptive anly, net restrireive, ind used s
indicnte thCU'PQ A quality drsired . TF hicling,
on1 other than ceferenced saecifications, the bid
uawsl sl e naniCantrer, brand g ade
ol arllier deszriptasns, aod wbeaodd Do ode

s illust idinns aod conplsle
Ui ko af the presgcngy, oTere . The lsand
vescrves the right to detevming whether a
mibetitute affered iz =quivaleot bo and meats the




standards of the izem specified, and te board
sy resuire (e t,..mﬂ Lo syl i inal
Auserign v Lmyless, e e b o,
The biddor [nmmntlcs that the product cHered
will ineet or exceed the refereaced product and or
specilcalicns identified in 1his 1T, 10 Lhe Didder
Lukess s eniepiliton Lo e s Tustionus, Lidder
will b requinesd i fugiish Ehe product seartly as
spreitied inthe selvitntdon,

Samples: Samples or demonstrators, when
raquasted . must ba furnizhed fiee af expenae to
Loz Tnsrd. Saeugbes sl dest ooeed duing,
eansnmible xaminatian will brcacm: this propcrry
at'the Boacd ooless Eidder stares atheraise. A
demioustraters will be returned after reasoneble
esaminalion . Kacl sanplz should be merked
with the Bidders wnoe wowd iubdeess, 1sid nuenber,
and iterm nurikor.

. Inlerpretation: Any quostions concerning

specilicalions L condi Lons shall T divecled Lo
i THT s dn wenbing we ales i Ten
oz dove prior ko ke bid oponing,
Logoiries shual veberenss the bid number ond date
o el ppesing.

Tispuies: Tocase ol oy bt o dilTereneas of
oPinian as te the itcms to be furnished undsr
canract reeulting troun thie bid, the fecision of
113k lgi ness manager shall he final and zinding
o Traatly st e
TFraluutinn Criverie: Frinocy Gulos wsed 1a
deridethe arard hercunder will be price, quality,
availability. and respo’nslmesa {he: (Bot

1Tt 1eiey Tre usesd i Lhe evalualion nf Usis Bid will
T (1] arlemvimstrarise: masks foeoreed by Lhe loard
in assovigtian with the dischune of unye
sulaegquenl awand; (2] allernative payimnznt
beerisg (30 badder's pe fozru e (41 olber
tactrrs a5 o hrspe Lin the Tsiel Tl el
toscrves the rizhr to ovaluats byl by vartial Lo,
oo by iten, and te poopptay peject s bid in e
enticely o o pacl, aod Lo saiee DobiLee

irregn it ivs 3Pt Taid is o herwise valid. 10 e
cvent of @ priee cxtensian eroor, the ¢ nit price will
L zccapted as cormest, Tle board miay sonsider
W R Ay awird herernder, thoge
rixlueLs, servicey, and i wat ilalile kgl
contrarts trom the stote o1 fedoral EovEEnmCEt
apencies.

Aceeplance of Bd/Avward: 1he board
reserves the right tooozeeps or mejeck all rany
perrota bid or nmy and all bids, bnowaive any
infcrnality. pencrzl condition, sperial conditivm,
ur s, apecification deviation whe cousidered
1 b in i T fbeine o e .lw.u\] Uae-B:id st
s serves the ntnrest b the hnanl <zl
by the Baord to be 91 its =ale d]atrl.uuu.
Loentients centained hevein ane considered past
al lbe binding contract. (tis anderstoad anc
agreca that thie busrl slall Taee cze dags for 1213
Aeecptanes,

. Dnefawlt: Backorder: defarlt in promised

alelivery i Failura fo poset specifications,
L iaiive Lie Tisan ] ta cancel s coulyacl Lo e

Arfnulting bidder, The bidder must give wrirten

vatice ta the board of the tessoo and “he cxproted
dedivery date.
Cunvellalivn: Llles gaiy ooy na.m:el any
rantmet ur ibem e boeear .30
danrs writton aotice of inteot te cunesl. Cicise for
tre board ke eancel sholl ineluds, But not be
Lizgriled L, post extmseding corvent narke: prices
0 e sl purchices; moes for berease bn
Frees during the zortract peciarl; ar Failire e
pertacm te eomtact ronditiene. The hidder will
be r2quircd to honar al purchase ordzes thut
weve prepared and dated prior wa the date of

aecl o 201 cligs [ lawiang |he:
d.a.Lcntc:&mrutlUu ar capccllation, Cancellatinn
ey the besrd docs vot velicws the pddder of eny
liabclily avisivg ok of & defaalt or
ronpertoooans. TFacentrict is suweled dos
& requcst ter an increase in priceis) ot failute to
pertrrn, that vendor shall be remorsd trom the
Bidelers Lisl, Tuat 1his dees nat Telieve that vendor
troen lial |13' Jur o periad wl g b L3k
tar the waodow to eancal shall tnelarde, bt is it
Ernited to, the temw(s) being diseontinucd. aad
nraval alve from the manctacurer.
Addenda: Anaddenduan iy e
nddition ar supplesment o alarifo
docnment Ooly weitten addeods wre part of the
Dbid packet and shonkd be consider: d,

Allerpabe Blda: Onless spacifically reqrasted,
albsrrnale Tins will ool be: cansiteeed. An
wltcroate i considered i il thirtGoes man canply
with the mindmn o provdsions toquested by the
bid.

Tosuranre and Indemoificablon: The bidder
ggrecs to indsmoity and saec harmidess the boaril,
it cfficers, apenta. and emplovess foom aond
againal any and all elawmne and lishilities

i Tirg, e nsesd e fojoy e deallopl
persans ar domags tnwny prageerty wlusl may
raault, in whole or in pact, Ecom Bny At or
nimisginng o the part of the bidder, ita sgeats,

i g, o repeaeolalives, o avige from oy
bidder furmishesd woods o se reice, ereepl Lo e
extent that such demags is duc salelyr and dicectly
1 e apligeice of the baavd. The Bidder will
carry cunspeelesive genecal Babilite ineura nee,
i ing rrnbe S i
eoreraze, with minimom |

Tzard. The bidder will. at the request of the
Tszard, v pply 2eplificates evid ensing such
DUERIEE.

Risk of Loss: The hidder issames tbee Fellowing
vigks: (1) all viska of loss ar damnge ra all gaods,
watk in prooess, materials. and equipment wntil
M eleliviry Lol s Do phosided; (2} 81l

property ontil delivery ot ol provds as erei
puavidad: (3] all debe of loss or damags te any
pacse Ly receieed by Lhe bidder or bheld by e
Taiclabar v ibs sog pliess Goe e aceount of B
beacd, wntil svels propesty Tos e celvemed 1o
the baavd; (44l dsks of loss or famage ta any of
Uz poods or part thereof vejected bor “he board,
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. Non-Tisarminati

. ratant

. Payment: Ruml parsnne]

Eraen this tirse e shipment thereet tu bidder until

reelivzry thereef to the boord,

. Dralorie RenvovAl: All dabris nuet be removed

after installation and/or peEfermancs of sl
o aaied repuipment ar dgar service.

i The hiiied prgwid v
causl appartunity foc all besinesses and docs oot
dlsesiimingte sgainat sny vendat vega dleas of
el e, e, il asigon. o
leralon far an .

ent Assignmunt ofuny nehts oo
cbligaticns vuder avnrd 21 aus portion ot this bid
L3 0l allawed witliout Lse exjpiees wrillen
vt ol e bgard

Warranty: The bic der cxpross y warrants that

all articles, rakecial, end work athered shall
conform toeach and swery specification, €rswing.
s, or ather dese it wheel w Gueulsed e
A il i1 i b Bt e
trnwiral,
mcr:mnnme of god atacial 2o
wisrkinslip, and free Oona defect. The bidder
furih il all iLens for s peeciod af tee
veur, unless etheneise stugsd, trom he date ot
cceeptance of the stems delivered and installec or
ek cripleted. All vepaive, Eplements, ar

stments hiri g the warranty nerind sholk his
at the bidder's sale expanse.

us and Tose Substancce: Edder
s eaunyy will al” applicable tederal, stale-

inclndiug such lswe, ordivances , abd Teguletions
peeteining o information shout hazsrdons and
Towiez Tl uanres, wand 25 oemelead I L||w= L
time. Tidder sholl previc e thy board with
*Materinl Safcty Datn Shect” it requized,

siddar puarantear thet the sele and/or
wse of gaadss will ul inleisig: upen i LR
Fereagn kel id an iz fhes o
wepetse, indernaify, protact, and so: humlus
Lhe boand end its emplevecs ci vy claims adsing
net o e purchusse T poodk or services.

w5 s
VI34® Purchasing Card and c-pemble process
Eovinwpice pavuent for purchasea rem
i, Unless sozplicn to thi

vondition is noted un e b rexpoiss farn, the
bigder, by submitting = bis, agress 20 acrept
VIsam Furchasing €x1d and s-pavable provess
[144YA) a8 3 accatable forn of payment <nd
v 1 add acklitiusral seevare e ur g
charges ta purchases, payrients assoelaned wirh
these pawnent methods, Refisal to aorept thiz
condfion may exase thehid to be declared noo-
THspUns

Annual Apprepristion: Th
periornianee and obligaton ta pay under this
coutyazt are contingent upen an auusl
apprapiation.
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RSl sl il i
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oo A 4K 0t SEtEAC to By

29 sume une a
competitire

sole Epure: spicif.eation.
Cerlifieallon Pursuant to Aet No. 2006
567 alabana o (e fan 41- ;

a
&

st the vendor, contractor. end 1l of its affilianes
it ke salea o delivery into & shams or
Tricees P e 1 Alalian
waloxting, i Ty, labang siale e ]
#lcs, wac, endylor leas: turen sl tanoble sales
sl leasee it Alhass. By subkiitting a bid, the
L Il Th ldder b in

from bidding 5T entering into @ sonkency purEmnt
t2at-4-116, and acknowledges the awarding

authies Ly iy checlare e cenleact void i the

o i dules

e and oll gemera’ irdermaticn,
<aonditicms, be swipe
+am fhese gernmi ecnd

Yermz umd
ke lnzcetn whicly ary
ull hore preesdence,




GENLRAL INFORMATION

Rackgronnd: In 176y, the crmnunity nf Tenzsw apenad the gt puhlic schnol in Alubams in Baldwin Coonty:
‘The Baldwin Couuly Bueod of Educalivo vonlinwss s Ecus ol com nuaily ceptersd educatinn. The achonls in
Valdwin County arc lozated in szwen arcas identified as "feeder pattecns,” which inclucde ol schools whoese sladenls
will attend a eomnen kigh srhonl. Thave are appraximately 51,000 students in the system. Visicthe svstem
wibigily al v bube. usgs,

Tentative Timeline:

Nare - Ttem, T.ncation, and Time

ITE Advertised and Teleased {distributed]

' Preacdlinne Dur CQusslics gl
Approval far Equivalent Submizsioas
Bids Cuc

Defiver te Buatness Operations ard Pueefosoeg, 2800 Noclh Tand
Awanue, Bay Minete, AL yhg0r, on or before . am., juca! dme,

2&0__j M favinal apening i) faleus i the Brara Focm
Tocoted in the Thorp fuldimg, 2800 Norih Sand dvenue, Heay
Minerta, AT gftzom.

MNote Summer Hours: Mondoeg-Thoesdoy, @ o, soger g, clesed
ot Fridnngs, Juane 2-Auvgust 8, 2oa4.

Please holdly indicote the bid number on Lthe owdside o5 iR
sovelad hid envelope to arsist the board with firrernal

Fdent{fTealione.

Recommendation Subumittad for Bosrd Approval

Awaerd Wetifiratinm

Insuranes: The awacded cootractor shall lucwish o cucceol Cetlificale of Insurance ta the Business Manager
prict b coutract aveand copnmencement of the waork aa wall ar a copr of bisfher geoeral labibivy policy

cide i emlusene s Ol e s ures Qe bueied 0] e oo ided 3o dags wreitten natice it the policy lapacs for any
vcaann. This certificate must include the bid number and be effeclive Tfoc the lero of e conbmcl and any
ealenshot Hierecl AL Tasnranes companies named nm the cectificate shall be liecnacd ro do business o che St of
Alaburma wod harse w minimom AL Boest caling of A Tl loard’s weqoived ingnran e crverage’s and minimum
limiza of liahility are as showm:

Cuznon cia] Geteral Tiabilite? Coverage - 4zpmenn Bach Ooourrence
wcurenes Form Bequiced S L0, 000 General Agaregate

Autemobile Loability B500000 nmbined Single. Limit Fach Aerident
Wintkers Compenaation as requicer by the State nf
Abubiama

"Coverage shallinclude bedily injury arnd prepecy damage Labili: loc presnises, ope calions, producls aoml
vumplelzd vpeailions, indepeident conlract o, eontractinal Liahility covertage any resultant contract, agroement or
purchasc order, or leaze, broad form properky damage, and property damaye, Coverage shall slze inclhude personal
.

The Baldwin County Board of Edueation shull be named as an addilivoal imsuve]d lee e cossmersial gemeral
Tiability roverage.




QUESTIONS

* TomWaters -251-401-9529

 CTHPMASWATERS@GMAIL.COM




